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User Manual Introduction

INTRODUCTION

Featured Products

Mil-Pac Technology currently offers two contract management software applications
designed to create government forms and to manage Department of Defense contracts.
These programs are DD-Master and DD-FormStation which are described in this manual.

All Mil-Pac Technology contract management software programs are built around our
integrated DD-FormEditor (herein referred to as FormEditor), a graphical form processor that
is specifically designed for the specialized requirements of completing government forms.

While each of these programs can be used as a stand-alone application, they are also
designed to enable the user to link them with other Mil-Pac Technology software programs
and ERP/MRP systems. Data can be shared through import and export capabilities built into
each of our applications.

The following diagram illustrates one example of how DD-Master can generate several
detailed reports and forms, and link to other applications within a company’s workflow to share
contract information.
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Defense Shipping Automation

Mil-Pac Technology has taken an open-systems approach to ensure compatibility with
today’s workgroup and collaborative computing environments. DD-Master and DD-
FormStation are designed to fit into a company’s document-related workflow while enhancing
the quality of that work.

How to Use This Manual

This User Manual is divided into separate chapters for the software applications, and
has been designed to assist you through each step of using the DD-Master and DD-
FormStation software. The principles of operation are generally the same as those for any
other program designed for Microsoft Windows. The programs are user friendly and can be
easily mastered.
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A Tutorial Guide is included for each program to assist users in producing practice
documents with the different software applications. The Tutorial Guide introduces the
functions of each program through a number of easy-to-complete walk-through exercises.
The Tutorial Guide can also be used in conjunction with the detailed Reference sections of the
User Manual as a quick reference tool for the functions and capabilities of the program.

While every effort is made to keep the User Manual up to date, the current release of
the software often includes features not yet incorporated in the manual. Be sure to refer to the
product ReadMe files for news of the latest product features, as well as the online help, which
is accessed via the Help command found on the main menu bar of each application.

Getting Assistance from Mil-Pac

If you need assistance or wish to make comments concerning the manual or software
program, please contact our Technical Support Division at:

Phone: (760) 788-3030
Email: Support@milpac.com

Mail: Mil-Pac Technology
PO Box 2066
Ramona, CA 92065

System Requirements

Operating System — DD-Master and DD-FormStation require a current Microsoft
Windows operating system.

Hardware Requirements - The DD-Master and DD-FormStation require computer
hardware that meets the Microsoft minimum recommended hardware requirements
for the installed operating system. Additionally, they require at least 25MB of
available hard drive space.

Printer — DD-Master and DD-FormStation can be used with most printers that use
standard Windows drivers (in non-PostScript mode).

NOTE: A connection to a Value Added Network (VAN) or a government Network
Entry Point (NEP), such as the Ogden GEX (Government Exchange), may be
required for submitting transactions to WAWF.

For additional information or if you experience any problems, please contact our
Technical Support.
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Keyboard Commands

Throughout this manual, data or commands that are to be entered by the user will
appear in bold printing.

DD-FormStation makes use of several of the function keys, which will be referred to as
<F1> through <F12>.

The <Control> and <Alt> keys are used in conjunction with other keys. For example
the notation "<Alt-X>" means to press the X key while holding down the <Alt> key.

Typographical constructs, such as File>Save, refer to the menu selections found below
the application’s title bar. In this particular case the user is directed to select the Save option
from the File menu. This is done by clicking on each word in order, first File, then Save, in
this example. The selections on the application’s main menu also may be selected by
pressing the underscored character while holding down the <Alt> key. For example, the File
option can be selected by pressing <Alt-F>. Selections in the drop down menu may be
clicked on, cursored up or down to, or immediately selected by pressing the underscored
character (without pressing the <Alt> key).

Although we recommend using a mouse with the software, most operations can easily
be performed using the keyboard. A summary of relevant keystroke combinations is listed on
the following page.
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Common Terms and Keystrokes

<Tab>

<Shift-Tab>

<Enter>

<Spacebar>
<Fn>
<Alt-Spacebar>
<Alt-Hyphen>
Dialog (Box)

Cursor( | )
Check

Click

Drag

FTP
Selected

Used to move forward to the next block or command. The Tab key
will be the main function key and will be available for use at any time
in the program.

This keyboard function is used to move backwards to a previous
block or command. It is used in conjunction with the Tab key to move
freely through the screen.

In some screens, the <Enter> key will move the cursor forward to the
next block or selection.

Activates a selected button or checks a selected box for a value.
Function key # (usually <F1> through <F12>).

Opens the Control menu for the application.

Opens the Control menu for the dialog box.

A window that pops up and contains fields to be completed and/or
buttons which may invoke other similar windows.

The cursor indicates where text will be inserted on the screen. It is
sometimes referred to as the insertion point.

The user positions the mouse pointer on a check box and clicks the
left mouse button to select it.

The user positions the mouse pointer on a check box and clicks the
left mouse button to select an object. For example, to follow the
instruction “Click OK,” move the pointer to the [OK] button, then click
the left mouse button.

The user holds down the left mouse button while moving the mouse.
Depending on the type of the object selected, dragging will create,
resize, or move an object.

File Transfer Protocol.

A field or button that is active and will accept input, which is indicated
by the dashed-line box surrounding it, or by being highlighted.






User Manual Product Overview

PRoDUCT OVERVIEW

DD-Master

»  An electronic form generator that makes it easy to create documents of a
repetitive nature quickly and easily.

»  Creates and submits Receiving Reports, Invoices and Combos to Wide Area
Workflow (WAWF)

> Generates DD250s for multiple shipment contracts.

