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Window Terminology
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This is the HOMES Main Menu.  The parts of a window include:

· Title bar XE "Title bar" \t "See Main Menu" 
· Menu bar XE "Menu bar" \t "See Main Menu" 
· Minimize button XE "Minimize button" 
· Maximize/Restore button XE "Maximize/Restore  button"  

· Close button

· Command buttons XE "Close button" 
There are several ways of getting to this Main Menu; the most common is by double clicking on the HOMES3 icon on the Desktop.

ACA-101 CUSTOMER MENU
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The Customer function will be used the most frequently

ACA-120 ADMIN MENU
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The Admin function allows user to access various screens used to accomplish administrative functions

INVENTORY MANAGEMENT XE "INVENTORY MANAGEMENT" 
The Inventory Management function allows the user to manage all aspects of furnishings for AFH/Off Post/UPH housing.  The Inventory Management function can be accessed from the Main Menu ACA-100 screen and selecting the Inventory Management function button. 
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	Function Buttons


	Allows User To:



	MASTER 
	Keep track of inventory for AFH-UPH-CHRRS

	WAREHOUSES
	Add, delete and maintain warehouses

	OTHER LISTINGS
	Keep track of inventory for Troop/Unit, Billeting and Non-Supportable

	CTA
	Search, view, and add inventory to the Common Table of Allowances

	LATERAL TRANSFERS 
	Transfer inventory into and out of HOMES

	REQUISITIONS
	Enter, append, receive and track requisitions

	OPEN SUSPENSE DOCS
	View, track and finalize open documents

	PROGRAM BUDGET
	View and update inventory program budget

	WAITING LISTS
	Maintain and update inventory waiting list

	DELIVERY SCHEDULE
	Add, view and update inventory delivery schedule

	SUPPORT DOCUMENTS
	Create support documents 

	ADMIN ADJUSTMENTS
	Perform administrative adjustments to inventory


System Defaults – Furnishings
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The System Default function allows the user to set up default information for Furnishing that are unique to each installation. The Furnishing Default screen contains defaults pertaining to Inventory Management information.

To access the System Default function for Furnishings:  

[image: image9.wmf]Click on Admin/System Default/Furnishings 

To access the System Default function for Furnishings Correspondence:

Click on Admin/System Default/Furnishings/Correspondence
Establishing Furnishings Defaults 
Before using any of the Inventory Management functions for the first time, furnishings defaults must first be established. 
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ACA-649 Furnishings Default Screen

In the Property Record section, the Unit Identification Code (UIC) and Department of Defense Army Accounting Code (DODAAC) for Family Housing, and UPH is migrated data from HOMES2 and cannot be changed.

Under Miscellaneous:

· Serial Number check box is for future reference.

· European Appliances is checked only when European Appliances are used.

· Measurement choices are “W” for weight and “CF” for cubic feet. 

Correspondence Defaults – ACA 450
Correspondence Defaults allows user to establish the defaults for the system generated 

Correspondence documents for the installation. 

[image: image11.png]



[image: image12.png]& Fort Belvoir - [ACA-101 Customer Menu] [_[CIx]

Fle Actions Help

Customer Admin Inventory Management

Customer Search

Inspection Schedule >>|

Complaint




         ACA-450 Correspondence Defaults
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Other Tab 
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Program Budget

The Program Budget function allows management to view a history of the Inventory Budget. The Program Budget is not an automatic management tool. Sufficent money must be in the budget BEFORE requistions are created. The required funds must be available in the appropriate side of the budget (AFH or UPH) before a requisitions can be completed.  
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 Program Budget Guidance History

To add money to the Program Budget, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	Click on UIC option button for AFH or UPH – only one button may be selected at a time
	Option button next to AFH or UPH becomes dark.

	2
	Enter the TOTAL amount of the new budget in the Enter Adjusted PB box and the Reason for Change
	The new total amount and reason will be displayed in those fields.

	3
	Click Save button
	Data will be written to the Server.  The screen displays a new line for the data that was entered and a new Current Balance PBG


Common Table of Allowances (CTA)
The CTA or Common Table of Allowances tracks all possible inventory items as well as their NSN (National Stock Number), ALIN (Authorized Line Item Number), accountability type, associated cost and weight or size. The authorized quantities can also be kept here for justification. 

ACA-655[image: image16.png]S [ACA-110R Miscellaneous Report

Select 3 Report to Generate

Complar Lising
Doctment Register
Furishings Transaction Log
Housing Transaction Log
Inspecton Schedue
Instalation

Memafor F/4 Offce
Miltay Uit

Wating List

Waling List Sequence




 Common Table of Allowances (CTA) Search 

The following table identifies the various fields and their function within the ACA 655 

CTA Search screen:

	Field
	Definition / Options

	Rollup Description
	This is the category to which an inventory item belongs.  These are standard within Homes3 and cannot be changed or added

	Item Description
	This identifies a type of item within a rollup description. These can be added, deleted and changed

	NSN

(National Stock Number)
	National Stock Number – This is a number that corresponds to the rollup item description and item description combined

	ALIN

(Authorized Line Item #)
	Authorized Line Item Number – This is a number that corresponds to the Roll-up Description.  This number is no longer required


CTA Search

The search screen is used to either:

· Search and View an existing CTA item by entering data in the Search Criteria section

· Display all CTA items on the database by selecting the Show All button

· Add a new item to the CTA

· Print 2 reports:  Entire CTA and Entire CTA with Authorized Quantities
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 CTA Search 

To Search for items on the CTA, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	Enter one or more of the fields located in the Search Criteria area 
	The appropriate fields displays the data entered or selected.

	2
	Click the Search button
	The search results area of the screen displays the results based on criteria entered 


To Show All of the CTA items in the listing, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	Click the Show All button.
	The search results area of the screen displays all of the items in the CTA


To View a CTA item, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	Search for an item on the ACA 655 CTA Search screen 
	The search results area of the screen displays the results based on criteria entered

	2
	Highlight item, Click on the View button
	The ACA 656 CTA Maintenance Screen appears
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 CTA Maintenance screen 

The following table identifies the various fields and their function within the ACA 656 

CTA Maintenance screen:

	Field
	Definition / Options

	Rollup Description
	This is the category to which an inventory item belongs.  These are standard within Homes3 and cannot be changed or added



	Item Description
	This identifies a type of item within a rollup description. These can be added, deleted and changed

	NSN

(National Stock Number)
	This is a number that corresponds to the rollup item description and item description combined.  This is no longer required for tracking purposes



	ALIN

 (Authorized Line Item #)
	This is a number that corresponds to the rollup item description.

	Unit of Issue
	Identifies the way an item is issued

EA = Each

PR = Pair

PY = Per yard


	Field
	Definition / Options

	Accounting Recoverability Code (ARC)
	The property type of an item based on the  

AR 735-5, Chapter 7 

Non-expendable - All property that must be kept on the property book and has a value of $2500 or more

Durable - Items that need to be accounted for but are not kept on the property book

Expendable – Items that are not consumed in use, do not need to be accounted for, and are less than $2500.00

Expendable-Consumable – Items that are consumed in use

	Unit/AMDF 

(Army Master Data File)/

Purchase Cost
	The cost of the item based on the unit of issue.

	Weight
	The weight or size of the item.

	Will this item be tracked by serial number
	Yes –  No 

The field is not used in the current system to track serial number.

	On Post AFH
	The authorized number of these items to use for on post AFH based on support documents.

	Off Post AFH
	The authorized number of these items to use for off post AFH based on support documents.

	On Post UPH
	The authorized number of these items to use for on post UFH based on support documents.

	Off Post UPH
	The authorized number of these items to use for off post UFH based on support documents.


Add / Update / Delete Items from the CTA

Add Item(s) to CTA

	STEP
	ACTION
	RESULT

	1
	From the ACA 655 CTA Search screen, Click Add button
	The ACA 656 CTA Maintenance Screen appears

	2
	Enter in the required information
	Entered data displays in fields

	3
	Click Save button
	This saves the new CTA item in database

	4
	Perform a Close function
	The screen closes back to previous screen


Update Item(s) in CTA

	STEP
	ACTION
	RESULT

	1
	From the ACA 655 CTA Search screen, Click View button
	The ACA 656 CTA Maintenance Screen appears



	2
	Update any of the fields by either typing over the current values or selecting another value from the drop down box
	The updated items appear on the screen along with the original values of those fields not updated.



	3
	Click Save button
	This saves the new CTA item to database



	4
	Perform a Close function
	The screen closes back to previous screen




Delete Item(s) in CTA

	STEP
	ACTION
	RESULT

	1
	From the ACA 655 CTA Search screen, Click View button
	The ACA 656 CTA Maintenance Screen appears



	2


	Click the Delete button
	The Verify Delete message box appears
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	3
	Click on Yes button
	This CTA record is deleted from the database



	4
	Perform a Close function
	The screen closes back to previous screen




Print Entire CTA or CTA with Authorized Quantities

ACA-655 Common Table of Allowances
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To print a copy of the CTA, perform the following steps: 

	STEP
	ACTION
	RESULT

	1
	From the ACA 655 CTA Search screen, Click Print button
	The drop down menu appears

	2
	Select Entire CTA or CTA with Authorized Quantities
	The desired choice will be highlighted and the report appears on the screen



	3
	Select the icon of a printer on the top bar to print the report
	The report prints

	4
	Select the X in the upper right hand corner to close screen
	The screen closes back to previous screen




Master Listing

The Master function provides a Master Inventory Listing for the installation. The Master Listing is divided into AFH and UPH. Both sides must be viewed in order to obtain a total inventory.
      ACA-619 AFH/UPH Installation Master Furnishings screen
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The Master Listing shows the:
· Total Master Inventory of all furnishing stored in warehouses or issued  

· Total Inventory on Hand and the Warehouse where that item is located

· Total Inventory of items that have been issued and who it has been issued to

· Rollup descriptions for items in inventory are shown in the top portion of the screen and the item description information in the bottom portion. Only items that are in a warehouse or issued are listed. 

· The Master Listing is divided into AFH and UPH. Both sides must be viewed in order to obtain a total inventory. It also allows the user to find where items are located in either warehouses or issued listings.

· The On Hand Quantity + Issued Quantity for any row should equal the Inventory Quantity for that row.

View Rollup Item with Item Description

 To view a Rollup Item, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-619A AFH Installation Master Furnishings screen or the AFH Installation Master Furnishings ACA-619B screen, Click on a Rollup Item description 
	The bottom portion of the screen displays the Item Descriptions for the Rollup Description that is highlighted in the top portion of the screen


Print Search Results or Entire Master Listing

To print a Search Results or the Entire Master Listing, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-619A AFH Installation Master Furnishings screen or the ACA-619B AFH Installation Master Furnishings screen, Click on a Rollup Item description 
	The bottom portion of the screen displays the Item Descriptions for the Rollup Description that is highlighted in the top portion of the screen

	2
	Click Print/Entire Master Listing  or Search Results
	The requested report displays

	3
	Click on the printer icon
	The requested report is printed
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View Warehouse Furnishings / Issues Furnishings 

Once the ACA 619 AFH or UPH Master Furnishings screen is displayed, the user can identify where the On Hand Quantity items are stored and to where the Issued items have been issued. 

ACA-619 AFH /UPH Installation Master Listing
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NOTE:  If the button is de-activated or “grayed out”, the item has not been issued

To see where the “On Hand” and “Issued” inventory is located, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-619A AFH Installation Master Furnishings screen or the ACA-619B UPH Installation Master Furnishings screen, Click on a Rollup Item description to highlight


	The bottom portion of the screen displays the Item Descriptions for the Rollup Description that is highlighted in the top portion of the screen

	2
	Select the Warehouse Furnishing button or the Issued Furnishing button depending on where the item is located


	The AFH/UPH Warehouse Furnishings screen or the AFH/UPH Issued Furnishing screen displays



	3
	Perform a Print function


	Report will print

	4
	Perform a Close function


	Screen closes back to previous screen


Display Warehouse Location(s) for AFH Furnishings

To see the warehouse(s) where the item highlighted is located, select the button Warehouse Furnishings.  (The ACA-622A AFH Warehouse Furnishings List screen appears)
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Display Location(s) for Issued AFH Furnishings
To see the location(s) where the item highlighted has been issued, select the button Issued Furnishings.  (The ACA-623A AFH Issued Furnishings List screen appears)
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Warehouse 

The Warehouse function allows the user to manage the warehouses and the furniture stored in them. The following actions can be performed:

· Search for one or more existing warehouses

· View information about the warehouse

· Add a new warehouse facility to the database

· Print a listing of AFH or UPH Furnishings
ACA-660 Warehouse Search screen
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Warehouse Search

 To search for a particular warehouse, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-660 Warehouse Search screen, enter one or more of the items in the Search Criteria portion of the screen.


	The search criteria entered will be displayed on the screen

	2
	Click the Search button


	Warehouses matching all of the search criteria entered will be displayed in the results portion of the search screen



	3
	Highlight warehouse, Click View
	The ACA 661 Warehouse Maintenance screen displays




ACA-660 Warehouse Search Screen - Fields

The following table identifies the various fields and their function within the ACA 660 Warehouse Search screen. 

	Field
	Definition / Options

	Listing ID or Warehouse Listing ID
	System issued number that identifies an Inventory Management Listing – Warehouses begin with W or are MAINT or UNSV

	Listing Type
	Identifies the type of warehouse

WHSE= Warehouse with current inventory to be issued and turned-in

MAINT= Maintenance Warehouse with items in maintenance. These should not be issued but transferred into unserviceable or back to a warehouse 

UNSV= Unserviceable Warehouse with items that are not usable or fixable but have not been taken out of inventory

	Warehouse Name
	The name given to the warehouse

	Street Name
	The street name only on which the warehouse is located

	SSN
	The SSN of the person responsible for the warehouse

	Last Name
	The last name of the person responsible for the warehouse

	First Name
	The first name of the person responsible for the warehouse


View a Warehouse
To View a particular warehouse, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-660 Warehouse Search screen, enter information in the Search Criteria area of the screen
	The search criteria entered  will be displayed on the screen

	2
	Click the Search button


	Warehouses matching all of the search criteria entered will be displayed in the results portion of the search screen



	3
	Highlight warehouse, Click View
	The ACA-661 Warehouse Maintenance screen displays
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ACA-661 Warehouse Furnishings Maintenance screen

ACA-661 Warehouse Maintenance Screen – Fields

The following table identifies the various fields and their function within the ACA-661 Warehouse Maintenance screen. 

	Field
	Definition / Options

	Warehouse Listing ID 
	Identifies the Warehouse ID number 

	Warehouse Name
	The name given to the warehouse.

	Warehouse Type
	Identifies the type of warehouse

WHSE = Warehouse
MAINT = Maintenance Warehouse 

UNSV = Unserviceable Warehouse

	Street Nbr/Name
	The street number and street name

	City/State/Zip
	The City/State and Zip code of the Warehouse

	Country
	Name of the Country where warehouse is 

	SSN
	The SSN of the person responsible for the warehouse.

	Last Name
	The last name of the person responsible for the warehouse

	First Name
	The first name of the person responsible for the warehouse.

	Duty Phone
	The duty phone for the person responsible


Adding a Warehouse Facility
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 Warehouse Maintenance 

To Add a Warehouse Facility, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	Click the Add button
	The ACA-661 Warehouse Maintenance screen is displays a blank screen

	2
	Enter required information into appropriate fields
	The information entered into fields displays

	3
	Click the Save button.
	A warehouse is added to the database with the information displayed on the screen.

	4
	Perform a Close function
	Screen closes back to the previous screen


REMINDER:  Only one warehouse type of MAINT and only one warehouse type of UNSV may be added to the database.  If you try to save another warehouse record of either of these types, the following message box appears.
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Change the SSN of the Responsible Person 
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To change the Social Security number of the responsible person using the ACA-661 Warehouse Furnishings Maintenance screen, select the menu bar choice Actions/Change SSN.  Enter the new social security number in the field and select the OK button.  (The Change SSN screen disappears and the field SSN on the ACA-661 screen now displays the new Social Security Number for the responsible person.)

Change Responsible Person
To change the responsible person for a warehouse using the ACA-661 Warehouse Furnishings Maintenance screen, select the menu bar choice Actions/Change Responsible Person.  The data in the Responsible Person section of the ACA-661 screen is cleared in order to enter data on the new responsible person.  Enter the new responsible person’s SSN, Last Name, First Name and Duty Phone in the appropriate fields and perform a Save function.  

Update the Date Signed Field 

To update the Date Signed field using the ACA-661 Warehouse Furnishings Maintenance screen, verify that the applicable tab (Family Housing or UPH) is activated.  

Select the menu bar choice Actions/Update Date Signed 

Enter the new date signed in the field New Date Signed.  Verify the date and select the OK button.  (The ACA-626 screen disappears and the field Date Signed on the ACA-661 screen is updated based on the date entered on the ACA-626 screen.)
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Transfer from Another Warehouse

To transfer furnishings from another warehouse to the warehouse displayed, select the button entitled, “Transfer from Another Warehouse” or select the menu bar choice Actions and then the dropdown menu choice Transfer from Another Warehouse.

The Select Action message box appears.
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ACA-608 New Request for Transfer screen

New Request for a Transfer Furnishings from Another Warehouse

To Transfer Furnishings from Another Warehouse, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-661 Warehouse Maintenance screen select the Transfer from Another Warehouse button 

or

Select the menu bar choice Actions/Transfer from Another Warehouse
	The Select Action message box appears

	2
	Select New Request for transfer from list of Actions
	Option button will fill

NOTE: New Request is the default value

	3
	Select the OK button to proceed with the issue
	The ACA-608 New Request for Transfer screen displays with the Gaining Listing ID and the Gaining Listing Address fields filled in with the values from the warehouse that the user was viewing when the Transfer From Another Warehouse button was selected.

	4
	Select a Losing Listing ID from the drop down list. This displays a list of all available warehouses with one item for the AFH side and one for the UPH side when the warehouse has inventory in both sides
	The warehouse selected as the Losing Listing ID is displayed in this field.

	5
	Find the Inventory Rollup Description: Item Description or NSN for the item(s) that you want to transfer into this warehouse. Highlight the Quantity Requested and type in the quantity that you want to transfer. This must be less than the Available Quantity
	The screen reflects the quantities typed in for the item(s) being transferred into this warehouse

	6
	Click the Save button.
	This will create an open request for transfer in the database. The request will contain the items and quantities that have been identified on the screen.

	7
	Do you wish to print the New Request?

Select Yes to print to the screen and to be able to print to paper. Select No if you do not wish to print at this time
	Allows the request to be printed to the screen or paper

	8
	 Select the printer icon to print the document 
	Request for Issue document is printed


View Open Request for Transfer
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ACA-609 View Open Requests for Transfer screen
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To View Open Request for Transfer, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	Click the ACA 661 Transfer From Another Warehouse button on while viewing the Warehouse whose requests you want to view
	The Select Action box with the New Request for Transfer choice will be displayed.

