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Part V Reports

A. Weekly/Monthly Activity Reports
Activity records are produced each time the Minor Capitol system is run and the
file(s) are updated. Reports showing this activity are available on a weekly and
or monthly basis.

Additions and Inventory Action Costs — Report R23040-BA

Description : This report lists inventory items added to the master
file and provides a total of the acquisition costs for
all transactions. Summary control is provided by
Organization.

Purpose : This report will be produced weekly to serve as an
Activity Report. It will also be produced monthly.

Sequence : Region
Organization
Tag Number

Frequency : Monthly

Distribution/Prints : Headquarters
Respective Regions

Volume : 14 pages

Changes — Report R23040-CA

Description : This report lists all changes to the Inventory
Master File.

Purpose : This report serves as a proof list of all change
transactions.

Sequence : Region
Organization
Tag Number

Frequency : Monthly

Distribution/Prints : Headquarters
Respective Region

Volume : 2 pages
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Commodity Code Activity — Report R23040-GA

Description : This report lists all transactions made to the
Commodity Code File.

Purpose : This report is a proof list for Commodity Code
transactions.

Sequence : Commodity Code
Transaction Code

Frequency : Monthly

Distribution/Prints : Headquarters

Volume : Approximately 20 lines per month
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Deletions — Report R23040-DA

Description : This report lists Master File data for items that have
received a delete transaction.

Purpose : This report is used as a reference for deleted items.

Sequence : Region
Organization
Tag Number

Frequency : Monthly

Distribution/Prints : Headquarters
Respective Regions

Volume : 10 items
7 pages

8
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Items New to Location — Report R23040-FA

Description : This report lists all inventory items found at a
location during an ongoing physical inventory but
shown on the Inventory Master File as being at a
different location. The item was apparently moved
without submitting a transfer form to the Supply
Officer. Items on this report should be transferred
before the Missing Items report is run otherwise it
will show up on the Missing Items report.

Purpose : The purpose is to identify items moved without
having the System notified.

Sequence : Region Site
Tag Number

Frequency : Annual after the Inventory for a Site or Building
has been entered. During a physical inventory at the
weekly/monthly process.

Distribution/Prints : Headquarters
Respective Regions

Volume : Approximately 400 items
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Transfers — Report R23040-EA

Description : This report lists all items that have been transferred
either between Regions or within a Region. This
report will be produced weekly to serve as an
Activity Report for region distribution and monthly
for Headquarters.

Purpose : This report serves as a proof list to verify the proper
action of transfer transactions.

Sequence : Region Organization
This report is duplicated with one copy being in
“From” Region and Organization sequence and
the other copy in “To” Region and Organization
sequence.

Frequency : Monthly

Distribution/Prints : Headquarters
Respective Regions

Volume : 24 items
7 pages
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B. On Request Reports
Following are 12 reports that are available on request. Only the Commodity
Code Catalog, Site Description List, Inventory Monitoring, and Missing Items
Reports are available on request by the region.

1. EQUIPMENT BY ORG CODE

2. EQUIPMENT BY ORG BY LOCATION

3. RECAP OF MISSING ITEMS

4. COMMODITY CODE CATALOGS

5. ITEMS BY TAG NUMBER

6. SITE DESCRIPTION LIST

7. SURPLUS ITEMS LIST

8. INVENTORY MONITORING REPORT

9. MISSING ITEMS REPORT

10. COMMODITY SUMMARY REPORT

11. WEEKLY/MONTHLY ACTIVITY REPORTS (see Section A)

12. FEDERAL PARTICIPATION REPORT

The above reports are produced when requested or by weekly/monthly
process. To request reports, contact your Regional Supply Officer or the
Headquarters Purchasing and Materials Management Office. The Region
Reports are produced by the following means:

The first step is to LOGON to TSO.

The next response you will receive is:

TSO/E INFORMATION CENTER FACILITY USER SERVICES

OPTION ===> 8

Select option #8 — “SPF.” Type the highlighted character to the right of the
OPTION arrow, and press ENTER.

The next response you will receive is:

    - - - - - - - - - - - - - - - - - - - - - - - -  ISPF/PDF PRIMARY OPTION MENU  - - - - - - - - - - - - - - - - - - - - - -

    OPTION   = = = >  6

Selection option #6 — “COMMAND.” Type “6” to the right of the option and
press “ENTER” key.

     - - - - - - - - - - - - - - - - - - - - - - - - -  TSO COMMAND PROCESSOR  - - - - - - - - - - - - - - - - - - - - - - - - -
     ENTER TSO COMMAND OR CLIST BELOW:

     = = = >  menu23d

Type in “MENU23d” and press the “ENTER” key.
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The next response you will receive is:

ENTER number of your choice.

To this, respond with the selection provided and press the “ENTER” key.

The next response will be different for each report selected.

Please carefully follow the directions and each prompt.
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Equipment By Org Code — Report

Description :

Purpose :

Sequence :

Frequency :

Distribution/Prints :

Volume :

Equipment By Organization By Location — Report R23070

Description : This report lists all of the Minor Capital items within
an organization code.

Purpose : The Organization Code Supervisor signs this report
(copy 3) acknowledging the items listed are under
their control.