	2
	Click the button in front of View Open Requests for Transfer. Then click OK
	The ACA 609 View Open Requests for Transfer screen appears

	3
	Select any request and finalize it from this screen through 

Actions/Finalize
	You may finalize or print a transfer request


Finalize Transfer from Another Warehouse
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View Open Request for Transfer
 OR   

   Finalize Transfer
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ACA-610 Finalize Transfer from Another Warehouse screen
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Method 1: View Open Request for Transfer from Another Warehouse

	STEP
	ACTION
	RESULT

	1
	From the ACA 100 Main Menu Select the Inventory Management function button
	The Inventory Management functions menu appears

	2
	Select the Warehouse function button
	The ACA 660 Furnishings Warehouse Search screen appears

	3
	Enter criteria to search for desired warehouse 

or 

Select the Show All button 
	The warehouses that match the search criteria entered display s

or 

The complete list of warehouses displays

	4
	Select desired warehouse to highlight and click on the View button
	The ACA 661 Warehouse Furnishings Maintenance screen displays

	5
	Select Transfer from Another Warehouse button 

Or

Select Actions/Transfer from Another Warehouse from the dropdown menu
	The Select Action message box appears 

	6
	Select View Open Request for Transfer and click OK
	The ACA 609 View Open Request for Transfer screen appears.



	7
	Select Action/Finalize from menu bar
	The ACA 610 Finalize Transfer screen displays



	8
	Click on Receive All button if the quantities amount is correct

Or 

Change the Quantity Received amount if NOT correct 
	The screen reflects the quantities entered if changes were made to the Quantity Received

	9
	Click the Save button
	The transaction is finalized based on the new Qty Received figure and the Print Report request box appears



	10
	Select Yes to print the finalized request or No not to print the document
	The Finalized request displays on the screen



	11
	Click on the printer icon to print the document
	The document is printed

	12
	Perform a Close function
	The screen will close back to previous screen




Method 2: Finalize a Transfer from Another Warehouse

	STEP
	ACTION
	RESULT

	1
	From the ACA 100 Main Menu Select the Inventory Management function button
	The Inventory Management functions menu appears

	2
	Select the Warehouse function button
	The ACA 660 Furnishings Warehouse Search screen appears

	3
	Enter criteria to search for desired warehouse 

or 

Select the Show All button 
	The warehouses that match the search criteria entered display s

or 

The complete list of warehouses displays

	4
	Select desired warehouse to highlight and click on the View button
	The ACA 661 Warehouse Furnishings Maintenance screen displays

	5
	Select Transfer from Another Warehouse button 

Or

Select Actions/Transfer from Another Warehouse from the dropdown menu
	The Select Action message box appears 

	6
	Select Finalize Transfer and click OK
	The ACA 610 Finalize Transfer screen displays 

	7
	Click on Receive All button if the quantities amount is correct

Or 

Change the Quantity Received amount if NOT correct 
	The screen reflects the quantities entered if changes were made to the Quantity Received column

	8
	Click the Save button
	The transaction is finalized based on the new Qty Received figure and the Print Report request box appears

	9
	Select Yes to print the finalized request or No not to print the document
	The Finalized request displays on the screen

	10
	Click on the printer icon to print the document
	The document is printed

	11
	Perform a Close function
	The screen will close back to previous screen
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NOTE:  The following message box appears if you select the dropdown menu choice Finalize Another Request and no other open transfer request document records exist.

Method 3: Finalize Warehouse Transfer from the Open Suspense Documents function

	STEP
	ACTION
	RESULT

	1
	From the ACA-100 Main Menu screen select the Inventory Management function button and then the dropdown menu choice Open Suspense Docs
	The ACA-692 Open Suspense Documents Search screen appears



	2
	Select WHSE Transfer from the Doc/Trans Type dropdown list then perform a Search function
	The Search Results list box displays all open warehouse transfer transactions that have not been finalized.  The latest transaction is at the top of the list box

	3
	Highlight the transaction to be finalized and select the Finalize button.
	

	4
	From the ACA 609 View Open Request for Transfer screen, Select Action/Finalize from the menu bar
	The ACA 610 Finalize Transfer screen displays

	5
	Click on Receive All button if the quantities amount is correct

Or 

Change the Quantity Received amount if NOT correct 
	The screen reflects the quantities entered if changes were made to the Quantity Received

	6
	Click the Save button
	The transaction is finalized based on the new Qty Received figure and the Print Report request box appears

	7
	Select Yes to print the finalized request or No not to print the document
	The Finalized request displays on the screen

	8
	Click on the printer icon to print the document
	The document is printed

	9
	Perform a Close function
	The screen will close back to previous screen


Remove from Inventory

The Remove from Inventory function is used under the following situations:

· Cash Collection Voucher

· Statement of Charges

· Report of Survey
· Item is Unserviceable (and is not being transferred to the “unserviceable” warehouse)

· Other (The reason for removal does not fit one of the above situations)

To remove items from a warehouse, select the button entitled, “Remove From Inventory”, or select the menu bar choice Actions and then the dropdown menu choice Remove From Inventory.  (The Select Action message box appears) 
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ACA-607 New Request for Remove from Inventory screen
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REMINDER:  If the dropdown choice for Transaction Type is changed to either Final Turn-In Other or Final Turn-In Unserviceable, only one furnishings item at a time can be removed.  When the transaction type is Final Turn-In Reimbursable, more than one furnishings item can be removed, if applicable.

New Request for Removal from Inventory

To create a New Request for Removal from Inventory, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 661 Warehouse Maintenance screen select the Remove From Inventory button 

or

Select the menu bar choice Actions/Remove from Inventory
	The Select Action message box appears

	2
	Select New Request for Remove from Inventory from list of Actions
	Option button will fill

NOTE: New Request is the default value

	3
	Select the OK button to proceed with the Remove from Inventory
	The ACA 607 New Request for Remove from Inventory screen displays 

	4
	The Transaction Type field shows Final Turn-In Reimbursable as the default.  If this is not applicable select another choice from the drop down menu:

Final Turn-In Other

Final Turn-In Reimbursable

Final Turn-In Unserviceable
	The choice selected is displayed in the field

NOTE: If the transaction type is Final Turn-in Reimbursable the Reimbursement field requires the user to select, Cash Collection Voucher, Report of Survey or Statement of Charges as the method of reimbursement



	5
	Enter Doc Sent To field with the name of the person the document is being sent to
	The name entered is displayed in the field

	6
	Locate the item to be removed and enter the quantity Qty to Turn-in column.  

NOTE: For Final Turn-In Reimbursable, more than one furnishings item can be removed

For Final Turn-In Other or Final Turn-In Unserviceable, only one furnishings item at a time can be removed
	The choice selected is displayed in the field

	7
	Click the Save button.
	The system creates a document number for the removal transaction in the Transaction Number field and the Print Report Request box appears

	8
	Select Yes to display a copy of the document. Select No button to not print the document
	Copy of the Request for Remove From Inventory report is displayed on the screen

	9
	 Select the printer icon to print the document 
	The Request for Removal from Inventory document is printed


Report of Survey, Cash Collection Voucher, Statement of Charges

There are three methods of collection that can be used to recover the cost of a lost or damaged furnishing item:

Report of Survey:
When the listing (hand receipt) holder does not admits liability for an item that is damaged or lost, an investigation is conducted to determine liability and a Report of Survey is completed.

Cash Collection Voucher:
When the listing (hand receipt) holder admits liability or the Report of Survey finds them responsible for the item and pays with a check or money order.

Statement of Charges:
When the listing (hand receipt) holder admits liability or the Report of Survey finds them responsible for the item and the money is withheld from the soldiers pay.  NOTE:  The total amount of the repayment cannot exceed one month’s salary.

When processing a Remove from Inventory request, identify the Transaction Type as Final Turn-in Reimbursable and select the appropriate method of collection from the Reimbursement fields drop down list.  Click on the drop down arrow to the left of the Reason field and select Loss or Damage.

Note: When this request is saved, the system will generate an automated version of the form “DA 3161” form.

    ACA 607 New Request for Remove from Inventory
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Finalize Removal from Inventory
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View Open Request for Removal from Inventory

OR
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Finalize Remove from Inventory

ACA 620 Finalize Removal from Inventory screen
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Method 1: View Open Request for Remove from Inventory

To View Open Request for Remove from Inventory, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 661 Warehouse Maintenance screen select the Remove From Inventory button 
or

Select the menu bar choice Actions/Remove from Inventory
	The Select Action message box appears 

	2
	Select View Open Requests for Remove from Inventory from list of Actions
	Option button will fill

NOTE: New Request is the default value



	3
	Select the OK button to proceed with the issue
	The ACA 618 View Open Request for Remove from Inventory screen displays 



	4
	Select Action/Finalize from the drop down menu
	The ACA 620 Finalize Removal from Inventory screen displays




 Method 2: Finalize Removal from Inventory

To Finalize Removal from Inventory, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 607 New Request for Removal from Inventory screen, Select Action/Finalize from the menu bar
	The ACA 620 Finalize Remove from Inventory screen displays

	2
	Click on Receive All button if the quantities amount is correct

Or 

Change the Quantity Received amount if NOT correct 
	The screen reflects the quantities entered if changes were made to the Quantity Received

	3
	Click the Save button
	The transaction is finalized based on the new Qty Received figure and the Print Report request box appears

	4
	Select Yes to print the finalized request or No not to print the document
	The Finalized request displays on the screen



	5
	Click on the printer icon to print the document
	The document is printed

	6
	Perform a Close function
	The screen will close back to previous screen


Alternative Method to Finalize Removal from Inventory  

	STEP
	ACTION
	RESULT

	1
	From the ACA-100 Main Menu screen select the Inventory Management function button and then the dropdown menu choice Open Suspense Docs


	The ACA-692 Open Suspense Documents Search screen appears



	2
	Select Remove from Inventory from the Doc/Trans Type dropdown list then perform a Search function
	The Search Results list box displays all open remove from inventory transactions that have not been finalized.  The latest transaction is at the top of the list box



	3
	Highlight the transaction to be finalized and select the Finalize button.
	The ACA 609 View Open Request for Transfer screen appears



	4
	From the ACA 609 View Open Request for Transfer screen, Select Action/Finalize from  menu bar
	The ACA-620 Finalize Remove From Inventory screen appears.

	5
	Click on Receive All button if the quantities amount is correct

Or 

Change the Quantity Received amount if NOT correct 
	The screen reflects the quantities entered if changes were made to the Quantity Received

	6
	Click the Save button
	The transaction is finalized based on the new Qty Received figure and the Print Report request box appears



	7
	Select Yes to print the finalized request or No not to print the document
	The Finalized request displays on the screen



	8
	Click on the printer icon to print the document
	The document is printed

	9
	Perform a Close function
	The screen will close back to previous screen




Other Listings

Troop/Unit Listings

The following actions can be performed from the Troop/Unit Listings:

· Search for one or more existing Troops/Units on the database
· View a particular Troop/Unit record 

· Add or create a new troop/unit in order to perform the following furnishings functions:

· Issue furnishings

· Turn-in furnishings

· Remove furnishings from troop/unit inventory

· Contractor Issue 

· Contractor Turn-In 
ACA-627C Troop/Unit Furnishings Search 
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Search and View an Existing Troop/Unit Listing Record

To search for an existing Troop/Unit Listing record on the database, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 100 Main Menu screen, select Inventory Management/ Other Listings>> from the menu bar, then Troop/Unit from the submenu
	 The ACA-627C Troop/Unit Furnishings Search screen displays

	2
	Enter search criteria for the desired Troop/Unit 
	The fields displays data entered

	3
	Click on the Search button
	The Search Results list box displays one or more records based on the search criteria entered


To Show All of the existing Troop/Unit Listing records on the database, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 100 Main Menu screen, select Inventory Management/ Other Listings>> from the menu bar, then Troop/Unit from the submenu
	The ACA-627C Troop/Unit Furnishings Search screen displays

	2
	Click on the Show All button
	The Search Results list box displays all of the Troop/Unit records


ACA-627C Troop/Unit Furnishings Search Results 
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Adding a New Troop/Unit Listing Record

This function is initiated from the ACA-627C Troop/Unit Furnishings Search screen. 

ACA-627C Troop/Unit Furnishings Search screen
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ACA-628C Troop/Unit Furnishings Maintenance screen

This is an example of the ACA-628C Troop/Unit Furnishings Maintenance screen after the record has been saved to the database. Notice that the button choices are now activated.
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To add a new Troop/Unit Listing to the database, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-600 Inventory Management screen, select Other Listings>>Troop/Unit button
	The ACA-627C Troop/Unit Furnishings Search screen displays

	2
	Click on the Add button
	The ACA-628C Troop/Unit Furnishings Maintenance screen displays

	3
	Enter the number representing the number of spaces supported by the troop/unit in the Number of Spaces field
	The field displays data entered

	4
	Enter the Social Security Number, Last name, First name of the responsible person for the troop/unit
	The field displays data entered

	5
	Use the dropdown for the field Duty Station to identify where the responsible person is assigned for duty purposes
	The field displays choices selected

	6
	Use the UIC or Unit Name field to find the desired unit.

NOTE: If the UIC does not appear in the drop down choices, The Unit information must be added to the Table Maintenance screen
	The field displays choices selected

	7
	The following fields are system filled:

Date Signed – (Current Date)

Date Inventoried – (Current Date)

Required Inventory Date – (One Year from Current Date)
	Fields will reflect the correct dates

	8
	Verify the data entered and if correct, perform a Save function
	The record is saved and system assigns a listing id in the field Listing Id for the troop/unit record added to the database.

 “T” in front of the Id indicates the listing is a troop/unit listing

	9
	Select either a button choice or an activated dropdown menu choice under the menu bar choice Actions to perform a particular function
	The appropriate screen will open for the action requested

	10
	Perform a Close function to exit 
	The screen closes back to the previous screen




Missing Customer Information

NOTE:  When adding a new troop/unit record, the Duty Phone is a required field.  Before adding the responsible person for the troop/unit record being added, make sure this person does not have an existing housing application record.  Otherwise, the following message box may appear when you attempt to save the new troop/unit record.
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This messages may appear because the field Duty Phone is not a required field on the ACA-201 Customer Housing Application screen, but is a required field on the ACA-628C screen.  Therefore to avoid this message box, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	Go to the Customer function and select the dropdown menu choice Customer Search.  
	The ACA-200 Customer Search screen displays



	2
	Enter the Social Security Number of the troop/unit responsible person in the SSN field.
	The field displays data entered

	3
	Perform a Search function based on the SSN entered.  
	The list box displays information about the customer based on the SSN entered



	4
	Perform a View function to access the application
	ACA-201 Customer Housing Application screen displays



	5
	Fill in Duty Phone field 
	The field displays data entered



	6
	Perform a Save function
	This new information is now part of the customer’s housing application



	7
	Exit out of the Customer function and go back to the Inventory Management function to add the new troop/unit record 
	


Freezing a Troop/Unit Listing

The troop/unit responsible person’s inventory listing can be “Frozen” to prevent Issue or Turn-in transactions until the reason for the freeze has been resolved.  (example would be if  the responsible person was Changing Duty Stations.)

To freeze a troop/unit responsible person’s inventory listing, perform the following steps:

	STEP
	ACTION
	RESULT
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1
	From the ACA-628C Troop/Unit Furnishings Maintenance screen, select Actions/Freeze from the menu bar
	The “Freeze Listing” screen appears


	2
	Change the Date Frozen field if not the date the listing is frozen
	The field displays date entered

	3
	Enter the reason for the block in the Remarks area
	The field displays date entered

	4
	Verify the information and if correct, select the OK button.  


	The ACA-628C Troop/Unit Furnishings Maintenance screen re-appears with the text “FROZEN BY” in blue just above the Listing Id field


Unfreezing a Troop/Unit Listing

To remove the freeze from the responsible persons’ listing to allow for Issue or Turn-in transactions, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-628C Troop/Unit Furnishings Maintenance screen, select Actions/Unfreeze from the menu bar choices 
	The text “FROZEN BY” is removed from the screen



	2
	Perform a Close function
	The screen closes back to the previous screen


Changing the Social Security Number of the Troop/Unit Responsible Person

To change the social security number of the troop/unit responsible person, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-628C Troop/Unit Furnishings Maintenance screen, select Actions/Change SSN from the menu bar
	The Change SSN screen displays


[image: image50.png]4 Fort McPherson - [ACA-274 UPH Facility/Dwelling Unit
Eile Actions Print Help

-Search Ciiteria

DwelingStatus [A =] Wainglit  [300 ] Faciiyld  [400
Dueling Type  [A AsBuCat  [72410 v Sub RPIC
Bediooms [ AcqusionCat [21 <] Street Name [Lowis Ave HC
Flagged Faclly Qs D D Bed Wat Consti Acq Sub
Deletion ld 14 5 00y Lst OcoCat Csi RPIC  Addess
Search Results - 28 Facilities/Dwelling Units Found
PTG T KIS 300 Lowiz ive HC 5P s
475 Zzlsh A L SOl 72lll 24 1514 VAN HORN RD. SU, LSk
495 zzsa a1 soL 72lLL 24 1514 VAN HORN RD. SU| g225h
475 zzea L soL 7lLL 2s 1514 VAN HORN RD. SU. g2z6h
495 0za L soL 7Ll 2s 1514 VAN HORN BD. SU. §302A
475 3028 A L soL 72lLL za 1514 vaN HORN RD. SU| #3028
475 3zB A L soL 72lLL 24 1514 vaN HORN RD. SU| #3128
475 3B A L soL 7Ll 2a 1514 VAN HORN RD. SU| §3LB
476 loah a1 soL 72lLL 2s 1516 VAN HORN BD SU, 5104k
476 Llea a1 soL 72lLL 2s 1516 VAN HORN D SU, §L1ZA
476 18 A L soL 72lLl za 1516 VAN HORN D SU, §llsk
476 zooah L soL 72lLL 2a 1516 van HOMN RD SU. g200n
476 2008 A L soL 72lLL 24 1516 AN HORN RD SU, 2008
476 z04B A L soL 72lLL 24 1516 VAN HORN RD SU, 2048
476 zosA A L soL 7Ll 2a 1516 VAN HORN RD SU, 5206k
476 zLBA L soL 7Ll 2s 1516 VAN HORN RD SU, §2L1B
476 zleB A L soL 7Ll 2s 1516 VAN HORN RD SU, §216B
476 zzse A L soL 7lLL 24 1516 AN HORN RD SU, 2258
476 01B A 1 soL vzlil 2s 1516 van HORN D SU, #3018 -

I e A R





	2
	Enter the updated social security number of the responsible person in the field New SSN
	The field displays number entered

	3
	Verify the numbers entered and if correct, select the OK button
	The ACA-628C Troop/Unit Furnishings Maintenance screen re-appears with the SSN entered now appearing in the SSN field


Updating the Date Signed for a Troop/Unit Listing

To update the date signed for a troop/unit listing, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-628C Troop/Unit Furnishings Maintenance screen, select Actions/ Update Date Signed from the menu bar
	The Update Date Signed screen displays
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	2
	Enter the new date in the field New Date Signed.
	The field displays number entered

	3
	Edit the Date Inventoried and Required Inventory Date fields if necessary. 

NOTE: these fields are system filled from the same fields on the ACA-628C screen
	The data entered appears in the fields

	4
	Verify the numbers entered and if correct, select the OK button
	The ACA-628C Troop/Unit Furnishings Maintenance screen re- appears with the new date now shown on the ACA-628C screen

	5
	Perform a Close function
	The screen closes back to the previous screen


Troop/Unit Delegation of Authority
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To create the Delegation of Authority, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-628C Troop/Unit Furnishings Maintenance screen, select Actions/ Delegation of Authority from the menu bar
	The ACA-635 Delegation of Authority screen displays

	2
	Enter the name of the person the responsible person is delegating authority too, their Social Security Number, and their authority:

 - Requisition

 - Receive

 - Both
	The fields displays data entered



	3
	Select the delegates to option button or  

Withdraws from the person above
	The fields displays the choice entered



	4
	Complete the Authority To block
	The fields displays data entered

	5
	Enter remarks in the Remarks block
	Remark displays

	6
	Verify the data and if correct, perform a Save function
	The Delegation of Authority record is saved

	7
	Select the menu bar choice Print, then the dropdown menu choice For Signature
	The document screen appears

	8
	Select the printer icon to complete the Print function
	The Delegation of Authority document prints

	9
	Perform a Close function
	Screen closes back to the previous screen


Changing the Responsible Person for a Troop/Unit
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ACA 676 Change of Responsibility

To Change the Responsible Person for a Troop/Unit, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-628C Troop/Unit Furnishings Maintenance screen, select Actions/ Change of Responsible from the menu bar


	The ACA-676 Change of Responsible screen displays 

	2
	Complete the Effective Date and enter the Social Security Number of the new responsible person in the field SSN


	The fields displays data entered



	3
	Verify the data and if correct, perform a Save function
	The Change of Responsibility record is saved




Non-Supportable Listings

The following actions can be performed from the Non-Supportable Listings: 

· Search for one or more existing Non-Supportable Listings on the database
· View a particular Non-Supportable Listing record 

· Add or create a Non-Supportable Listing in order to perform the following furnishings functions:

· Issue furnishings

· Turn-in furnishings

· Remove furnishings from Non-Supportable Listings inventory

· Contractor Issue 

· Contractor Turn-In
 The Non-Supportable function is accessed through the Inventory Management function dropdown menu choice of Other Listings>>, then the submenu choice of Non-Supportable. (The Non-Supportable Furnishings Search ACA-627E screen displays below) 

ACA-627E Non-Supportable Furnishings Search 
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Search for Existing Non-Supportable Listing Record

To search for an existing Non-Supportable Listing record on the database, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 100 Main Menu screen, select Inventory Management/ Other Listings>> from the menu bar, then Non-Supportable from the submenu
	 The ACA-627E Non-Supportable Furnishings Search screen displays

	2
	Enter search criteria for the desired Non-Supportable Listing 
	The fields displays data entered

	3
	Click on the Search button
	The Search Results list box displays one or more records based on the search criteria entered


To Show All of the Non-Supportable Listing records on the database, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 100 Main Menu screen, select Inventory Management/ Other Listings>> from the menu bar, then Non-Supportable Listings from the submenu
	The ACA-627E Non-Supportable Listings Search screen displays

	2
	Click on the Show All button
	The Search Results list box displays all of the Non-Supportable Listing records




Adding a New Non-Supportable Listing Record

This function is initiated from the ACA-627E Non-Supportable Furnishings Search screen. 

ACA-627E Non-Supportable Furnishings Search screen
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Click to Add button to add a new Non-Supportable record to the database. The ACA-628C Troop/Unit Furnishings Maintenance screen appears.

ACA-628C Troop/Unit Furnishings Maintenance screen 
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To create a Non-Supportable Listing, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-600 Inventory Management screen, select Other Listings>>Non-Supportable button
	The ACA-627E Non-Supportable Search screen displays

	2
	Click on the Add button
	The ACA-628E Non-Supportable Furnishings Maintenance screen displays

	3
	Enter the name of the Non-Supportable Activity 
	The field displays data entered

	4
	Select the AFH or UPH option button to identify the type of furnishings that will be issued
	The option button selected will activate

	5
	Enter the Social Security Number, Last name, First name, etc. of the responsible person for the Non-supportable Listing


	The field displays data entered

	6
	Complete the remaining fields within the Responsible Person section as needed.


	The fields displays data entered

	7
	The following fields are system filled. Change to correct date if needed:

Date Signed – (Current Date)

Date Inventoried – (Current Date)

Required Inventory Date – (One Year from Current Date)
	Fields will reflect the correct dates

	8
	Verify the data entered and if correct, perform a Save function
	The record is saved and system assigns a listing id in the field Listing Id for the troop/unit record added to the database.

 “N” in front of the Id indicates the listing is a Non-supportable listing

	9
	Select either a button choice or an activated dropdown menu choice under the menu bar choice Actions to perform a particular function


	The appropriate screen will open for the action requested

	10
	Perform a Close function to exit 
	The screen closes back to the previous screen


Requisitions

The requisition functions are accessed by selecting the Inventory Management function from the Main Menu and the dropdown menu choice Requisitions>> AFH/UPH.  The following functions can be performed from the Requisition Function.

· Add or create a new requisition 

· Search for any existing requisitions and receipt records

· View a particular requisition/receipt record 

· Receive a requisitioned item

ACA-617A AFH Requisition/Receipt Search 
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ACA-617A/B AFH/UPH Requisition/Receipt Search Results 

Search for Requisitions

To search for a single Requisition/Receipt, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 100 Main Menu screen, select Requisitions 
	The sub menu appears

	2
	Select Family Housing or UPH
	The ACA 617A AFH Requisition/Receipt Search screen  or the ACA 617B UPH 

Requisition/Receipt Search screen appears depending on what was selected 

	3
	Enter data in the Item Search Criteria and/or Other Search Criteria sections
	The fields displays data entered

	4
	Click on the Search button
	The Search Results list box displays one or more records based on the search criteria entered


To Show All of the Requisitions/Receipts, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 100 Main Menu screen, select Requisitions 
	The sub menu appears

	2
	Select Family Housing or UPH
	The ACA 617A AFH Requisition/Receipt Search screen  or the ACA 617B UPH 

Requisition/Receipt Search screen appears depending on what was selected

	3
	Click on the Show All button
	The Search Results list box displays all of the requisitions/receipt records


ACA-617A/B AFH/UPH Requisition/Receipt Search Results 
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Adding a New AFH Requisition Record

Before adding a new requisition record, make sure the item being requisitioned is in the database CTA table.  If not, select the menu bar choice Actions, then the dropdown menu choice Add Item to CTA. 

ACA-617A/B AFH/UPH Requisition/Receipt Search 
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ACA 681A/B AFH/UPH Requisition Detail 

To add a new Requisition, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 617 A/B AFH/UPH Requisition/Receipt Search screen, select Add button 
	The ACA 681A/B AFH/UPH Requisition Detail screen appears

	2
	Select the appropriate Listing Id
	The Listing Id field displays data

	3
	Select the Requisition Type 
	The field displays choice

	4
	Change the Fund Type from Internal to DA if Internal is not applicable.
	The field displays choice


NOTE:  If “Internal” is selected, the cost of the item being requisitioned is subtracted from the installation furnishings budget.  If DA is selected, the cost of the item being requisitioned is not subtracted from the installation furnishings budget.

	5
	Select the Rollup Description for the item being requisitioned.
	The field displays choice

	6
	Select the Item Description of the item being requisitioned
	The field displays choice

NOTE: The AMDF/Unit Cost and UI on the Required Fields tab are system filled once an item description has been selected

	7
	Edit the Qty Ordered field to reflect desired quantity

NOTE:  Default value is “1”
	The field displays quantity requested

	8
	Select the UI for Order drop down menu to select the unit of issue
	The field displays choice

NOTE: The BOI (Basis of Issue) is system filled with the appropriated number based on the choice selected

	9
	Select the appropriate Priority Code from drop down menu

Note: Default is “1”
	The Priority field displays choice

1=Wartime

3= 30 days

13=Normal priority

	10
	Enter appropriate names for the 

Authority, Document Sent To and Request For fields
	These fields displays choices

	11
	Select choice for Demand Code
N = Non-reoccurring

R = Re-occurring
	The field displays choice

	12
	Enter in information on the tabs Manufacturer and Miscellaneous
	Fields displays entered data

	13
	Verify all fields and Click on Save
	The Requisition is saved to the database

	14
	Perform a Close function
	Screen closes back to the previous screen


Updating the Status/Priority of a Requisition Record  

By updating the Status/Priority of a requisition record, the following functions can be completed:

· Reduce the requisition quantity 

· Cancel the requisition

· Change the Status Code *

· Change the Priority number 

· Update the delivery date

ACA-685A AFH Requisition Update Status/Priority 
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To update the status/priority of a requisition record to reduce the quantity of the requisition, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 617 A/B AFH/UPH Requisition/Receipt Search screen, Select Actions/Update Status/Priority from the drop down menu 
	The ACA-685A AFH Requisition Update Status/Priority screen displays



	2
	In the Additional Quantity Canceled field, Enter the number to be to subtracted from the Quantity Due In figure 
	The Quantity Due In is automatically updated by the system based on the figure entered in the Additional Quantity Canceled field.



	3
	Verify information and select Save
	Record is updated with new information




Cancel Requisition

To cancel the entire requisition, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 617 A/B AFH/UPH Requisition/Receipt Search screen, Select Actions/Update Status/Priority from the drop down menu 
	The ACA-685A AFH Requisition Update Status/Priority screen displays



	2
	In the Additional Quantity Canceled field, Enter the number to be to subtracted from the Quantity Due In figure 
	The Quantity Due In is automatically updated by the system based on the figure entered in the Additional Quantity Canceled field.

	3
	Enter the same number in the field “Additional Quantity Canceled” as the “Quantity Due In” field figure.
	Both fields display the same number

	4
	Verify information and select Save
	Record is updated with new information

	5
	Perform a Close function
	Screen close back to the previous screen
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ACA 617 A AFH Requisition /Receipt Search

Screen example shows a requisition record that has been canceled entirely

Receiving Requisitions 

When an item that has been requisitioned arrives at the installation, it must be processed into the system. 

 ACA-617A/B AFH/UPH Requisition/Receipt Search 
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To record receipt of inventory items based on a requisition transaction, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Inventory Management dropdown menu choices select Requisition>>  


	A submenu of the choices Family Housing and UPH appears

	2
	Select the dropdown menu choice Family Housing
	 The ACA-617A/B AFH/UPH Requisition/Receipt Search screen appears

	3
	Enter search criteria for the requisition document to record receipt of a requisition and Select  the Search button  

Or

Select the Show all button
	The Search Results list box displays one or more records based on criteria entered



	4
	Highlight the requisition record desired and select Receive 
	The ACA-682A AFH Receipt Detail screen displays  (see next page)


ACA-682A AFH Receipt Detail 
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The ACA-682A AFH Receipt Detail screen displays with information about the requisition record chosen from the ACA-617A screen. Continue with the Requisition receipt process:

	5
	Use the Listing Id dropdown field to select the listing to which the requisition is to be assigned 
	The field displays the choice entered

	6
	Change the default value of “1” for the field Received if the quantity received is greater than one
	The Total Cost field is automatically updated by the system based on the figure entered for Received.

	7
	Enter the transportation cost, if applicable, in the field Trans Cost
	The field displays amount entered

	8
	Edit the Date Received field if this was not the date received
	The field displays date entered

	9
	Complete any other fields that are not required, if applicable.  Verify the data and if correct, perform a Save function.


	The requisition is saved to the data base and the total cost of the item requisitioned, less transportation costs, is deducted from the budget automatically by the system if Fund Type for the requisition was reflected as Internal.

	10
	Select Print/ Print Receipt from the dropdown menu  
	Receipt is displayed on the screen

	11
	Click on picture of printer to print
	Receipt is printed



	12
	Perform a close function
	Screen closes back to the previous screen




Backout Receipt Function

NOTE:  The Back Out Receipt function is activated on the on the ACA-682B UPH Receipt Detail screen once a receipt record has been saved. 
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UPH Backout Receipt 

To perform a Backout function, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-682B UPH Receipt Detail screen, select the menu bar choice Actions, then the dropdown menu choice Back out Receipt
	The ACA-687B UPH Backout Receipt screen displays

	2
	Use the Remarks block to explain reason for backing out the receipt and then select the Backout button.  
	The Backout button becomes de-activated



	3
	Select Print,/Print Backout from the dropdown menu 
	The document display on the screen



	4
	Select the printer icon and follow the screen prompts to Print 
	The document will print

	5
	Perform a Close function to exit 
	Screen backs out to the previous screen


FOP and OINT Receive Functions 

In addition to receiving requisitions, the Receive function is also used for:

· FOP (Found On Post) – Record inventory items found not previously listed.

· OINT (Other Installation) – Record receipt of inventory items from another installation
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 ACA-682B UPH Receipt Detail 

To process a FOP or OINT receipt, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	The ACA-617B UPH Requisition/Receipt Search screen, Select the Receive button. 
	The ACA-682B UPH Receipt Detail screen displays

	2
	Select Listing Id from the field dropdown choices
	The fields displays the choice selected

	3
	Select Receipt Type 

FOP Rec  = Found On Post 

OINT Rec = Other Installation
	The field displays choice

	4
	Verify data entered and if correct, perform a Save function.


	The FOP/OINT receipt is saved and the system fills the Receipt Number and Document Number fields

	5
	Perform a Print function
	The document displays on the screen

	6
	Select printer icon to print 
	The receipt prints

	7
	Perform a Close function to exit the ACA-682B screen.
	The screen backs out to the previous screen


Lateral Transfers 

Lateral Transfer function is used when transferring inventory in or out of the installations’ inventory.    It is also used for transferring inventory between the UPH and AFH warehouses.  It is accessed by selecting the Inventory Management dropdown menu choice “Lateral Transfer>>/ Into HOMES/Out of HOMES

Lateral Transfers Into HOMES
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Lateral transfer transactions into HOMES are accessed by selecting the dropdown menu choice under Lateral Transfer>> entitled, “Into HOMES”.  (This results in the Select Action message box)

ACA-606 New Request for Lateral Transfer Into HOMES 
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To process a New Request for Lateral Transfer Into HOMES, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Inventory Management dropdown menu choices, select Lateral Transfer/Into HOMES 
	The Select Action message box appears



	2
	Click on the New Request for Lateral Into HOMES button and click on the OK button 
	The ACA-606 New Request for Lateral Transfer Into HOMES screen displays


	3
	Enter in the appropriate names for the Doc Sent To, Responsible Person, and Organization fields
	The names or initials appears in the field



	
	Enter any remarks in the Remarks block
	The field will fill with data entered

	5
	Find a furnishings item to be transferred and enter the quantity to be transferred in the Qty Requested field.
	Quantity to be issued appears in the Qty Requested field

	6
	Select a Gaining Listing Id from the dropdown to identify the listing to which the item is to be assigned
	The listing selected now appears where previously “(Select a Listing)” appeared)

	7
	Verify that the selected items and the quantity requested number is correct. Perform a  Save 
	The Print Report message box displays




[image: image73.png]



	8
	Select the Yes button to print the new request for transfer document.
	The Request for Transfer document appears 

	9
	 Select the printer icon to print the document 
	Request for Transfer document is printed


REMINDER:  Once you exit the ACA-606 screen, it cannot be accessed again for this transaction.  If you do not finalize the transaction before closing, you must use an alternative method to finalize the transaction.

Finalize a Lateral Transfer Into HOMES 

NOTE:  The steps that follow assume you are already at the ACA-606 screen and the lateral transfer into HOMES record has been saved. From the menu bar select Actions, then the dropdown menu choice Finalize. 

To Finalize a Lateral Transfer Into Homes, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-606 Lateral Transfer Into Homes screen, Select Actions, then the dropdown menu choice Finalize 
	The ACA-606D Finalize Lateral Transfer Into HOMES screen is displayed

	2
	Edit the Qty Received field if the number received is less than the quantity requested 
	The Qty Requested field displays the correct quantity

	3
	If all items requested were received, perform a Save function  
	The Finalize Lateral Transfer Into Homes is finalized and the Print Report message box appears


	4
	Select the Yes button to print the Finalized Request document
	The Finalized Request document appears 

	5
	Select the printer icon to print the document 
	The Finalized Request document is printed

	6
	Perform a Close function
	The ACA 606D Finalize Lateral Transfer Into Homes screen displays


Lateral Transfers Out of HOMES

Lateral transfers Out of HOMES is accessed by selecting the dropdown menu choice under Lateral Transfer>> entitled, “Out of HOMES”.  (This results in the Select Action message box)
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New Request for Lateral Transfer Out of HOMES ACA-614
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To process a New Request for Lateral Transfer Out of HOMES, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Inventory Management dropdown menu choices, select Lateral Transfer/Out of HOMES 
	The Select Action message box appears



	2
	Click on the New Request for Lateral Out of HOMES button and click on the OK button 
	The ACA-614 New Request for Lateral Transfer Out of HOMES screen displays

	3
	Select the correct UIC option button
	The option button will fill

	4
	Select the appropriate Losing Listing Id 
	The field will fill with data entered

	5
	Fill in the appropriate name or initials for The following fields 

 - Doc Sent To

 - Responsible Person

 - Organization
	The appropriate name or initials displays in the fields

	6
	Enter any remarks in the Remarks block, as applicable
	The field will fill with data entered

	7
	Select an item being transferred out of HOMES and enter the number representing the quantity in the Qty Requested field

NOTE: The number entered can not be larger than the Available Qty figure
	Quantity to be transferred appears in the Qty Requested field
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8
	Verify the data. If correct, perform a Save function.
	The Print Report message box displays




	9
	Select the Yes button to print the new request for transfer document.
	The Request for Transfer document appears 

	10
	 Select the printer icon to print the document 
	Request for Transfer document is printed

	11
	Perform a Close function
	The ACA-614 New Request for Transfer screen displays


Finalize a Lateral Transfer Out of HOMES

NOTE:  The steps that follow assume you are already at the ACA-614 screen and the New Request for Lateral Transfer Out of HOMES record has been saved. From the menu bar select Actions, then the dropdown menu choice Finalize. 

ACA-614D Finalize Lateral Transfer Out of HOMES 
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To Finalize a Lateral Transfer Out of Homes, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-614C New Request for Lateral Transfer Out of HOMES screen, Select Actions, then the dropdown menu choice Finalize From the menu bar 
	The ACA-614D Finalize Lateral Transfer Out of HOMES screen displays

	2
	Edit the Qty Received field if the number received is less than the quantity requested 
	The Qty Requested field displays the correct quantity

	3
	If all items requested were received, perform a Save function 
	The Finalize Lateral Transfer Out of Homes is finalized and the Print Report message box appears

	4
	Select the Yes button to print the Finalized Request document
	The Finalized Request document appears 

	5
	Select the printer icon to print the document 
	The Finalized Request document is printed

	6
	Perform a Close function
	The ACA 614D Finalize Lateral Transfer Out of Homes screen displays


Open Suspense Documents

To access the Open Suspense Documents function, select Inventory Management from the ACA-100 Main Menu screen and then select the dropdown menu choice Open Suspense Docs.  

ACA-692 Open Suspense Documents Search Results 
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To Finalize an open document from the Open Suspense function, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 292 Open Suspense Document Search screen, Highlight the record to be finalized and select the Finalize button
	The applicable finalization screen appears based on the transaction highlighted

	2
	Edit the Qty Received field if the number received is less than the quantity requested 
	The Qty Requested field displays the correct quantity

	3
	If all items requested were received, perform a Save function  
	The transaction  is finalized and the Print Report message box appears

	4
	Select the Yes button to print the Finalized Request document
	The Finalized Request document appears 

	5
	Select the printer icon to print the document 
	The Finalized Request document is printed

	6
	Perform a Close function
	The ACA-692 Open Suspense Documents Search screen re-appears


Administrative Adjustments

The function, “Admin Adjustments”, is accessed by selecting Inventory Management from the ACA-100 Main Menu screen and then selecting the dropdown menu choice “Admin Adjustments”.  