Sequence : Organization
Commodity Code Number/Description
Tag Number

Frequency : During the biennium physical inventory

Distribution/Prints : Headquarters
Respective Regions (all six-digit organizational
code supervisors)

Volume :
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Recap of Missing Items — Report R23020CA

Description :

Purpose :

Sequence :

Frequency :

Distribution/Prints :

Volume :

Commodity Code Catalog — Report R23063

Description : This report lists all Commodity Codes and their
corresponding descriptions that are in the system.

Purpose : The catalog is used as reference for determining a
Commodity Code for new items. It will be prefaced
by an alphabetic index.

Sequence : Commodity Code

Frequency : On Request

Distribution/Prints : Headquarters
Regions

Volume : Approximately 10,000 items.
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Items by Tag Number — Report R23062

Description : This report lists all Minor Capital Property items in
Region and Tag Number sequence.

Purpose : This report is to satisfy General Administration
requirements. It will also be used for internal
requirements.

Sequence : Region
Tag Number

Frequency : On Request

Distribution/Prints : Headquarters
Respective Regions

Volume : 80,000 items
4,000 pages

Site Description Activity — Report R23040-HA

Description : This report lists all transactions made to the Site
Description File.

Purpose : This report is a proof list for Site Description
transactions.

Sequence : Site Code
Transaction (Action) Code

Frequency : Monthly

Distribution/Prints : Headquarters

Volume : Approximately 20 lines per month
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Surplus Items — Report R23061

Description : This report lists all items that are indicated in the
surplus field as being surplus.

Purpose : This report is used to select items to fill a need
rather than buying new and to delete items which
have been surplused for over a month.

Sequence : Commodity Code
Region
Organization Code
Tag Number

Frequency : Monthly

Distribution/Prints : Headquarters
Regions

Volume : 350 items (30 transactions/monthly)
20 pages

Inventory and Monitoring — Report R23020-CA

Description : This report lists each item in the Inventory Master
File. It page breaks on Region and Organization.

Purpose : The purpose of the report is to:

1. Give a list of items to the person responsible
for them.

2. Allow monitoring of all items.

Sequence : Region
Organization Code
Tag Number

Frequency : On Request

Distribution/Prints  : Headquarters
Respective Regions

Volume : 80,000 items
9,000 pages
Note: This report is a candidate to be printed
on microfiche for Inventory Administration in
Headquarters.
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Missing Items — Report R23020-CA

Description : This report lists all the Inventory items not found during,
a Physical Inventory but shown on the Inventory Master
File. The item was either stolen or lost, or at the Site but
missed during the inventory.

Purpose : This report will help identify items which have been
stolen or lost since the last inventory.

Sequence : Region
Organization
Tag Number

Frequency : Annual after the Inventory for a region has been 
entered.

Distribution/Prints : Headquarters
Respective Regions

Commodity Summary — Report R23020-DA

Description : The report summarizes the number of inventory
items and the maintenance costs for a Commodity
Code. Subtotals are also listed for each Model,
Make, and Region within the Commodity Code.

Purpose : The purpose of the report is to:

1. Provide maintenance costs for each model so
comparisons can be made when purchasing
new items or salvaging old items.

2. Provide the number of items of a given
commodity or model.

Sequence : Commodity Code
Region
Make
Model

Frequency : Annually

Distribution/Prints : Headquarters
Respective Regions

Volume : 25,000 items
2,000 pages
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Federal Participation — Report R23901-A

Description : This report lists items purchased with federal dollars
and the percent of participation.

Purpose : This report is a proof list for federal participation
transactions.

Sequence : Region
Organization
Tag Number

Frequency : Sent to regions with federal participation items once
a year for verification.

Distribution/Prints : Headquarters
Respective Regions

Volume :
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C. Monthly Reconciliation Reports

TRAINS/Minor Capital Reconciliation Report — RAM0164

Description : This report lists the payment documents in TRAINS
using Object Codes JC01 and EQ04.

Purpose : This report is used in conjunction with the Monthly
Change in Acquisition Cost Report R23112 to reconcile
the payments in TRAINS with the Acquisition Costs
entered into the Minor Capital Inventory System.

Sequence : Org Code, Payment Document

Frequency : Monthly

Distribution : Headquarters — Accounting. Two copies are forwarded
to Purchasing and Materials Management.
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Monthly Change in Acquisition Cost Report — R23112

Description : This report lists the acquisition cost changes to items
in the Minor Capital Inventory System.

Purpose : It is used in conjunction with the TRAINS/Minor
Capital Reconciliation Report — Ram0164 report to
reconcile the cost in the Minor Capital System with
the paid amount in TRAINS.

Sequence : Tag Number, Org Code

Frequency : Monthly

Distribution/Prints : Headquarters — who forwards to regions
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Compensating Tax and/or Deferred Sales Tax Liability for Vouchers Processed
During (Month/Year)

Description : This report is generated by Headquarters Accounting.
It lists excise (compensation) tax payments on
equipment that did not have sales tax included on
the original voucher.

Purpose : It is used in conjunction with the TRAINS/Minor
Capital Reconciliation Report — Ram0164. Excise
tax charges normally show up on the Reconciliation
Report a month after the original payment. The excise
amount needs to be included in the acquisition cost in
the Minor Capital System (addition cost screen) via
the Add/Change Form.

Sequence :

Frequency : Monthly, around the 10th.

Distribution/Prints : Headquarters Accounting sends a copy to Purchasing
and Materials Management, who then copies the
applicable pages of JC01 and EQ04 (by org code)
and forwards to the regions.
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