 ACA-686 Administrative Adjustments 
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To Process an Administrative Adjustment, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Inventory Management Menu, select Administrative Adjustment
	The ACA 686, Administrative Adjustment Screen Appears

	2
	Select the desired Rollup Description from the Existing CTA Furnishings Drop down list
	

	3
	Select the desired Item Description from the Existing CTA Furnishings Drop Down List 
	The Item Description Drop Down List is Activated

	4
	Select the New Rollup Description from the Adjusted CTA Furnishings
	The Item Description Drop Down List is Activated

	5
	Select the New Item Description from the Adjusted CTA Furnishings
	The field displays choice

	6
	Select System-wide or the Appropriate Listing ID, where you want items changed
	Quantity available will system fill

	7
	Enter the desired quantity to change * and click on the Save button
	Identified quantities are changed to new rollup/item description

	8
	Print transaction if desired
	


Administrative Adjustment Messages

1)
The following message displays if the user tries to make an adjustment greater than the available quantity.
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2)
If the user makes an administrative adjustment and the item is not part of the site’s inventory, the following message displays when the user performs a Save function. 
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3)
When the administrative adjustment has been saved, the following message box displays.
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Print Administrative Adjustment

To print the Administrative Adjustment, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 686, Administrative Adjustment Screen select Print from the drop down menu
	The  Administrative Adjustment Document appears

	2
	Select the Printer icon from the bar at the top of the report
	The report will print

	3
	Select the X in the upper right hand corner of the report to close the screen 
	The screen will close and return to the ACA 686, Administrative Adjustment Screen

	4
	Perform a close function to close 
	Screen will close back to the main menu


Furnishings Waiting Lists
To access the Furnishing Waiting List function, select Inventory Management, then the dropdown menu choice Waiting List.  The following processes can be accomplished in the Waiting List Screens.

· Search

· View

· Add New Waiting List

· Add New Customer to Existing Waiting List

· Delete Waiting List

· Print

ACA-640A AFH Furnishing Waiting List Search Screen 

[image: image82.png][ACA-604T New Request for Turn-In]
Fle Actions Pint Help

Transacton Number
LosingLising 4 [PORA00E — LosigLisingAddess [P 0sdntp

Riesponsible Person [Bacon, Biet £

“Transaction Type [ Other |

Remaiks
TnFand [ Avaleble | Qo E
Descrption NaN i3 e | Tyt | cannatiingld [=]
¥ [Fange [Gov. Owned)Elec 60z 30 TI00082578 |_ 1 1 0 [GelectaLising]
Refrigerator (Gov. Owned) Refrigerator-freezer 17cu ft | 4110-01-316-5732 1 1 0 (Select aListing]
SofaWood 3 cushion 7105006879211 1 1 0 (Select aListing]
Tunn &l ‘ Turnn Appliances Only ‘ Turvln All But Appliances | Tum-n To One Listing Id Clgar

Frequied Flss | sae | Conedl | ooee




To search for a Furnishing Waiting List, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Inventory Management Menu, select Waiting List
	The ACA-640 AFH/UPH Furnishing Waiting List Search screen appears

	2
	Enter search criteria into appropriate fields 

And Click on Search 
	The Search Results area of the screen displays the records that match the criteria entered


Adding a New Furnishing Waiting List
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ACA 639 AFH Waiting List Maintenance 

To add a new Furnishings Waiting List, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Waiting List Search Screen, Click on the Add Button
	The ACA 639 AFH Waiting List Maintenance Screen appears

	2
	Select Roll Up Description from the Drop Down List
	The Item Description Drop Down List will be activated

	3
	Select Item Description
	Field displays choice

	4
	Select Appropriate Listing ID
	Field displays choice

	5
	Select Customer's SSN from drop down list
	Other Customer Information will system fill

	6
	Enter Quantity Requested and click on Save Button
	Customer displays on the Waiting List


Add Another Customer to an Existing Furnishings Waiting List

To add another customer to a Furnishings Waiting List, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Waiting List Search Screen, highlight desired waiting list and then click on the View button
	AFH All Customers Per Waiting List Screen appears

	2
	 Click on Add Button
	The AFH Waiting List Maintenance Screen appears

	3
	Enter the required information
	Fields displays choice

	4
	Enter Quantity Desired and click on Save Button
	Customer displays on the Waiting List


View a Customer on a Furnishings Waiting List

To View a customer on a Furnishing Waiting List, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Waiting List Search Screen, highlight desired waiting list and then click on the view button
	AFH All Customers Per Waiting List Screen appears

	2
	Click on View Button
	The AFH Waiting List Maintenance Screen appears


Delete a Customer from a Furnishings Waiting List

To delete a customer from a Furnishings Waiting List, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Waiting List Search Screen, highlight desired waiting list and then click on the view button
	AFH All Customers Per Waiting List Screen appears

	2
	Click on View Button
	The AFH Waiting List Maintenance Screen appears

	3
	Click on Delete Button
	Message box appears to confirm removal of customer from waiting list

	4
	If user clicks Yes, customer is removed from Waiting List
	


Print a Furnishing Waiting List

To print a Furnishing Waiting List, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Waiting List Search Screen, highlight desired waiting list and then click on the view button
	AFH All Customers Per Waiting List Screen appears

	2
	Select Print from the menu bar
	The sub menu appears

	3
	Select report desired from sub menu

· Entire Waiting List

· Both AFH/UPH Waiting Lists
	The desired report print document appears on the screen

	4
	Select picture of the printer to print desired report
	The report is printed


Support Documents

The Support Documents function is accessed by selecting the ACA-100 Main Menu screen choice Inventory Management and then the dropdown menu choice Support Documents/ AFH On Post/AFH Off Post/UPH Off Post
Support Document, AFH On Post
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ACA-652 AFH On Post Support Document 
To complete the AFH Support Document, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-652 On Post Support Document screen, Enter the First and Last name in the responsible person field
	The fields displays name entered

	2
	Enter the total number of military personnel to be supported in the appropriate fields
	The fields displays number entered 

NOTE: The field Total Personnel Supported is system filled based on adding the figures entered for “No. Officers” and “No. Enlisted”.

	3
	Click on the Page 2 tab
	Page 2 is now activated

	4
	Complete the fields, as applicable, using the same procedures outlined for the Page 1 tab
	The fields display information entered

	5
	Verify the data and if correct, perform a Save function
	The Support Document is saved in the database

	6
	Perform a Close function to exit
	The screen closes back to previous screen


Support Document, AFH Off Post

NOTE:  AFH Off Post is only applicable to USAREUR installations.

The AFH Off Post Support Document function is accessed by selecting Inventory Management from the ACA-100 Main Menu screen, then selecting the dropdown menu choice Support Documents>>, and then the submenu choice AFH Off Post.
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ACA-653AFH Off Post Support Document 

To complete the AFH Off Post Support Document, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 653 Off Post Support Document screen, Enter the First and Last name in the fields
	The fields displays name entered

	2
	Enter the total number of military personnel to be supported in the appropriate fields
	The fields displays number entered 

NOTE: The field Total Personnel Supported is system filled based on adding the figures entered for “No. Officers” and “No. Enlisted”.

	3
	Enter the number of units supported based on the bedroom count
	The fields displays number entered

	4
	Verify the data and if correct, perform a Save function
	The Support Document is saved in the database

	5
	Perform a Close function to exit the ACA-653 screen
	Screen closes back to previous screen


Support Document, UPH Off Post

NOTE:  UPH Off Post is only applicable to USAREUR installations.

The UPH Off Post Support Document function is accessed by selecting Inventory Management from the Main Menu ACA-100 screen, then selecting the dropdown menu choice Support Documents>>, and then the submenu choice UPH Off Post.

ACA-651 UPH Off Post Support Document 
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To complete the UPH Off Post Support Document, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 653 UPH Off Post Support Document screen, Enter the First and Last name in the fields
	The fields displays name entered

	2
	Enter the total number of military personnel to be supported in the appropriate fields
	The fields displays number entered 

NOTE: The field Total Personnel Supported is system filled based on adding the figures entered for “No. Officers” and “No. Enlisted”.

	3
	Verify the data and if correct, perform a Save function
	The Support Document is saved in the database

	4
	Perform a Close function to exit the ACA-653 screen
	Screen closes back to previous screen


Inventory Management Functions 

The Furnishing Management Office (FMO) daily activities consist of basic Inventory Management functions that can be managed through the HOMES system. They are as follows:

· Issues  - Issue furnishings to customer or dwelling unit

· Turn-Ins - Turn in furnishings the customer or dwelling unit has been assigned

· Contractor Issue - Only applicable to USAREUR and is used to issue equipment from a contractor to a customer occupying housing

· Contractor Turn-In - Only applicable to USAREUR and is used to turn in equipment from a customer assigned to housing back to the contractor from whom the furnishings were issued

· Remove from Inventory - Remove an item due to loss, damage, report of survey or statement of charges

· Transfer Within DU - Only applicable to UPH customers and is used to transfer furnishings from one UPH customer to another within the same dwelling unit

The HOMES system allows the user to perform these functions from several different screens.

· Customer Level: When the customer is assigned to AFH, UPH, or Off Post housing, these functions are performed from the Customer Housing Application. 

· Dwelling Unit Level: When the facility/dwelling unit is not assigned to a customer, these functions are performed from the ACA-422 AFH Dwelling Unit Maintenance screen and the ACA-436 UPH Dwelling Unit Maintenance screen.

Furnishing Management Functions for Customer Assigned to AFH or UPH Housing

If the customer is assigned to AFH or UPH housing, the Inventory Management functions can be performed from the ACA 201 Customer Housing Application screen through the Furnishings Tab.

ACA-201 Customer Housing Application screen
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NOTE:  For off-post customers, the Inventory Management functions are de-activated (“grayed out”) as dropdown menu choices under the menu bar choice Actions.  When the Furnishings tab is selected, the following message appears.
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Inventory Management functions for a customer assigned to off-post housing are performed using the Assigned Dwelling button on the General tab of the ACA-201 Customer Housing Application screen.

Selecting the Assigned Dwelling button results in the ACA-217 Off Post Dwelling Unit View screen appearing.

A customer in off-post housing may be issued AFH, UPH or both types of furnishings.  There are tabs entitled AFH Furnishings and UPH Furnishings.  It is from these tabs that the Inventory Management functions are performed.

The Inventory Management functions are performed using either the button choices, as applicable, or selecting the menu bar choice Actions, then the applicable Inventory Management functional dropdown menu choice.

Customer Search 

To search for a customer in the HOMES3 system, the user can access the ACA-200 Customer Search screen

ACA-200 Customer Search
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Search Criteria

Once the Customer Search screen opens, some information must be entered into the Search Criteria portion of the screen.  Some of the fields allow the user to enter any combination of information into the fields.  The user can enter in the entire Social Security Number or just a partial number.  The same is true for Last Name, First Name, Middle Name and Suffix.
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Customer Search-Results
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Once the search criteria has been entered into the appropriate fields and the “Search” button is selected, the Search Results appear in the white portion of the screen as shown below.  The screen shot below is an example of a Search being performed for a specific customer.  The “Search Results” displays only this customer’s record on the ACA 200 screen.

The screen shot below is an example of a general Search being performed where the 
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“Search Results” ACA 200 screen displays multiple customer records

Customer Search – View

Once the desired customer’s record is highlighted, there are 4 different ways to access the ACA-201Customer Housing Application screen: 

1. Click the View button

2. Double click on the record highlighted

3. Select the menu bar choice Actions, then the dropdown menu choice Application
4. Select the menu bar choice File, then the dropdown menu choice View
ACA-200 Customer Search Screen
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NOTE:  Once the desired customer’s record is highlighted, various functions can be performed without going to the ACA-201 Customer Housing Application screen, if desired.  To see what functions can be performed, select the menu bar choice Actions.  A dropdown menu displays.   Any choice that appears in black can be performed.  If a choice appears to be “grayed out”, the function can not be performed.

Customer Application - Furnishings Tab

This tab contains information pertaining to furnishings. The Furnishings tab is not applicable until the customer has been assigned to a dwelling unit. Otherwise, the buttons are de-activated (“grayed out”) and cannot be accessed to perform a furnishings function. 

ACA-201Customer Housing Application 

(Furnishings Tab)
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If the customer is assigned to Off Post housing, the following message appears when the Furnishings tab is selected
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Issue Furnishing to Customer Assigned to AFH or UPH Housing

If the customer is assigned to AFH or UPH, the Issue function is accessed from the Furnishings tab of the ACA-201 Customer Housing Application screen by selecting the button Issues or by selecting the menu bar choice Actions, then the dropdown menu choice Issues.  The following Select Action message box appears.
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ACA-604 New Request for Issue screen

The Responsible Person Field drop down menu only choice is the customer name of who will be responsible for the inventory. 

To Issue Furnishings to a customer assigned to AFH or UPH Housing, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-201 Customer Housing Application screen, Click on the Furnishings Tab
	The Furnishings Tab activates

	2
	Click on the Issues button 

Or 

Click Actions/Issues from menu bar 
	The Select Action message box appears

	3
	Select New Request for Issue from list of Actions
	Option button fills

NOTE: New Request is the default value

	4
	Select the OK button to proceed with the issue
	The ACA-604 New Request for Issue screen displays

	5
	Click on the Losing Listing Id dropdown arrow to view list and

Select warehouse from which furnishings are to be issued

Or 

Select the first choice entitled “All Listings” to display furnishings within all warehouse facilities.
	Selected choice appears in the field

	6
	Click on the Responsible Person dropdown arrow to view list and select the customer name
	The name of the customer selected appears in the field



	7
	Find a furnishings item to be issued and enter the quantity to be issued in the Qty Requested field.
	Quantity to be issued appears in the Qty Requested field
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8
	Verify the item selected is correct, the quantity requested number is correct and this number does not exceed the Available Qty number.  If correct, perform a Save function.
	A transaction number is system assigned in the field Transaction Number and the Print Report message box displays




	9
	Select the Yes button to print the new request for issue document.
	The Request for Issue document appears 

	10
	 Select the printer icon to print the document 
	Request for Issue document is printed

	11
	Perform a Close function
	The ACA-604 New Request for Issue screen displays


Scheduling Delivery of Issued Furnishings

Once a new request for issue record has been saved, a delivery schedule can be established for delivery of the items to the customer’s assigned dwelling unit.  
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ACA 604 New Request for Issue 

To access the ACA 613 Delivery Schedule Maintenance screen, select the menu bar choice Actions, then the dropdown menu choice Delivery Schedule
ACA-613 Delivery Schedule Maintenance 
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To schedule a delivery for furnishings that have been issued, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-604 New Request for Issue Screen, Click on Actions from the menu bar 
	A sub menu appears

	2
	Select Delivery Schedule from the dropdown menu 
	The ACA-613 Delivery Schedule Maintenance screen appears

NOTE: The Document Number is created by the system and the Issue/Turn-in field reflects “Issue” and cannot be changed.

	3
	The Delivery Date defaults to the current system date.  Edit field to reflect the date the furnishings are to be delivered.
	The delivery date appears in the field

	4
	Select the AM/PM drop down arrow and select choice (AM /PM) 
	Choice appears in the AM/PM field

	5
	Select the Driver Id drop down arrow and select the number of the driver to perform the delivery, if applicable
	The Driver Id number appears in the field

	6
	Select the Area Designation drop down arrow and select the ADC where the dwelling is located.  
	Selected choice appears in the field

	7
	Verify the information and if correct, perform a Save function.  
	The delivery schedule record is saved on the database

	8
	Perform a Close function
	The ACA-604 New Request for Issue screen displays


Print Delivery Schedule 

To print the Delivery Schedule, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Customer Menu select Inventory Management function 
	A sub menu appears

	2
	Select Delivery Schedule from the dropdown menu 
	The ACA-612 Delivery Schedule Search screen appears

	3
	Select Print/Print Delivery Schedule from the drop down menu. Edit field to reflect the correct delivery date
	The delivery date appears in the field

	4
	Enter the Search and Sort criteria for the report and click on OK
	The Delivery Schedule is printed


Finalize New Request for Issue Documents

In most instances, the New Request for Issue document is not finalized until after the items have been delivered to the customer.  There are 2 methods used to finalize the New Request for Issue document. 

Method 1 – From the Customer’s Application, Select the Issues button on the applicable furnishings tab.  The Select Action message box displays. Select the Finalize Issue option button and then the OK button.  The ACA-605 Finalize Issue screen displays.
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Method 2 – From the Main Menu Screen, Select the Inventory Management 

function and select the dropdown menu choice Open Suspense Docs.  

The ACA-692 Open Suspense Documents Search screen appears.  
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Use the Show All button or the Doc/Trans Type dropdown arrow and select Issues.  Perform a Search function. Both these actions result in all open issue documents being displayed in the Search Results area.

Highlight the desired document and either double click on the record or select the Finalize button.  (This results in the ACA-605 Finalize Issue screen appearing)

ACA 605 Finalize Issue Document Screen
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To Finalize New Request for Issue, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 605 Finalize Issue screen, verify that the correct Transaction Document Number is displayed
	The correct Transaction Document Number is displayed

	2
	Edit the Qty Received field if the number received is less than the quantity requested 
	The Qty Requested field displays the correct quantity

	3
	If all items requested were received, perform a Save function 
	The New Request for Issue is finalized and the Print Report message box appears
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	4
	Select the Yes button to print the Finalized Request document
	The Finalized Request document appears 

	5
	Select the printer icon to print the document 
	The Finalized Request document is printed

	6
	Perform a Close function
	The screen closes back to the previous screen


Print Furnishings Inventory Listing 

After the New Request for Issue has been finalized, the issued furnishing will be listed on the Furnishings Tab of the ACA 201 Customer Housing Application screen.

ACA 201 Customer Housing Application 
( with Furnishing Tab activated )
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To print an Inventory Listing or an Inventory Listing for Signature, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 201 Customer Housing Application Screen Select Print from the menu bar
	The Print submenu is displayed

	2
	Select Inventory Listing or Inventory Listing for Signature from the submenu
	The requested Inventory Listing will print

NOTE: The Inventory Listing will print with no signature block and the 

Inventory Listing for Signature will print with a signature block

	3
	Click on the printer icon to print the document 
	The Inventory Listing document is printed

	4
	Perform a Close function to return to the ACA 201 Customer Housing Application screen
	The ACA 201 Customer Housing Application screen displays


Turn-In Furnishing from Customer assigned to AFH or UPH Housing  

If the customer is assigned to AFH or UPH, the Turn-In function is accessed from the Furnishings tab of the ACA-201 Customer Housing Application screen by selecting the button Turn-Ins or by selecting the menu bar choice Actions, then the dropdown menu choice Turn-Ins.  The following Select Action message box appears.
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ACA-604T New Request for Turn-In screen
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To Turn-In Furnishings from a customer assigned to AFH or UPH housing, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-201 Customer Housing Application screen, Click  the Furnishings Tab
	The Furnishings Tab activates

	2
	Click  the Turn-In button  Or  Click on Actions/Turn-In from the menu bar 
	The Select Action message box appears

	3
	Select New Request for Turn-In from list of Actions
	Option button will fill

NOTE: New Request is the default value

	4
	Select the OK button to proceed with the issue
	The New Request for Turn-In ACA-604T screen displays

	5
	Verify the information in the fields Losing Listing Id, Losing Listing Address and Responsible Person
	The fields Losing Listing Id, Losing Listing Address and Responsible Person are system filled with data from the customer record

	6
	Select Transaction Type dropdown arrow change default value of “Other” to Unserviceable if applicable.
	The selected choice displays in the field

	7
	Enter Remarks associated with the turn-in, if applicable
	Remarks displays in field

	8
	Identify item(s) to be turned in. 

Select applicable button:  

Turn-In All 

Turn-In Appliances Only 

Turn-In All But Appliances 

Turn-In To One Listing Id
	Button will activate appropriate function:

Turn-In All will fill all of the Qty to Turn-In fields with Available Qty figure

Turn-In Appliances Only will fill the Qty to Turn-In field for all appliances with the Available Qty figure

Turn-In All But Appliances will fill the Qty to Turn-In field for all items but appliances with the Available Qty figure

Turn-In To One Listing Id displays the ACA-689 screen. Select the warehouse to which the items will be returned
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	STEP
	ACTION
	RESULT

	9
	For each item being turned in, Click on each field under the column Gaining Listing Id to open a dropdown list and select the warehouse to which the item will be returned.

If multiple items are being turned in to the same location, select Turn-In To One Listing Id.
	The Select a Listing dropdown list appears

The Return to One Listing ID screen appears



	10
	Verify all information is correct and perform a Save function. 


	The Turn-In document is saved and the Print Report message box displays

NOTE:  If the Gaining Listing ID field was not filled in, a Required Field Message box appears.  Select OK button to return to the previous screen.  
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	11
	Select the Yes button on the Print Report message box to print the new request for Turn-In document.


	The Request for Turn-In document appears 

	12
	Select the printer icon to print the document 
	Request for Turn-In document is printed

	13
	Perform a Close function
	The ACA 604T New Request for Turn-In screen displays




Scheduling a Pick up for Furnishings Turn-in

Once a new request for Turn-In record has been saved, a delivery schedule can be established for delivering the furnishing items back to the warehouse for storage  

ACA 604T New Request for Turn-In 
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To access the ACA 613 Delivery Schedule Maintenance screen, select the menu bar choice Actions, then the dropdown menu choice Delivery Schedule
ACA 613 Delivery Schedule Maintenance 
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To schedule a delivery for furnishings that have been turned-in, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 604T New Request for Turn-In Screen, Click on Actions from the menu bar 
	A sub menu appears

	2
	Select Delivery Schedule from the dropdown menu 
	The ACA-613 Delivery Schedule Maintenance screen appears

NOTE: The Document Number is created by the system and the Issue/Turn-in field reflects “Turn-In” and cannot be changed.

	3
	The Delivery Date defaults to the current system date.  Edit field to reflect the date the furnishings are to be delivered.
	The delivery date appears in the field

	4
	Select the AM/PM drop down arrow and select choice (AM /PM) 
	Choice appears in the AM/PM field

	5
	Select the Driver Id drop down arrow and select the number of the driver to perform the delivery, if applicable
	The Driver Id number appears in the field

	6
	Select the Area Designation dropdown arrow and select the ADC where the dwelling is located.  
	Selected choice appears in the field

	7
	Verify the information and if correct, perform a Save function.  
	The delivery schedule record is saved on the database

	8
	Perform a Close function
	The 604T New Request for Turn-In ACA screen displays


Print Delivery Schedule for Pick up 

To print the Delivery Schedule, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Customer Menu select Inventory Management function 
	A sub menu appears

	2
	Select Delivery Schedule from the dropdown menu 
	The ACA-612 Delivery Schedule Search screen appears

	3
	Select Print/Print Delivery Schedule from the drop down menu. Edit field to reflect the correct delivery date
	The delivery date appears in the field

	4
	Enter the Search and Sort criteria for the report and click on OK
	The Delivery Schedule is printed


Finalize New Request for Turn-In Documents

In most instances, the New Request for Turn-In document is not finalized until after the items have been picked up from the customer and delivered back to the warehouse.  There are 2 methods used to finalize the New Request for Turn-In document. 

Method 1 – From the Customer’s Application, Select the Turn-In button on the applicable furnishings tab.  The Select Action message box displays. Select the Finalize Turn-In radio button and then the OK button.  The ACA-605 Finalize Turn-In screen displays.
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Method 2 – From the Main Menu Screen, Select the Inventory Management function and select the dropdown menu choice Open Suspense Docs.  (The ACA-692 Open Suspense Documents Search screen appears.)  

Use the Show All button or the Doc/Trans Type dropdown arrow and select Turn-Ins.  Perform a Search function. Both these actions result in all open issue documents being displayed in the Search Results area.
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Highlight the desired document and either double click on the record or select the Finalize button.  (This results in the ACA-605T Finalize Turn-in screen appearing)

ACA 605T Finalize Turn-In Document Screen
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To Finalize New Request for Turn-In Document, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 605T Finalize Turn-In Document Screen Verify that the correct Transaction Document Number is displayed. 
	The correct Transaction Document Number is displayed

	2
	Edit the Qty Received field if the item being received for turn-in is less than the Qty to Turn-In figure


	The Qty Requested field displays the correct quantity

REMINDER:  If the Qty Received figure is edited to a number less than the Qty to Turn-In figure, the difference is returned to the customer’s listing and not turned in when the document is finalized.

	3
	If all items for Turn-in were received, perform a Save function.   
	The New Request for Turn-In is finalized and the Print Report message box appears.

	4
	Select the Yes button to print the Finalized Request document.
	The Finalized Request document appears 

	5
	 Select the printer icon to print the document 
	The Finalized Request document is printed

	6
	Perform a Close function
	The ACA 604T Finalized Request for Turn-In screen displays


After the New Request for Turn-In has been finalized, no furnishings will be displayed on the Furnishings Tab of the ACA 201 Customer Housing Application screen.

ACA 201 Customer Housing Application 
( with Furnishing Tab activated )
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Print Inventory Listing

To print an Inventory Listing / Inventory Listing for Signature, perform the following steps: 

	STEP
	ACTION
	RESULT

	1
	From the ACA 201 Customer Housing Application Screen Select Print from the menu bar
	The Print submenu displays

	2
	Select Inventory Listing or Inventory Listing for Signature from the submenu
	The requested Inventory Listing will print



	3
	 Click on the printer icon to print the document 
	The Inventory Listing document is printed

	4
	Perform a Close function 
	The screens close back to the Main Menu


Furnishing Management Functions for Customer Assigned to Off-Post Housing

Inventory Management functions for a customer assigned to off-post housing are performed using the Assigned Dwelling button on the General tab of the ACA-201 Customer Housing Application screen.

If the customer is assigned to an Off-Post Listing, selecting the Assigned Dwelling button results in the ACA-217 Off Post Dwelling Unit View screen appearing.
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If the customer is assigned to an Off-Post Non-Listing, selecting the Assigned Dwelling button results in the ACA-448 Off Post Non Listing Maintenance screen appearing.
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.

Issue Furnishings to Customer Assigned to Off Post Housing

The Issue function is performed by selecting the Issue button on the ACA-201 Customer Housing Application screen or by selecting Actions and Issues from the menu bar. Either method will result in the following Select Action message box appearing.
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ACA-604 New Request for Issue screen

The Responsible Person Field drop down menu only choice is the customer name of who will be responsible for the inventory. 

To Issue Furnishings to a customer assigned to Off-Post housing, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-201 Customer Housing Application screen, Click on the Assigned Dwelling button located on the General Tab
	The ACA-217 Off Post Dwelling Unit View Screen displays if the customer is assigned to an Off-Post Listing.

The ACA-448 Off Post Non-Listing Maintenance Screen displays if the customer is assigned to a Non- Listing

	2
	Click on the Issues button 

Or 

Click Actions/Issues from menu bar 
	The Select Action message box appears

	3
	Select New Request for Issue from list of Actions
	Option button fills

NOTE: New Request is the default value

	4
	Select the OK button to proceed with the issue
	The ACA-604 New Request for Issue screen displays

	5
	Click on the Losing Listing Id dropdown arrow to view list and

Select warehouse from which furnishings are to be issued

Or 

Select the first choice entitled “All Listings” to display furnishings within all warehouse facilities.
	Selected choice appears in the field

	6
	Click on the Responsible Person dropdown arrow to view list and select the customer name
	The name of the customer selected appears in the field



	7
	Find a furnishings item to be issued and enter the quantity to be issued in the Qty Requested field.
	Quantity to be issued appears in the Qty Requested field

	8
	Verify the item selected is correct, the quantity requested number is correct and this number does not exceed the Available Qty number.  If correct, perform a Save function.
	A transaction number is system assigned in the field Transaction Number and the Print Report message box displays
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	9
	Select the Yes button to print the new request for issue document.
	The Request for Issue document appears 

	10
	 Select the printer icon 
	Request for Issue document is printed

	11
	Perform a Close function
	The ACA-604 New Request for Issue screen displays


Scheduling Delivery of Issued Furnishings

Once a new request for issue record has been saved, a delivery schedule can be established for delivery of the items to the customer’s assigned dwelling unit.  

ACA 604 New Request for Issue 

To access the ACA 613 Delivery Schedule Maintenance screen, select the menu bar choice Actions, then the dropdown menu choice Delivery Schedule
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ACA-613 Delivery Schedule Maintenance 
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To schedule a delivery for furnishings that have been issued, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-604 New Request for Issue Screen, Click on Actions from the menu bar 
	A sub menu appears

	2
	Select Delivery Schedule from the dropdown menu 
	The ACA-613 Delivery Schedule Maintenance screen appears

NOTE: The Document Number is created by the system and the Issue/Turn-in field reflects “Issue” and cannot be changed.

	3
	The Delivery Date defaults to the current system date.  Edit field to reflect the date the furnishings are to be delivered.
	The delivery date appears in the field

	4
	Select the AM/PM drop down arrow and select choice (AM /PM) 
	Choice appears in the AM/PM field

	5
	Select the Driver Id drop down arrow and select the number of the driver to perform the delivery, if applicable
	The Driver Id number appears in the field

	6
	Select the Area Designation drop down arrow and select the ADC where the dwelling is located.  
	Selected choice appears in the field

	7
	Verify the information and if correct, perform a Save function.  
	The delivery schedule record is saved on the database

	8
	Perform a Close function
	The ACA-604 New Request for Issue screen displays


Print Delivery Schedule 

To print the Delivery Schedule, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Customer Menu select Inventory Management function 
	A sub menu appears

	2
	Select Delivery Schedule from the dropdown menu 
	The ACA-612 Delivery Schedule Search screen appears

	3
	Select Print/Print Delivery Schedule from the drop down menu. Edit field to reflect the correct delivery date
	The delivery date appears in the field

	4
	Enter the Search and Sort criteria for the report and click on OK
	The Delivery Schedule is printed


Finalize New Request for Issue Documents

In most instances, the New Request for Issue document is not finalized until after the items have been delivered to the customer.  There are 2 methods used to finalize the New Request for Issue document. 

Method 1 – From the Customer’s Application, Select the Assigned Dwelling Unit button and the appropriate AFH or UPH Furnishings tab.  Select the Issues button at the bottom of the screen.  The Select Action message box displays. Select the Finalize Issue option button and then the OK button.  The ACA-605 Finalize Issue screen displays.
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Method 2 – From the Main Menu Screen, Select the Inventory Management function button and select the dropdown menu choice Open Suspense Docs.  

The ACA-692 Open Suspense Documents Search screen appears.  
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Use the Show All button or the Doc/Trans Type dropdown arrow and select Issues.  Perform a Search function. Both these actions result in all open issue documents being displayed in the Search Results area.

Highlight the desired document and either double click on the record or select the Finalize button.  (This results in the ACA-605 Finalize Issue screen appearing)

ACA 605 Finalize Issue Document Screen
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To Finalize New Request for Issue, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 605 Finalize Issue screen, verify that the correct Transaction Document Number is displayed
	The correct Transaction Document Number is displayed

	2
	Edit the Qty Received field if the number received is less than the quantity requested 
	The Qty Requested field displays the correct quantity

	3
	If all items requested were received, perform a Save function 
	The New Request for Issue is finalized and the Print Report message box appears
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	4
	Select the Yes button to print the Finalized Request document
	The Finalized Request document appears 

	5
	Select the printer icon to print the document 
	The Finalized Request document is printed

	6
	Perform a Close function
	The screen closes back to the Main Menu 


Print Furnishings Inventory Listing 

After the New Request for Issue has been finalized, the issued furnishing will be listed on the Furnishings Tab of the ACA 217 Off-Post Dwelling Unit View screen or the ACA 448 Off-Post Non-Listing Maintenance screen.

ACA 217 Off Post Dwelling Unit View screen 
(with AFH Furnishing Tab activated )
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To print an Inventory Listing or an Inventory Listing for Signature, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 217 Off-Post Dwelling Unit View screen or the ACA 448 Off-Post Non-Listing Maintenance screen, Select Print from the menu bar
	The Print submenu is displayed

	2
	Select AFH Furnishings or AFH Furnishings and Inventory Listing or Inventory Listing for Signature from the submenu
	The requested Inventory Listing will print

NOTE: The Inventory Listing will print with no signature block and the 

Inventory Listing for Signature will print with a signature block

	3
	Click on the printer icon 
	The Inventory Listing document is printed

	4
	Perform a Close function 
	The screen close back to the Main Menu


Turn-In Furnishing from Customer assigned to Off Post Housing  

If the customer is assigned to Off Post housing, the Turn-In function is accessed from the Furnishings tab of the ACA-201 Customer Housing Application screen by selecting the button Turn-Ins or by selecting the menu bar choice Actions, then the dropdown menu choice Turn-Ins.  The following Select Action message box appears.
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ACA-604T New Request for Turn-In screen

[image: image138.png]£5U.S. Amy Armor Center And Fort Knox - [ACA-632 Open Suspense Documents Search]

[_[CIx]

File Help
(Dacmm ] =] tem Desorptn]
Search Clear Einalize: Close






To Turn-In Furnishings from a customer assigned to Off Post housing, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-201 Customer Housing Application screen, Click on the Assigned Dwelling button located on the General Tab
	The ACA-217 Off Post Dwelling Unit View Screen displays if the customer is assigned to an Off-Post Listing

The ACA-448 Off Post Non-Listing Maintenance Screen displays if the customer is assigned to a Non- Listing

	2
	Click on the Turn-In button 

Or 

Click Actions/Turn-In from menu bar 
	The Select Action message box appears

	3
	Select New Request for Turn-In from list of Actions
	Option button will fill

NOTE: New Request is the default value

	4
	Select the OK button to proceed with the issue
	The ACA-604T New Request for Turn-In screen displays

	5
	Verify the information in the fields Losing Listing Id, 

Losing Listing Address and Responsible Person
	The fields Losing Listing Id, Losing Listing Address and Responsible Person are system filled with data from the customer record

	6
	Select Transaction Type dropdown arrow change default value of “Other” to Unserviceable if applicable.
	The selected choice displays in the field

	7
	Enter Remarks associated with the turn-in, if applicable
	Remarks displays in field

	8
	Identify item(s) to be turned in. 

Select applicable button:  

Turn-In All 

Turn-In Appliances Only 

Turn-In All But Appliances 

Turn-In To One Listing Id
	Button will activate appropriate function:

Turn-In All will fill all of the Qty to Turn-In fields with Available Qty figure

Turn-In Appliances Only will fill the Qty to Turn-In field for all appliances with the Available Qty figure

Turn-In All But Appliances will fill the Qty to Turn-In field for all items but appliances with the Available Qty figure

Turn-In To One Listing Id displays the ACA-689 screen. Select the warehouse to which the items will be returned
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	STEP
	ACTION
	RESULT

	9
	For each item being turned in, Click on each field under the column Gaining Listing Id to open a dropdown list and select the warehouse to which the item will be returned.

 If multiple items are being turned in to the same location, select Turn-In To One Listing Id.
	The Select a Listing dropdown list appears

The Return to One Listing ID screen appears

	10
	Verify all information is correct and perform a Save function. 


	The Turn-In document is saved and the Print Report message box displays

NOTE:  If the Gaining Listing ID field was not filled in, a Required Field Message box appears.  Select OK button to return to the previous screen to fill in the data. 
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	11
	Select the Yes button on the Print Report message box to print the new request for Turn-In document.
	The Request for Turn-In document appears 

	12
	Select the printer icon to print the document 
	Request for Turn-In document is printed

	13
	Perform a Close function
	The ACA 604T New Request for Turn-In screen displays


Scheduling a Pick up for Furnishings Turn-in

Once a new request for Turn-In record has been saved, a delivery schedule can be established for delivering the furnishing items back to the warehouse for storage  

ACA 604T New Request for Turn-In 
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To access the ACA 613 Delivery Schedule Maintenance screen, select the menu bar choice Actions, then the dropdown menu choice Delivery Schedule
ACA 613 Delivery Schedule Maintenance 
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To schedule a delivery for furnishings that have been turned-in, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 604T New Request for Turn-In Screen, Click on Actions from the menu bar 
	A sub menu appears

	2
	Select Delivery Schedule from the dropdown menu 
	The ACA-613 Delivery Schedule Maintenance screen appears

NOTE: The Document Number is created by the system and the Issue/Turn-in field reflects “Turn-In” and cannot be changed.

	3
	The Delivery Date defaults to the current system date.  Edit field to reflect the date the furnishings are to be delivered.
	The delivery date appears in the field

	4
	Select the AM/PM drop down arrow and select choice (AM /PM) 
	Choice appears in the AM/PM field

	5
	Select the Driver Id drop down arrow and select the number of the driver to perform the delivery, if applicable
	The Driver Id number appears in the field

	6
	Select the Area Designation dropdown arrow and select the ADC where the dwelling is located.  
	Selected choice appears in the field

	7
	Verify the information and if correct, perform a Save function.  
	The delivery schedule record is saved on the database

	8
	Perform a Close function
	The 604T New Request for Turn-In ACA screen displays


Print Delivery Schedule for Pick up 

To print the Delivery Schedule, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Customer Menu select Inventory Management function 
	A sub menu appears

	2
	Select Delivery Schedule from the dropdown menu 
	The ACA-612 Delivery Schedule Search screen appears

	3
	Select Print/Print Delivery Schedule from the drop down menu. Edit field to reflect the correct delivery date
	The delivery date appears in the field

	4
	Enter the Search and Sort criteria for the report and click on OK
	The Delivery Schedule is printed


Finalize New Request for Turn-In Documents

In most instances, the New Request for Turn-In document is not finalized until after the items have been picked up from the customer and delivered back to the warehouse.  There are 2 methods used to finalize the New Request for Turn-In document. 

Method 1 – From the Customer’s Application, Click on the Assigned Dwelling button, then select the Turn-In button on the applicable furnishings tab.  The Select Action message box displays. Select the Finalize Turn-In radio button and then the OK button.  The ACA-605 Finalize Turn-In screen displays.


Method 2 – From the Main Menu Screen, Select the Inventory Management function and select the dropdown menu choice Open Suspense Docs.  (The ACA-692 Open Suspense Documents Search screen appears.)  

Use the Show All button or the Doc/Trans Type dropdown arrow and select Turn-Ins.  Perform a Search function. Both these actions result in all open issue documents being displayed in the Search Results area.


Highlight the desired document and either double click on the record or select the Finalize button.  (This results in the ACA-605T Finalize Turn-in screen appearing)

ACA 605T Finalize Turn-In Document Screen


To Finalize New Request for Turn-In Document, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 605T Finalize Turn-In Document Screen Verify that the correct Transaction Document Number is displayed. 
	The correct Transaction Document Number is displayed

	2
	Edit the Qty Received field if the item being received for turn-in is less than the Qty to Turn-In figure


	The Qty Requested field displays the correct quantity

REMINDER:  If the Qty Received figure is edited to a number less than the Qty to Turn-In figure, the difference is returned to the customer’s listing and not turned in when the document is finalized.

	3
	If all items for Turn-in were received, perform a Save function.   
	The New Request for Turn-In is finalized and the Print Report message box appears.

	4
	Select the Yes button to print the Finalized Request document.
	The Finalized Request document appears 

	5
	 Select the printer icon to print the document 
	The Finalized Request document is printed

	6
	Perform a Close function
	The ACA 604T Finalized Request for Turn-In screen displays


After the New Request for Turn-In has been finalized, no furnishings will be displayed on the Furnishings Tab of the ACA 217 Off Post Dwelling Unit View screen.

ACA 217 Off Post Dwelling Unit View  
( with the AFH Furnishing Tab activated )


Print Inventory Listing

To print an Inventory Listing / Inventory Listing for Signature, perform the following steps: 

	STEP
	ACTION
	RESULT

	1
	From the ACA 217 Off Post Dwelling Unit View screen, Select Print from the menu bar
	The Print submenu displays

	2
	Select AFH or UPH Furnishings and Inventory Listing or Inventory Listing for Signature from the submenu
	The requested Inventory Listing will print



	3
	 Click on the printer icon to print the document 
	The Inventory Listing document is printed

	4
	Perform a Close function to return to the ACA 217 Off Post Dwelling Unit View screen
	The ACA 217 Off Post Dwelling Unit View screen displays


Furnishing Management Functions for an AFH or UPH Facility/Dwelling Unit

The Inventory Management functions can be performed directly to a Facility/Dwelling Unit. 

NOTE: The Facility/Dwelling unit can be either be assigned or not assigned to a customer when the Inventory Management functions are performed. 

The facility/dwelling unit can be accessed from the ACA-100 Main Menu screen.  Click the Admin function button and select Facility Maint from the drop down choices. Select Family Housing/UPH/Off Post Housing button to search for desired facility/dwelling unit.

ACA-124 Facility Maintenance Menu Admin screen


Searching for AFH Facility/Dwelling Units

The ACA 270 AFH Facility/Dwelling Unit Search screen appears when the Family Housing button is selected.

ACA 270 AFH Facility/Dwelling Unit Search

To search for an AFH Facility/Dwelling Unit, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-100 Main Menu screen.  Select the Admin function button and Facility Maint from the drop down choices. 


	The Facility Maint sub menu displays

	2
	Select Family Housing to search for desired facility/dwelling unit.
	The ACA-270 AFH Facility/Dwelling Unit Search screen displays

	3
	Enter the applicable facility and/or dwelling information in the Search Criteria portion of the screen
	The selected criteria appear in the fields

	4
	Click on Search button

or

Pressing Alt key and then “S” key

or

Selecting File from the menu bar then the dropdown menu choice Search
	The ACA 270 Facility/Dwelling Unit Search screen appears with the results of the search


AFH Facility/Dwelling Unit Search Screen – Results

The following screen shows the results of an AFH facility search.

ACA-270 AFH Facility/Dwelling Unit Search Results


View AFH Facility/Dwelling Unit

To view an existing AFH Facility/Dwelling Unit, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 270 Facility/Dwelling Unit Search Click on desired facility record
	The selected facility record will become highlighted

	2
	Click on View button

or

Double click the highlighted record

or

Select Actions/Facilities or Dwelling Unit from menu bar
	The ACA 421 AFH Facility Maintenance screen appears

	3
	Click on the Assigned Dwelling button
	The ACA-422 AFH Dwelling Unit Maintenance screen displays 




ACA-421 AFH Facility Maintenance screen


ACA-422 AFH Dwelling Unit Maintenance screen

( with the Furnishings tab activated )


Searching for UPH Facility/Dwelling Units

The ACA 274 UPH Facility/Dwelling Unit Search screen appears when the UPH button is selected.

ACA 274 UPH Facility/Dwelling Unit Search


To search for an AFH Facility/Dwelling Unit, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-100 Main Menu screen.  Select the Admin function button and Facility Maint from the drop down choices. 
	The Facility Maint sub menu displays

	2
	Select UPH to search for desired facility/dwelling unit.
	The ACA-274 UPH Facility/Dwelling Unit Search screen displays

	3
	Enter the applicable facility and/or dwelling information in the Search Criteria portion of the screen
	The selected criteria appear in the fields

	4
	Click on Search button

or

Pressing Alt key and then “S” key

or

Selecting File from the menu bar then the dropdown menu choice Search
	The ACA 274 UPH Facility/Dwelling Unit Search screen appears


UPH Facility/Dwelling Unit Search Screen – Results

The following screen shows the results of an UPH facility search.

ACA-274 UPH Facility/Dwelling Unit Search Results


View UPH Facility/Dwelling Unit

To view an existing UPH Facility/Dwelling Unit, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 274 UPH Facility/Dwelling Unit Search Click on desired facility record
	The selected facility record will become highlighted

	2
	Click on View button

or

Double click the highlighted record

or

Select Actions/Facilities or Dwelling Unit from menu bar
	The ACA 435 UPH Facility Maintenance screen appears



	3
	Click on the Assigned Dwelling button
	The ACA-436 UPH Dwelling Unit Maintenance screen displays 




ACA-435 UPH Facility Maintenance screen


ACA-436 UPH Dwelling Unit Maintenance screen

( with Furnishing tab activated )


Issue Furnishing to a AFH or UPH Dwelling Unit

To issue furnishing to a Dwelling Unit, Select the Issues button or Select the menu bar choice Actions, then the dropdown menu choice Issues from the ACA-422 AFH Dwelling Unit Maintenance screen or the ACA-436 UPH Dwelling Unit Maintenance screens.  The following Select Action message box appears.


ACA-604 New Request for Issue screen

To Issue Furnishings to an AFH or UPH Dwelling Unit, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-422 AFH Dwelling Unit Maintenance screen

Or

The ACA-436 UPH Dwelling Unit Maintenance screen select the Furnishing tab
	The Furnishings tab activates

	2
	Click on the Issues button 

Or 

Click Actions/Issues from menu bar 
	The Select Action message box appears

	3
	Select New Request for Issue from list of Actions
	Option button fills

NOTE: New Request is the default value

	4
	Select the OK button to proceed with the issue
	The ACA-604 New Request for Issue screen displays

	5
	Click on the Losing Listing Id dropdown arrow to view list and

Select warehouse from which furnishings are to be issued

Or 

Select the first choice entitled “All Listings” to display furnishings within all warehouse facilities.
	Selected choice appears in the field

	6
	Click on the Responsible Person dropdown arrow to view list and select the customer name
	The name of the customer selected appears in the field

NOTE: if the dwelling unit is occupied, this field will be system filled with the text “No Responsible Person”



	7
	Find a furnishings item to be issued and enter the quantity to be issued in the Qty Requested field.
	Quantity to be issued appears in the Qty Requested field

	8
	Verify the item selected is correct, the quantity requested number is correct and this number does not exceed the Available Qty number.  If correct, perform a Save function.
	A transaction number is system assigned in the field Transaction Number and the Print Report message box displays



	9
	Select the Yes button to print the new request for issue document.
	The Request for Issue document appears 

	10
	 Select the printer icon to print the document 
	Request for Issue document is printed

	11
	Perform a Close function
	The ACA-604 New Request for Issue screen displays


Scheduling Delivery of Issued Furnishings

Once a new request for issue record has been saved, a delivery schedule can be established for delivery of the items to the dwelling unit.  

ACA 604 New Request for Issue 

To access the ACA 613 Delivery Schedule Maintenance screen, select the menu bar choice Actions, then the dropdown menu choice Delivery Schedule
ACA-613 Delivery Schedule Maintenance 

NOTE: If the dwelling unit is not occupied, the customer name field will be blank.

To schedule a delivery for furnishings that have been issued, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-604 New Request for Issue Screen, Click on Actions from the menu bar 
	A sub menu appears

	2
	Select Delivery Schedule from the dropdown menu 
	The ACA-613 Delivery Schedule Maintenance screen appears

NOTE: The Document Number is created by the system and the Issue/Turn-in field reflects “Issue” and cannot be changed.

	3
	The Delivery Date defaults to the current system date.  Edit field to reflect the date the furnishings are to be delivered.
	The delivery date appears in the field

	4
	Select the AM/PM drop down arrow and select choice (AM /PM) 
	Choice appears in the AM/PM field

	5
	Select the Driver Id drop down arrow and select the number of the driver to perform the delivery, if applicable
	The Driver Id number appears in the field

	6
	Select the Area Designation drop down arrow and select the ADC where the dwelling is located.  
	Selected choice appears in the field

	7
	Verify the information and if correct, perform a Save function.  
	The delivery schedule record is saved on the database

	8
	Perform a Close function
	The ACA-604 New Request for Issue screen displays


Print Delivery Schedule 

To print the Delivery Schedule, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Customer Menu select Inventory Management function 
	A sub menu appears

	2
	Select Delivery Schedule from the dropdown menu 
	The ACA-612 Delivery Schedule Search screen appears

	3
	Select Print/Print Delivery Schedule from the drop down menu. Edit field to reflect the correct delivery date
	The delivery date appears in the field

	4
	Enter the Search and Sort criteria for the report and click on OK
	The Delivery Schedule is printed


Finalize New Request for Issue Documents

In most instances, the New Request for Issue document is not finalized until after the items have been delivered to the dwelling unit.  There are 2 methods used to finalize the New Request for Issue document. 

Method 1 – From the AFH or UPH Dwelling Unit Maintenance screen, Select the Issues button on the applicable furnishings tab.  The Select Action message box displays. Select the Finalize Issue option button and then the OK button.  The ACA-605 Finalize Issue screen displays.


Method 2 – From the Main Menu Screen, Select the Inventory Management 

function and select the dropdown menu choice Open Suspense Docs.  

The ACA-692 Open Suspense Documents Search screen appears.  


Use the Show All button or the Doc/Trans Type dropdown arrow and select Issues.  Perform a Search function. Both these actions result in all open issue documents being displayed in the Search Results area.

Highlight the desired document and either double click on the record or select the Finalize button.  (This results in the ACA-605 Finalize Issue screen appearing)

ACA 605 Finalize Issue Document Screen


To Finalize New Request for Issue, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 605 Finalize Issue screen, verify that the correct Transaction Document Number is displayed
	The correct Transaction Document Number is displayed

	2
	Edit the Qty Received field if the number received is less than the quantity requested 
	The Qty Requested field displays the correct quantity

	3
	If all items requested were received, perform a Save function 
	The New Request for Issue is finalized and the Print Report message box appears



	4
	Select the Yes button to print the Finalized Request document
	The Finalized Request document appears 

	5
	Select the printer icon to print the document 
	The Finalized Request document is printed

	6
	Perform a Close function
	The screen closes back to the previous screen


Print Furnishings Inventory Listing 

After the New Request for Issue has been finalized, the issued furnishing will be listed on the Furnishings Tab of the ACA 422 AFH Dwelling Unit Maintenance screen or the ACA-435 UPH Dwelling Unit Maintenance screen.

ACA 422 AFH Dwelling Unit Maintenance screen 

(with Furnishing Tab activated )


To print a Dwelling Furnishings List or Furnishing List for Signature, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 201 Customer Housing Application Screen Select Print from the menu bar
	The Print submenu is displayed

	2
	Select Dwelling Furnishings List or Furnishing List for Signature from the submenu
	The requested Inventory Listing will print

NOTE: The Dwelling Furnishing List will print with no signature block and the 

Furnishing List for Signature will print with a signature block

	3
	Click on the printer icon to print the document 
	The Inventory Listing document is printed

	4
	Perform a Close function 
	The screens will close back to the Main Menu


Turn-In Furnishing from an AFH or UPH Dwelling Unit  

To Turn in furnishing from a Dwelling Unit, Select the Issues button or Select the menu bar choice Actions, then the dropdown menu choice Turn-In from the ACA-422 AFH Dwelling Unit Maintenance screen or the ACA-436 UPH Dwelling Unit Maintenance screens.  The following Select Action message box appears.



ACA-604T New Request for Turn-In screen

NOTE: If the dwelling unit is not assigned, the Responsible Person field will display “No Responsible Person”.

To Turn-In Furnishings from an AFH or UPH dwelling unit, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-422 AFH Dwelling Unit Maintenance screen

Or

The ACA-436 UPH Dwelling Unit Maintenance screen select the Furnishing tab
	The Furnishings tab activates

	2
	Click on the Turn-In button 

Or 

Click on Actions/Turn-In from the menu bar 
	The Select Action message box appears

	3
	Select New Request for Turn-In from list of Actions
	Option button will fill

NOTE: New Request is the default value

	4
	Select the OK button to proceed with the issue
	The New Request for Turn-In ACA-604T screen displays

	5
	Verify the information in the fields Losing Listing Id, 

Losing Listing Address and Responsible Person
	The fields Losing Listing Id, Losing Listing Address and Responsible Person are system filled with data from the customer record

	6
	Select Transaction Type dropdown arrow change default value of “Other” to Unserviceable if applicable.
	The selected choice displays in the field

	7
	Enter Remarks associated with the turn-in, if applicable
	Remarks displays in field

	8
	Identify item(s) to be turned in. 

Select applicable button:  

Turn-In All 

Turn-In Appliances Only 

Turn-In All But Appliances 

Turn-In To One Listing Id
	Button will activate appropriate function:

Turn-In All will fill all of the Qty to Turn-In fields with Available Qty figure

Turn-In Appliances Only will fill the Qty to Turn-In field for all appliances with the Available Qty figure

Turn-In All But Appliances will fill the Qty to Turn-In field for all items but appliances with the Available Qty figure

Turn-In To One Listing Id displays the ACA-689 screen. Select the warehouse to which the items will be returned



	STEP
	ACTION
	RESULT

	9
	For each item being turned in, Click on each field under the column Gaining Listing Id to open a dropdown list and select the warehouse to which the item will be returned.

 If multiple items are being turned in to the same location, select Turn-In To One Listing Id.
	The Select a Listing dropdown list appears

The Return to One Listing ID screen appears

	10
	Verify all information is correct and perform a Save function. 


	The Turn-In document is saved and the Print Report message box displays

NOTE:  If the Gaining Listing ID field was not filled in, a Required Field Message box appears.  Select OK button to return to the previous screen.  Fill in  the Gaining Listing Id fields




	11
	Select the Yes button on the Print Report message box to print the new request for Turn-In document.
	The Request for Turn-In document appears 

	12
	Select the printer icon to print the document 
	Request for Turn-In document is printed

	13
	Perform a Close function
	The ACA 604T New Request for Turn-In screen displays


Scheduling a Pick up for Furnishings Turn-in

Once a new request for Turn-In record has been saved, a delivery schedule can be established for delivering the furnishing items back to the warehouse for storage  

ACA 604T New Request for Turn-In 


To access the ACA 613 Delivery Schedule Maintenance screen, select the menu bar choice Actions, then the dropdown menu choice Delivery Schedule
ACA 613 Delivery Schedule Maintenance 


To schedule a delivery for furnishings that have been turned-in, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 604T New Request for Turn-In Screen, Click on Actions from the menu bar 
	A sub menu appears

	2
	Select Delivery Schedule from the dropdown menu 
	The ACA-613 Delivery Schedule Maintenance screen appears

NOTE: The Document Number is created by the system and the Issue/Turn-in field reflects “Turn-In” and cannot be changed.

	3
	The Delivery Date defaults to the current system date.  Edit field to reflect the date the furnishings are to be delivered.
	The delivery date appears in the field

	4
	Select the AM/PM drop down arrow and select choice (AM /PM) 
	Choice appears in the AM/PM field

	5
	Select the Driver Id drop down arrow and select the number of the driver to perform the delivery, if applicable
	The Driver Id number appears in the field

	6
	Select the Area Designation dropdown arrow and select the ADC where the dwelling is located.  
	Selected choice appears in the field

	7
	Verify the information and if correct, perform a Save function.  
	The delivery schedule record is saved on the database

	8
	Perform a Close function
	The 604T New Request for Turn-In ACA screen displays


Print Delivery Schedule for Pick up 

To print the Delivery Schedule, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Customer Menu select Inventory Management function 
	A sub menu appears

	2
	Select Delivery Schedule from the dropdown menu 
	The ACA-612 Delivery Schedule Search screen appears

	3
	Select Print/Print Delivery Schedule from the drop down menu. Edit field to reflect the correct delivery date
	The delivery date appears in the field

	4
	Enter the Search and Sort criteria for the report and click on OK
	The Delivery Schedule is printed


Finalize New Request for Turn-In Documents

In most instances, the New Request for Turn-In document is not finalized until after the items have been picked up from the dwelling unit and delivered back to the warehouse.  There are 2 methods used to finalize the New Request for Turn-In document. 

Method 1 –  From the ACA-422 AFH Dwelling Unit Maintenance screens or the ACA-436 UPH Dwelling Unit Maintenance screen, Select the Turn-In button on the applicable furnishings tab.  The Select Action message box displays. Select the Finalize Turn-In radio button and then the OK button.  The ACA-605 Finalize Turn-In screen displays.


Method 2 – From the Main Menu Screen, Select the Inventory Management function and select the dropdown menu choice Open Suspense Docs.  (The ACA-692 Open Suspense Documents Search screen appears.)  

Use the Show All button or the Doc/Trans Type dropdown arrow and select Turn-Ins.  Perform a Search function. Both these actions result in all open issue documents being displayed in the Search Results area.


Highlight the desired document and either double click on the record or select the Finalize button.  (This results in the ACA-605T Finalize Turn-in screen appearing)

ACA 605T Finalize Turn-In Document Screen


To Finalize New Request for Turn-In Document, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 605T Finalize Turn-In Document Screen Verify that the correct Transaction Document Number is displayed. 
	The correct Transaction Document Number is displayed

	2
	Edit the Qty Received field if the item being received for turn-in is less than the Qty to Turn-In figure


	The Qty Requested field displays the correct quantity

REMINDER:  If the Qty Received figure is edited to a number less than the Qty to Turn-In figure, the difference is returned to the customer’s listing and not turned in when the document is finalized.

	3
	If all items for Turn-in were received, perform a Save function.   
	The New Request for Turn-In is finalized and the Print Report message box appears.

	4
	Select the Yes button to print the Finalized Request document.
	The Finalized Request document appears 

	5
	 Select the printer icon to print the document 
	The Finalized Request document is printed

	6
	Perform a Close function
	The ACA 604T Finalized Request for Turn-In screen displays


After the New Request for Turn-In has been finalized, no furnishings will be displayed on the Furnishings Tab of the ACA-422 AFH Dwelling Unit Maintenance screen or the ACA-436 UPH Dwelling Unit Maintenance screen.

ACA 222 AFH Dwelling Unit Maintenance screen 
( with Furnishing Tab activated )


Print Furnishing Inventory Listing

To print a Dwelling Furnishings List or Furnishings List for Signature, perform the following steps: 

	STEP
	ACTION
	RESULT

	1
	From the ACA ACA-422 AFH Dwelling Unit Maintenance screen or the ACA-436 UPH Dwelling Unit Maintenance screen, Select Print from menu bar
	The Print submenu displays

	2
	Select Dwelling Furnishing List or Furnishing List for Signature from the submenu
	The requested Furnishing Inventory Listing will print



	3
	 Click on the printer icon to print the document 
	The Inventory Listing document is printed

	4
	Perform a Close function Housing Application screen
	The screens will close back to the Main Menu


Furnishing Management Functions for an Off Post Dwelling Unit 

The Inventory Management functions can be performed directly to an Off Post Dwelling Unit. 

NOTE: The Dwelling unit can be either be assigned or not assigned to a customer when the Inventory Management functions are performed. 

The Facility/Dwelling unit can be accessed from the ACA-100 Main Menu screen.  Click the Admin function button and select Facility Maint from the drop down choices. Select Off Post Housing button to search for desired facility/dwelling unit.

ACA-124 Facility Maintenance Menu Admin screen

Searching for Off Post Facility/Dwelling Units

The ACA 440 Off Post Housing Search screen appears when the Off Post Housing button is selected.

ACA 440 Off Post Housing Search Screen 

To search for an Off Post Facility/Dwelling Unit, perform the following steps:  

	STEP
	ACTION
	RESULT

	1
	From the ACA 440 Off Post Housing Search screen enter the applicable facility and/or dwelling information in the Search Criteria portion of the screen
	The selected criteria appear in the fields

	2
	Click on Search button


	The ACA 270 Off Post Housing screen appears with Off Post facilities that met the search criteria


NOTE:  If searching for non-listings, use the dropdown for the field “Listing Type” and select the choice “N” (Not Listed).  If using the field “Street Name”, do not include the street number as part of the street name.

Off Post Facility/Dwelling Unit Search Screen – Results

The following screen shows the results of an Off Post facility search.

ACA-440 Off Post Facility/Dwelling Unit Search Results

View Off Post Facility/Dwelling Unit

To view an existing Off Post Facility/Dwelling Unit, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 441 Off Post Facility/Dwelling Unit Search Results Click on desired facility record
	The selected facility record will become highlighted

	2
	Click on View button

or

Double click the highlighted record

or

Select Actions/Facilities or Dwelling Unit from menu bar
	The ACA 445 Off Post Facility Maintenance screen appears

	3
	Click on the Assigned Dwelling button
	The ACA-445 Off Post Facility Maintenance screen displays 


ACA-445 Off Post Facility Maintenance screen


ACA-446 Off Post Dwelling Unit Maintenance screen

(with the AFH Furnishings tab activated)


Contractor Issue

The Contractor Issue function is used when the furnishing being issued is coming from a Contractor Warehouse. 

From the ACA-660 Warehouse Search screen, select the Contractor Warehouse and click on the OK button.  The ACA-661 Warehouse Furnishings Maintenance screen appears. Select the button entitled, “Contractor Issue”, or select the menu bar choice Actions and then the dropdown menu choice Contractor Issue.  (The Select Action message box appears)


ACA-687C New Request for Contractor Issue 

Issue Furnishings from a Contractor Warehouse

To Issue Furnishings from a Contract Warehouse, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 661 Warehouse Maintenance screen select the Contractor Issue button 

or

Select the menu bar choice Actions/Contractor Issue
	The Select Action message box appears

	2
	Select New Request for Contractor Issue from list of Actions
	Option button will fill

NOTE: New Request is the default value

	3
	Select the OK button to proceed with the issue
	The ACA 687C New Request for Contractor Issue screen displays 

	4
	Select from the description choices an item to be issued by a contractor and enter a number in the column Qty Requested representing how many of the item are to be provided by the contractor
	Quantity to be issued appears in the Qty Requested field

	5
	Perform a Save function


	A transaction number is system assigned in the field Transaction Number and the Print Report message box displays





	6
	Select the Yes button to print the new request for issue document.
	The Request for Issue document appears 

	7
	 Select the printer icon to print the document 
	Request for Issue document is printed and the screen closes back to the ACA 687C New Request for Contractor Issue screen


Schedule Delivery of Contractor Issued Furnishing

To schedule a delivery for furnishings that have been issued from a Contractor, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	ACA 687C From the New Request for Contractor Issue screen, Click on Actions from the menu bar 
	A sub menu appears

	2
	Select Delivery Schedule from the dropdown menu   
	The ACA-613 Delivery Schedule Maintenance screen appears

NOTE: The Document Number is created by the system and the Issue/Turn-in field reflects “Issue” and can not be changed.

	3
	The Delivery Date defaults to the current system date.  Edit field to reflect the date the furnishings are to be delivered.
	The delivery date appears in the field

	4
	Select the AM/PM drop down arrow and select choice (AM /PM) 
	Choice appears in the AM/PM field

	5
	Select the Driver Id drop down arrow and select the number of the driver to perform the delivery
	The Driver Id number appears in the field

	6
	Select the Area Designation drop down arrow and select the ADC where the dwelling is located 
	Selected choice appears in the field

	7
	Verify the information and if correct, perform a Save function.  
	The delivery schedule record is saved and the Street Address is system generated

	8
	Perform a Close function
	The ACA 687 New Request for Contractor Issue screen displays


Print Delivery Schedule 

To print the delivery schedule, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Customer Menu select Inventory Management function 
	A sub menu appears

	2
	Select Delivery Schedule from the dropdown menu 
	The ACA-612 Delivery Schedule Search screen appears

	3
	Select Print/Print Delivery Schedule from the drop down menu. Edit field to reflect the correct delivery date
	The delivery date appears in the field

	4
	Enter the Search and Sort criteria for the report and click on OK
	The Delivery Schedule is printed


Finalize New Request for Contractor Issue Documents

In most instances, the New Request for Contractor Issue document is not finalized until after the items have been delivered to the customer.  There are 2 methods used to finalize the New Request for Issue document. 

Method 1 – From the ACA 661 Warehouse Furnishing Maintenance screen, Select the Contractor Issue button.  The Select Action message box displays. Select the Finalize Issue option button and then the OK button.  The ACA-605 Finalize Issue screen displays.


Method 2 – From the Main Menu Screen, Select the Inventory Management 

Function and select the dropdown menu choice Open Suspense Docs.  

The ACA-692 Open Suspense Documents Search screen appears.  


Use the Show All button or the Doc/Trans Type dropdown arrow and select Issues.  Perform a Search function. Both these actions result in all open issue documents being displayed in the Search Results area.

Highlight the desired document and either double click on the record or select the Finalize button.  (This results in the ACA 687E Finalize Contractor Issue screen appearing)

Contractor Turn-In 

The Contractor Turn-In function is used when the furnishing have been previously issued from the Contractor and will be returned to a Contractor Warehouse. 

New Request for Contractor Turn-in

From the ACA 660 Warehouse Search screen, select the Contractor Warehouse and click on the OK button.  The ACA-661 Warehouse Furnishings Maintenance screen appears. Select the Contractor Turn-In button, or select the menu bar choice Actions and then the dropdown menu choice Contractor Issue.  (The Select Action message box appears)


ACA 688C New Request for Contractor Turn-In 


To process a Contract Turn-In, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA 660 Warehouse Search screen, select the Contractor Warehouse and click  OK button
	The ACA-661 Warehouse Furnishings Maintenance screen appears

	2
	Click on the Contractor Turn-In button 

Or 

Click on Actions/Contractor Turn-In from the menu bar  
	The Select Action message box appears


NOTE:  The following message box appears when no contractor issued furnishings are within the warehouse that can be turned in.

	3
	Select New Request for Contractor Turn-In from list of Actions
	Option button will fill

NOTE: New Request is the default value

	4
	Select the OK button to proceed with the issue
	The ACA 688C New Request for Contractor 

Turn-In screen displays

	5
	Identify item(s) to be turned in and enter in the quantity in the Qty to Turn-In field
	The Qty to Turn-In field displays quantity entered

	6
	Verify all information is correct and perform a Save function. 
	The Turn-In document is saved and the Print Report message box displays

	7
	Select the Yes button on the Print Report message box to print the new request for Turn-In document.
	The Request for Contractor Turn-In document appears 

	8
	Select the printer icon to print the document 
	Request for Contractor Turn-In document is printed

	9
	Close the report
	The ACA 688C New Request for Contractor Turn-In screen displays

	10
	Perform a Close function
	The screen closes back to the previous screen


Furnishings Reports

Currently, there are only a few furnishings reports available within the Reports menu for furnishings.  These reports are the Document Register and the Furnishing Transaction Log.  It is anticipated some reports will be added in the next release as Intelligent Query (IQ) reports.

The Report function in HOMES3 system can be assessed from the ACA-100 Main Menu screen choice Admin and then the dropdown menu choice Reports >>.  This will result in the ACA 125 Reports Menu screen displaying.

ACA 125 Report Menu 


To access the Furnishing Reports, select Miscellaneous from the submenu.  (The ACA-110R Miscellaneous Report List screen displays)


Document Register Report

From the ACA-110R Miscellaneous Report List screen, select Document Register from the report list and then the OK button.  (The ACA-016R Document Register screen displays)

Furnishing Transaction Log

From the ACA-110R Miscellaneous Report List screen, select Furnishing Transaction Log from the report list and then the OK button.  (The ACA-118R Print Furnishings Transaction Log screen displays)


To create the Document Register Report, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	Enter the “from” date in the “From” field
	Date entered appears in the field

	2
	Change the “to” date if the current date is not the desired date
	Date entered appears in the field

	3
	Select applicable choice from the drop down list for the UIC. (Both, AFH or UPH)
	Selected choice appears in the field

	4
	Select the applicable choice from the drop down list for the Event(s)field. (All, Rec )
	Selected choice appears in the field

	5
	Click on the “checkbox” if “Print Details on Document Register for each entry” is applicable
	Check box will become activated

	6
	Verify the information and if correct, select the OK button
	The document screen displays

	7
	Select the printer icon to print the document and follow the screen prompts 
	The report will print

	8
	Perform a Close function to exit the displayed screens and return to the main menu
	The Main Menu appears


To create the Furnishings Transaction Log, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	Enter the desired date range in the “From” and “To” fields
	Dates entered appears in the fields

	2
	Select applicable choice from the drop down list for the Transaction Type
	Selected choice appears in the field

	3
	Select the applicable choice from the drop down list for the User Login Id if desired field. (All, Rec )
	Selected choice appears in the field

	4
	Select the desired option button for the UIC designation 
	Selected option button will become activated

	6
	Verify the information and if correct, select the OK button
	The document screen displays

	7
	Select the printer icon to print the document and follow the screen prompts 
	The report will print

	8
	Perform a Close function to exit the displayed screens and return to the main menu
	The Main Menu appears


Furnishings Purge Function

The Purge function is now available to purge the HOMES system of outdated records that have been flagged for deletion.

To access the Purge function, select Admin from the ACA 100 Main Menu Screen, then the dropdown menu choice Purge >>.  The Purge submenus displays

Purge Schedule
The Purge Schedule function allows you to schedule when data will be purged.  Selecting this submenu choice results in the Purge Schedule ACA-506 screen displaying.


Furnishings Tab

Click on the Furnishings tab to establish the purge schedule for Furnishings records.

Documents/Transactions Purge

The Document/Transaction records finalized during the previous fiscal year will be purged on 1 October of the new fiscal year.  The documents/transactions purged are as follows:

	· Requisitions
	· Remove from Inventory
	· Transfers into HOMES

	· Requisition Receipts
	· Transfer Into DU 
	· Transfers out of HOMES

	· Other Receipts
	· Contractor Issues
	· Administrative Adjustments

	· Issues
	· Contractor Turn-Ins
	

	· Turn-Ins
	· Warehouse Transfers
	


NOTE:   If a document/transaction is finalized as of 30 September, you will not be able to display the finalized document/transaction after the purge function runs on the 1st of October.

Furnishing Listings 

Warehouse, Troop Unit, Non-Supportable and Billeting listings will be purged if they have no inventory and the flagged for deletion date is earlier than the current date.

Off-Post furnishings listings will be purged if they have no inventory and there has been no assignment or termination in the past thirty days.

Delivery Schedule

Delivery schedule records will be purged if the delivery date is older than 14 days from the current date.

Program Budget

Program budget records will be purged on 1 October for the previous fiscal year.

Furnishings Customer

Furnishings customers will be purged three years from the date flagged for delete and no longer responsible for any furnishings.  Furnishings customers can be responsible for one or more of the following listing types:

· Warehouse

· Troop/Unit 

· Non-Supportable 

· Billeting

Establishing the Initial Purge Schedule for Furnishings Records

To establish the initial purge schedule for furnishings records:

	STEP
	ACTION
	RESULT

	1
	From the ACA-506 Purge Schedule screen, select the Furnishing Tab and click on the dropdown to the right of “N” under the column entitled, “Enabled”.
	 “Y” and “N” displays

	2
	Select “Y” to in the Enabled field to purge furnishings document/transaction records. 
	The “Y” displays and the data fields Frequency and Start/Next Run Date become required fields for the record type

	3
	Click on the first line under the column “Frequency” to establish how often furnishings records are to be purged
	A dropdown arrow displays

	4
	Click on the dropdown arrow and select Daily, Weekly, Monthly
	The selected choice displays

	5
	Under the column Start/Next Run Date, enter the date of 1 Oct 2001. 
	The date entered displays



	6
	Perform a Save function. 
	The selected purges will be scheduled 


Note:  If a “Y” was not selected as the choice for the Enabled field, the following message displays


When and if the Furnishings tab is completed and a Save function performed, the following message box displays as a reminder that the previous Program Budget data is removed from the database when the purge function is performed on the date recorded as the Start/Next Run Date.


Select the OK button to continue

Performing a Clear Disabled Schedules Function

After the initial purge schedules have been established and saved, the “Clear Disabled Schedules” function can be performed.  This function clears the columns Frequency and Start/Next Run Date for records set to “N” under the Enabled column on each tab.  

To perform this function, select the menu bar choice Actions from the ACA 506 Purge Schedule screen, then the dropdown menu choice Clear Disable Schedules.


Furnishing Purge Reports

Furnishing Purge Reports can be printed up to 365 days from the “last run date” if data was purged.  (After one year, the reports are removed from the database.  For example, Furnishings Customer records were purged on 1 September 2000.  The user can go back and print the report for furnishings customer records purged on 1 September 2000 up to 31 August 2001.)  

To access the Purge Reports function, select Actions/Print Purge Reports from the drop down menu on the ACA-506 Purge Schedule screen.

Select the desired report and click the OK button
      Enter dates and click OK button


To create a Furnishings Purge Report, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the ACA-506 Purge Schedule screen, select Actions from the menu bar 
	 The submenu appears

	2
	Select Print Purge Reports from the sub menu. 
	The ACA 514 Purge Reports List appears

	3
	Select the desired report from the report choices.
	The report screen displays 

	4
	Enter a “From” and “To” date if applicable
	The dates entered will be displayed

	5
	Select a particular housing type if applicable
	The select option button will become activated

	6
	Select OK to display the report
	The selected report displays

	7
	Select the printer icon at the top of the page to print the report
	The selected report will print


Manually Creating Furnishings Data

Furnishing data must be created manually if the installation did not use the HOMES2 Furnishing module.   A list of CTA rollup items are provided in the HOMES3 system and cannot be changed, however, individual Item Descriptions can be created for each Rollup item listed in the CTA. 

REMINDER:  In order for the inventory management function to work without migration of HOMES furnishings data, the database has one item on the Master Inventory Listing for Family Housing.  After you add furnishings data applicable to the site, be sure to update or remove this item.  Also, the database will have a budget figure of $999,999 for both UPH and FH.  Update the dollar figures representing the actual budget amount for the site, as applicable.

The following actions must be completed before the Inventory Management function in HOMES3 can be used as a tool for managing furnishings:

1. Update Systems Defaults for the Inventory Management function

2. Update the Program Budget 

3. Create Warehouses for AFH and UPH storage 

4. Create a CTA Listing

5. Transfer furnishing items into the AFH and UPH Warehouses for issue

6. Create Troop Unit Listing for the UPH furnishing (if applicable)

7. Create Non-Supportable Listings (if applicable)

8. Issue furnishings to current hand receipt holders

9. Reconcile the “Inventory on hand” quantities in each warehouse

10. Print Inventory Reports for Warehouses and Other Listings

11. Print Master Listing Reports 

Update Furnishings System Defaults

Perform the following steps to update the furnishings systems defaults: 

	STEP
	ACTION
	RESULT

	1
	From the Main Menu, Select the Admin button and select the menu choice System Defaults from the drop down menu choices.
	The System Defaults submenu displays

	2
	Select Furnishings from the submenu 
	The ACA-649 Furnishings Installation Variables screen appears

	3
	Enter the applicable data on the ACA-649 screen
	The entered data appears in the fields.

WARNING!!!  The Property Record and Miscellaneous sections of this screen can only have data entered the first time the ACA-649 screen is accessed.  Once data is entered and saved, these fields are protected and you cannot change the data in these fields again.  Therefore, make sure you verify the data entered in these sections before you save the data.   

	4
	Click Save button
	The Systems Defaults are updated  

	5
	Click on the Close button to exit the ACA-649 screen
	The screens will close back to the Main Menu


NOTE:  The box European Appliances is only applicable within Europe.  Also, there is no need to check the box Serial Numbers.  (There is no means to capture this data within HOMES)

Create the Program Budget for Inventory Items
If you want to create the program budget for inventory items, perform the following steps:

	STEP
	ACTION
	RESULT

	1
	From the Inventory Management drop down menu choices, select the menu choice Program Budget from the drop down menu choices.
	The ACA-648 Program Budget Guidance History screen displays

	2
	Click on UIC option button for AFH or UPH 
	Option button selected is activated

	3
	Enter the TOTAL amount of the new budget in the Enter Adjusted PB box and the Reason for Change
	The new total amount and reason will be displayed in those fields.

	4
	Click Save button
	The screen displays a new line for the data that was entered and a new Current Balance PBG


Create Warehouses for Storage of Furnishing Items

Perform the following steps to create a warehouse facility:

(Refer to the Warehouse section of this manual.)

	STEP
	ACTION
	RESULT

	1
	From the ACA-600 Furnishing Management Menu drop down menu screen, select the menu choice Warehouse
	The Furnishings Warehouse Search ACA-660 screen appears

	2
	Click the Add button
	The ACA-661 Warehouse Maintenance screen is displays a blank screen

	3
	Enter the name of the warehouse in the field “Warehouse Name”
	The information entered into fields displays

NOTE:  The field “Warehouse Listing Id” is system filled.  It will be a number to be associated with the warehouse being created.

	4
	Use the drop down for the field “Warehouse Type” and select the choice “WHSE”.
	The data entered displays in the field

	5
	Enter the street number and name where the warehouse is located in the field “Street Nbr/Name”.
	The data entered displays in the field

	6
	Enter the installation name, state and zip code in the field “City/Street/Zip”.
	The data entered displays in the field

	7
	Complete the Responsible Person section to identify the information about the person responsible for the warehouse.
	The data entered displays in the field 

NOTE:  The field “Date Signed” uses the current system date when the warehouse was created.  The system fills the field “Date Inventoried” with the same date recorded in the field “Date Signed”.  It also fills the field “Required Inventory Date” a date one year from the “Date Signed” date.

	8
	Verify information entered and if correct, perform a Save function by selecting the Save button.
	A warehouse is added to the database with the information displayed on the screen.

	9
	Perform a Close function
	Screen closes back to the previous screen


 NOTE:  For each warehouse created, there is a tab for Family Housing inventory items and a separate tab for UPH inventory items in order to track AFH and UPH inventory items separately.  (The Family Housing tab is the default tab when the ACA-661 screen is accessed, so be sure to click on the UPH tab to activate the UPH tab when dealing with the UPH inventory within the warehouse facility.)

Create the Common Table of Allowances (CTA) Catalog

Perform the following steps to manually create the CTA: 

(Refer to the CTA section of this manual.)

	STEP
	ACTION
	RESULT

	1
	From the Main Menu, Select Inventory Management
	The drop down menu displays

	2
	From the drop down menu choices select CTA.  
	The ACA-655 Common Table of Allowances (CTA) Search screen appears

	3
	From the ACA 655 CTA Search screen, Click Add button
	The ACA 656 CTA Maintenance Screen appears

	4
	Click on the drop down arrow to the right of the Rollup Description field to locate the desired item.
	The Rollup Description List will display and the desired item will be entered into the field

	5
	Add the item description for this item. Be as specific as possible: What the item is constructed of such as wood, plastic, or metal. The dimensions (height, width, length), color, pattern, number of drawers, doors, shelves etc.
	The data will be entered into the Item Description field. 

REMINDER:  A site may have multiple item descriptions for the same rollup item.  The separate item description must be established for each item

	6
	Enter in the National Stock Number (NSN) and Authorized Line Number (ALIN)
	The data entered displays in the fields

NOTE: The NSN and ALIN are not required fields.

	7
	Use the drop down for the field Unit of Issue and change the default value from “Each” if this is not the unit of issue for the item in question.
	The choice selected displays in the field

	8
	Use the drop down for the field Accounting Recoverability Code (ARC) and change the default value from “Durable” if this choice is not applicable.
	The choice selected displays in the field

	9
	Enter the dollar amount of the item in the field “Unit/AMDF/Purchase Cost”.
	

	10
	 Enter the weight of the item in the field “Weight”.
	

	11
	Enter the authorized quantity amounts for “On Post, AFH and UPH” (If an authorized quantity is not applicable, change the “1” to zero.)  
	

	12
	Verify data entered and if correct Click Save button
	This saves the new CTA item in database

	13
	Perform a Close function
	The screen closes back to previous screen


Transfer CTA Items Into the Warehouse for Issue

Perform the following steps to add items to a warehouse: 

NOTE: This procedure must be completed to add furnishing items to the newly created warehouses. After the furnishing items have been added to the warehouses, they can be issued to customers currently holding hand receipts for those items. The Quantity Requested number should be the total number of issued items plus the total items currently in the warehouse. 

	STEP
	ACTION
	RESULT

	1
	From the Inventory Management dropdown menu choices, select Lateral Transfer/Into HOMES 
	The Select Action message box appears



	2
	Click on the New Request for Lateral Into HOMES button and click on the OK button 
	The ACA-606 New Request for Lateral Transfer Into HOMES screen displays

	3
	Enter in the appropriate names for the Doc Sent To, Responsible Person, and Organization fields
	The names or initials appears in the field



	4
	Enter any remarks in the Remarks block, as applicable
	The field will fill with data entered

	5
	Find the furnishings item to be transferred and enter quantity in the Qty Requested field.
	Quantity entered appears in the Qty Requested field

	6
	Select a Gaining Listing Id from the dropdown to identify the listing to which the item is to be assigned
	The listing selected now appears where previously “(Select a Listing)” appeared)

	7
	Verify that the items selected and quantity requested number is correct, and perform a Save function.
	The Print Report message box displays

NOTE:  This action results in the inventory items being added to the applicable warehouse, and to the applicable inventory master list 

	8
	Select the Yes button to print the new request for transfer document.
	The Request for Transfer document appears 

	9
	From the menu bar on the ACA-606 screen select Actions and then the menu choice Finalize. 
	The ACA-606D Finalize Lateral Transfer Into HOMES screen appears

	10
	Re-verify the information and Select the Save button.  
	A Print Report message box appears 



	11
	 Select the printer icon to print the document 
	Request for Transfer document is printed.

 NOTE:  Keep this document for 2 years. It serves as an audit trail of the lateral transfer from the manual property book system to the automated (HOMES) property book system.

	12
	Perform a Close function
	The ACA-606 New Request for Transfer screen displays


Verify the Inventory was added to the Warehouse 

To verify the inventory items were added to the warehouse, perform the following steps:

(Refer to the Warehouse section of this manual.)

	STEP
	ACTION
	RESULT

	1
	Select Warehouse from the Inventory Management drop down menu choices
	The ACA-660 Furnishings Warehouse Search screen appears



	2
	Select the “Show All” button.  
	The list box displays all warehouses currently on the database

	3
	From the list box, select the warehouse to which inventory items were laterally transferred by clicking on it so the record is highlighted.  
	The selected warehouse record is highlighted

	4
	Click on the View button.
	The ACA-661 Warehouse Furnishings Maintenance screen appears showing all of the items transferred to the warehouse. 

If the inventory items were transferred to UPH, click on the UPH tab to activate this tab


Print a Warehouse Listing of Inventory Items

To print a Warehouse Listing, perform the following steps:

(Refer to the Warehouse section of this manual.)

	STEP
	ACTION
	RESULT

	1
	From the ACA-661 Warehouse Furnishings Maintenance screen, Click on Print from the Menu bar and select AFH Furnishing or UPH Furnishings


	The sub menu appears

	2
	Select Print AFH or UPH Furnishings
	The requested report displays



	3
	Click on the printer icon
	The requested report is printed




Create Troop/Unit Listings and Non-Supportable Listings

To create a Troop/Unit Listing, perform the following steps:

(Refer to the Other Listings section of this manual.)

	STEP
	ACTION
	RESULT

	1
	From the ACA-600 Inventory Management screen, select Other Listings>>Troop/Unit button
	The ACA-627C Troop/Unit Furnishings Search screen displays

	2
	Click on the Add button
	The ACA-628C Troop/Unit Furnishings Maintenance screen displays

	3
	Enter the number representing the number of spaces supported by the troop/unit in the Number of Spaces field
	The field displays data entered

	4
	Enter the Social Security Number, Last name, First name of the responsible person for the troop/unit
	The field displays data entered

	5
	Use the dropdown for the field Duty Station to identify where the responsible person is assigned for duty purposes
	The field displays choices selected

	6
	Use the UIC or Unit Name field to find the desired unit.

NOTE: If the UIC does not appear in the drop down choices, The Unit information must be added to the Table Maintenance screen
	The field displays choices selected

	7
	The following fields are system filled:

Date Signed – (Current Date)

Date Inventoried – (Current Date)

Required Inventory Date – (One Year from Current Date)
	Fields will reflect the correct dates

	8
	Verify the data entered and if correct, perform a Save function
	The record is saved and system assigns a listing id in the field Listing Id for the troop/unit record added to the database.

 “T” in front of the Id indicates the listing is a troop/unit listing

	9
	Select either a button choice or an activated dropdown menu choice under the menu bar choice Actions to perform a particular function
	The appropriate screen will open for the action requested

	10
	Perform a Close function to exit 
	The screen closes back to the previous screen


To create Non-Supportable Listings, perform the following steps:

(Refer to the Other Listings section of this manual.)

	STEP
	ACTION
	RESULT

	1
	From the ACA-600 Inventory Management screen, select Other Listings>>Non-Supportable button
	The ACA-627E Non-Supportable Search screen displays

	2
	Click on the Add button
	The ACA-628E Non-Supportable Furnishings Maintenance screen displays

	3
	Enter the name of the Non-Supportable Activity 
	The field displays data entered

	4
	Select the AFH or UPH option button to identify the type of furnishings that will be issued
	The option button selected will activate

	5
	Enter the Social Security Number, Last name, First name, etc. of the responsible person for the Non-supportable Listing
	The field displays data entered

	6
	Complete the remaining fields within the Responsible Person section as needed.
	The fields displays data entered

	7
	The following fields are system filled. Change to correct date if needed:

Date Signed – (Current Date)

Date Inventoried – (Current Date)

Required Inventory Date – (One Year from Current Date)
	Fields will reflect the correct dates

	8
	Verify the data entered and if correct, perform a Save function
	The record is saved and system assigns a listing id in the field Listing Id for the troop/unit record added to the database.

 “N” in front of the Id indicates the listing is a Non-supportable listing

	9
	Select either a button choice or an activated dropdown menu choice under the menu bar choice Actions to perform a particular function
	The appropriate screen will open for the action requested

	10
	Perform a Close function to exit 
	The screen closes back to the previous screen


Reconcile the Furnishing Inventory

Once the furnishing items have been transferred into the appropriate warehouses, the furnishing items are ready to be issued to the current hand receipt holders. 

(Refer to the specific sections of this manual that describes the processes required to complete each action)

	STEP
	ACTION
	RESULT

	1
	Using the current Hand Receipts on file, Issue furnishings using HOMES directly to:

· Dwelling units

· Customers

· Troop/Units

· Non-Supportable

· Billeting 

 
	The issued furnishings will be entered into HOMES database. 

	2
	Print new Inventory Listings (hand receipts) for your records.  Print one listing for each individual issue


	The Inventory Listings are printed

	3
	Verify quantities of furnishing inventory still remaining in the warehouses and perform a Remove From Inventory to remove the surplus inventory amount from the warehouses


	The furnishing inventory is reconciled and displays the correct On Hand Quantity of furnishing items

	4
	Print Warehouse furnishing reports for the AFH and UPH furnishing inventory items currently in each warehouse


	The Warehouse furnishings report is printed

	5
	Print a Master Inventory report for Family Housing and Furnishings.  Select the following reports:

Entire Master Listing by:

· NSN (National Stock Number)

· Roll-up/Item Description

· Roll-up Summary


	The Master Inventory reports are printed

	6
	Print Troop/Unit, Billeting, and Non-Supportable reports 


	The Troop/Unit, Billeting, and Non-Supportable reports are printed

	7
	Verify that all quantities are correct.  If not correct, perform the necessary action to correct the inventory


	The inventory is reconciled
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To view facility, highlight record and click on View





Clear button clears data displayed in order to perform a new search





Enter/select the desired search criteria in the above Search Criteria section and then perform a Search 





When completing the Street Name field, DO NOT include the street number as part of the street name





This button is activated because the unit is a UPH





Click Clear prior to conducting a new search





To view Facility /Dwelling Unit, highlight record and click View





Click on Search to find facilities that match the criteria entered above





Facility ID # 000538


Or


Street Name
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Description





Select Print button and select the report needed





To see where these 14 have been issued to





This text appears if the customer is assigned to housing off-post when the Furnishings tab is selected.





Only activated for UPH 





All these function buttons are applicable to Furnishing Tab





Option 1


Click on the View button





Option 3


Select Actions and then Application from the drop down menu choices





Option 2 


Double click on the highlighted record





To view application, double click the highlighted record or


 Click on View  
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Screen shows results of the Show All button being selected.











Click to add a new Non-Supportable record to the database





Select method of Reimbursement:


Cash Collection Voucher


Report of Survey


Statement of Charges





These fields are for the Non-Supportable Responsible Person





Furnishings Tab





After the Turn-In is finalized and the Furnishings Tab is activated, no furnishings are displayed  





System generated information 





























































































































































































































Listing Id is system filled when record is saved
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Search Results portion of the screen





Based on the criteria entered above, the results of the search will be displayed here





RESULT: 1 customer found and the record displayed and highlighted





Search Results section of the ACA 200 screen





Search Criteria section of the ACA 200 screen





User can enter in a whole name if known, partial name or even single first letters 





User can enter in a whole or partial Social Security Number





Use to “Clear” the search screen to begin the next search




















Button are activated after saving new record





















































Use to “Add” a new housing application record





Button not activated





Use to “Search” for Customer Records based on the search criteria entered into the fields above








Use to “Show All” the housing application records currently in the system








Click Receive All to receive all Turn-Ins





The Clear Qty Received button is used to clear all numbers under the column Qty Received in order to enter new numbers, as applicable.





Highlight desired Turn-In and click on Finalize





Select this button to Finalize an Open Turn-In Request





Select this choice to view all open Turn-In requests





These fields are system filled, as applicable, when the record is saved





These fields are system generated





Select Actions/Delivery Schedule to schedule delivery of Turn-In items





Click on dropdown arrow to get list of Warehouse ID’s and select OK





Losing Listing ID, Address and Responsible Person is system filled





The Transaction Number field is system filled when the issue record is saved





The default value setting is New Request for Issue





Select the OK button to proceed with the Turn-In or Select the Cancel button to abort action





Highlight desired Issue and click on Finalize





Select this choice to view all open issue requests





Issued furnishings are listed on the AFH/UPH Furnishings tab





AFH or UPH furnishings may be issued to an Off Post Customer





Click on button to remove furnishing items from the inventory





NOTE: The dwelling unit must be occupied to show up on the Listing ID List





Select this button to Finalize an Open Issue Request





Issued furnishings are listed on the Furnishings Tab





Click on Print /Inventory Listing for Signature





Click Receive All to receive all issues





System generated information 





Clears numbers under the column Qty Received and reflects zero





Gaining Listing ID and address is system filled with the assigned dwelling unit data





Highlight desired Issue and click on Finalize





Select this button to Finalize an Open Issue Request





Select this choice to view all open issue requests





These fields are system generated





Will show the warehouse where these 183 items are stored 





This button is activated when the dwelling unit is a UPH





Click on Print/ Dwelling Furnishing List or Furnishings List for Signature





If the dwelling unit is assigned, the customer name will display.  





No Responsible Person” displays when dwelling unit if not assigned 





Issued furnishings are listed on the Furnishings Tab





Click to Issue furnishings





Click on the Assigned Dwelling button to access the AFH Dwelling Unit Maintenance screen





Click on the Dwelling Unit button to access the Dwelling Unit Maintenance screen





After the Turn-In is finalized and the Furnishings Tab is activated, no furnishings are displayed  





System generated information 





Click Receive All to receive all Turn-Ins





The Clear Qty Received button is used to clear all numbers under the column Qty Received in order to enter new numbers, as applicable.





Highlight desired Turn-In and click on Finalize





Select this button to Finalize an Open Turn-In Request





Select this choice to view all open Turn-In requests





These fields are system filled, as applicable, when the record is saved





These fields are system generated





Select Actions/Delivery Schedule to schedule delivery of Turn-In items





Click on dropdown arrow to get list of Warehouse ID’s and select OK





Losing Listing ID, Address and Responsible Person is system filled





The Transaction Number field is system filled when the issue record is saved





The default value setting is New Request for Issue





Select the OK button to proceed with the Turn-In or Select the Cancel button to abort action





Select Final Turn-in Reimbursable as the Transaction Type





Used to display all Non-Supportable records currently on the database





Click Receive All to receive all issues





System generated information 





Clears numbers under the column Qty Received and reflects zero





Gaining Listing ID and address is system filled with the assigned dwelling unit data





Highlight desired Issue and click on Finalize





Select this button to Finalize an Open Issue Request





Select this choice to view all open issue requests





These fields are system generated





These fields are system filled, as applicable, when the record is saved





Item


Description





Select Actions/Delivery Schedule to schedule delivery of Issued items





Click on the Assigned Dwelling button to access the Dwelling Unit Maintenance screen





Select the OK button to proceed with the issue or Select the Cancel button to abort the issue





The Transaction Number field is system filled when the issue record is saved





Gaining Listing ID and address is system filled with the assigned dwelling unit data





The default value setting is New Request for Issue





Facility ID #  


or Street Name





Click on Search to find facilities/dwelling units that match the criteria entered





Click Clear prior to conducting a new search





To view Facility /Dwelling Unit, highlight record and click View





The dropdown for the field Losing Listing Id is to select from which warehouse location furnishings are to be issued from.  To see furnishings available within all warehouses, select the choice “All Listings”.





Click on Family Housing or UPH to search for desired AFH or UPH or Off Post Housing to search for Off Post facilities 





After Turn-in is finalized and the Furnishings tab activated, no furnishings are displayed





Click on the Off Post  Housing button to search for desired Off Post facility /dwelling unit





System generated information 





Click Receive All to receive all Turn-Ins





The Clear Qty Received button is used to clear all numbers under the column Qty Received in order to enter new numbers, as applicable.





Highlight desired Turn-In and click on Finalize





Select this button to Finalize an Open Turn-In Request





Select this choice to view all open Turn-In requests





These fields are system filled, as applicable, when the record is saved





These fields are system generated





Select Actions/Delivery Schedule to schedule delivery of Turn-In items





Click on dropdown arrow to get list of Warehouse ID’s and select OK





Losing Listing ID, Address and Responsible Person is system filled





The Transaction Number field is system filled when the issue record is saved





The default value setting is New Request for Issue





Select the OK button to proceed with the Turn-In or Select the Cancel button to abort action





Click on Print and select AFH or UPH or Inventory List





Click Receive All to receive all issues





Click to issue furnishings





Click to issue furnishings 





AFH or UPH furnishing items may be issued to an Off Post customer sing the appropriate tabs





System generated information 





Clears numbers under the column Qty Received and reflects zero





Gaining Listing ID and address is system filled with the assigned dwelling unit data





Highlight desired Issue and click on Finalize





Select this button to Finalize an Open Issue Request





Select this choice to view all open issue requests





These fields are system generated





These fields are system filled, as applicable, when the record is saved





Select Actions/Delivery Schedule to schedule delivery of Issued items





Gaining Listing ID and address is system filled with the assigned dwelling unit data





The Transaction Number field is system filled when the issue record is saved





The dropdown for the field Losing Listing Id is to select from which warehouse location furnishings are to be issued from.  To see furnishings available within all warehouses, select the choice “All Listings”.





Select the OK button to proceed with the issue or Select the Cancel button to abort the issue





The default value setting is New Request for Issue





Quantity Issued





Responsible person for the applicable listing in question





Listing Id where the item was issued





These fields are system filled, as applicable, when the record is saved





The Listing Id column reflects each warehouse location of the item highlighted from the ACA-619A screen





Click on buttons to: 


Issue and Turn-In Furnishings


 





Used in USAEUR to Issue and Turn-In Furnishings from a contractor





Will show the dwelling unit and customer where these 14 items have been issued to





Available Qty is the count of what is physically available within the warehouse


(On Hand less any open suspense documents)





On Hand Qty represents the total on hand for the item in question





Enter the date range, Housing Type and click the OK button





Select Actions/Print Purge Reports





Change all “N” to “Y” if applicable and complete the Frequency and Start/Next Run Date for each record type changed to “Y”





Select the Furnishing Tab to activate the Purge schedule for Furnishings





Select Actions/Delivery Schedule to schedule delivery of Issued items





Document Register and Furnishing Transaction Log are the only Furnishings Reports available





Gaining Listing ID and address is system filled with the assigned dwelling unit data





The Transaction Number field is system filled when the issue record is saved








This information reflect the installation the items are being transferred to





European Appliances is checked only when European Appliances are used








These fields were migrated from HOMES2 and cannot be changed





“W” for Weight or “CF” for Cubic Feet





The Registered Document Number ID must be something other than zero.











Click on the Other Tab to activate the screen
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These numbers are not referenced anywhere in  HOMES   





To reset Hand Receipt Number select Actions/Reset Next Number














Select report and click the OK button





Select Print/


Entire Master Listing or Search Results





Select the Cancel button to abort changing the SSN








To add money to the Budget





Current Balance


+ Amount being added to budget


= Adjusted PB





The default value for Transaction Type is “Final Turn-in Reimbursable”








Only activated if the Transaction Type is “Final Turn-in Reimbursable”


(Otherwise, field is de-activated or “grayed out”)





Select the OK button to proceed with the Transfer or Select the Cancel button to abort the issue





The default value setting is New Request for Transfer





These buttons become activated after the Warehouse has been added 





Select Show All to see a listing of all warehouses





This information reflects where the items are being transferred from





Change the follow-up date if necessary to allow better tracking





DPW=Approval


DRM=Funding


DOC=Contracts


DSO=Dept Supply Office





Requisition Types:


Init Req


Repl Req


Cc Req





Hand Receipt # or Document #





Request and Receive





Only activates after a Search function has been performed





Uses the current date as the default date





Used to perform the following functions:


	


Receipt of inventory items requisitioned


FOP (Found on Post) transaction


OINT (Other Installation) – Receipt of inventory items from another installation





The first record shows a requisition that has been canceled.





Quantity Due In and Qty Rec both have zero and a “Y” under


Stat Completed





Field is system filled based on figure entered in Additional Quantity and Canceled field





Screen has 3 Tabs:





*  Required Fields


*  Manufacturing


*  Miscellaneous








To add a new Requisition, Click on the Add button 





Single Requisition/ Receipt Record





This button does not activate until after a Search function has been performed and one or more records are displayed





Used to display all records currently on the database





Used to display records based on the Search Criteria entered 





Used to add a new Troop/Unit record to the database





Select Troop/Unit and click on this button to view record





Used to display all Troop/Unit records currently on the database





These fields are for the Troop/Unit Responsible Person

















Contractor Name, Address and Losing Listing ID are system filled





The Transaction Number field is system filled when the issue record is saved





Select the OK button to proceed with the Turn-In Or Select the Cancel button to abort action





The default value setting is New Request for Issue





The dropdown for the field Losing Listing Id is to select from which warehouse location furnishings are to be issued from.  To see furnishings available within all warehouses, select the choice “All Listings”.





Select the OK button to proceed with the issue or  Select the Cancel button to abort the issue





The default value setting is New Request for Issue
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