»  Tracks what items have been shipped and what items remain to be shipped for
each contract.

»  Assigns and manages shipment number sequences, even for contracts being
shipped from multiple locations.

DD-FormStation

»  An effective document preparation and management tool for Department of
Defense contracts.

»  Creates and submits Receiving Reports, Invoices and Combos to Wide Area
Workflow (WAWF)

»  Greatly speeds and simplifies the preparation of government forms, such as the
DD250, in accordance with the Defense Acquisition Regulations (DFARS).

»  Connects easily with other business systems to exchange data and automate
form generation.

> Provides a database for cataloging and accessing the documents created by the
FormEditor, and manages the interchange of these documents and form-related
data with other systems and applications.

» A powerful back-end processor for third party business systems such as ERP and
other systems that benefit from having Department of Defense form processing
capabilities.

»  Supports a wide variety of Department of Defense and commercial forms.
Contact Mil-Pac for a list of forms currently supported.
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DD-Master versus DD-FormStation

The choice between using DD-Master and DD-FormStation depends mostly on the
number of shipments expected for a contract. DD-Master's shipment number management
and reporting capabilities make it the obvious choice for multiple shipment contracts. DD-
FormStation is perfect for short run contracts and to produce other forms, such as the
SF1034, DD1659 and DD1387. DD-FormStation is included with DD-Master software for this
reason.

DD-Master

DD-Master's forms generator creates documents of a repetitive nature quickly and
easily. While designed specifically for use with the DD250, DD-Master can work with many
similar forms such as the DD1149 and commercial shippers and invoices.

CONTRACT

Contract Information
is Entered into DD-Master

Report Form
Generation D D-MaSter Generation
Open Items
DD1149
Contract
Status DD250
Shipment
Number Log
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DD-Master starts with a template of the form to be created called a Master Document.
In the case of DD250 shipments, the Master is simply a DD250, which is created as if all items
for a contract were to be shipped at one time. Each time a shipment is to be made, the user
simply picks the item(s) to ship and DD-Master generates the DD250 from the Master
Document.

For simple contracts with all shipments going to the same location and Mark-For, DD-
Master uses the information in the Ship-To and Mark-For blocks on the Master. However, the
unique Ship-From, Ship-To and Mark-For address can be specified for each line item, and
DD-Master will make sure that particular item is addressed correctly.

Stock/Part No. / Description

8470-00-141-0443
Operators Console
P/N: CON-23-07053

This article was manufactured with
CFC-free materials and processes.

0044 8470-00-141-0443
Users Manual

P/N: MAN-23-00553

12

@S/T: DAALO4-D6
@M/F: *RCV-OFCR

0045 8470-00-141-0936
Field Service Kit

P/N: FSK-23-00723

12

This article conforms in all respects to
the following contract clauses:
QINCLUDE: CFC-Free

QINCLUDE: Recyc-Pkg

Contract Master using Predefined Address and Text Blocks
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DD-Master keeps track of what has been shipped and what still remains to be. It knows
where each line item is to go, and makes sure the Ship-To and Mark-For blocks are filled in
correctly. It ensures that nothing is over-shipped, and tells you when it is time to close out the
contract.

Draw from Contract Master
Contract [_DLAS00-98-B-2001 |  ShipmentNumber Ship Date: [99APROGE
Order | Ship From: [
Ship To: Code: [ | MarkFor Code: [ |

oooz 5845-01-062-9559 012083-J 200.00

0003 8909-81-781-0123 TIE-D0001 300.00
ooo4 5789-45-890-2345 W2-890-789 400.00
0005 7H 9993-NC-B94-7595VE  012083-J 500.00
0006 9999-NC-B94-7596 VE 012011-L 600.00
ooo7 9992-00-234-2344 2355-255562 0.00

Select I Cancel | | Line-ltem Filter Sort ltems By:

| Filter CIEIN | NSN | PN |

Done | Help

Drawing from a DD-Master Contract

Shipping is as easy as point and click. DD-Master generates the DD250 using the
correct address information for each item. It keeps track of shipment numbers, maintaining a
separate sequence for each Ship-From address.

10
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DD-Master’s report generator keeps you informed about the status and history of each
contract. It's most basic report is the Contract Status Report. It is also capable of creating
other reports as detailed in the Reports section of the User Manual.

CONTRACT STATUS REPORT mpt/DD-Master
[CONTRACT NUMBER (PIIN) IORDL‘R NUM (SPIIN) REPORT DATE SHIPMENTS | CONTRACT STATUS PAGE
DLA900-98-B-2001 R918 4/19/00-13:07:09 2 OPEN 1

ITEM CONTRACT REQUIREMENTS SHIPPED REMAINING

NUMBER UNITS PRICE DOLLARS UNITS DOLLARS UNITS DOLLARS
0001 100| 1,922.18 192,218.00 52 99,953.36 48 92,264.64
0002 200 466.67 93,334.00 0 0.00 200 93,334.00
0003 300| 2,799.57 839,871.00 4 11,198.28 296 828,672.72
0004 400| 3,695.50 1,478,200.00 15 55,432.50 385 1,422,767.50
0005 500/ 3,875.00 1,937,500.00 0 0.00 500 1,937,500.00
0006 600 2,389.00 1,433,400.00 0 0.00 600 1,433,400.00
0007 0 0.00 0.00 0 0.00 0 0.00
5,974,523.00 166,584.14 5,807,938.86

DD-Master interfaces easily with other systems. It can receive contract definitions from
other systems in plain-text format, and share the data from documents it creates in that same
format. DD-Master connects directly with DD-FormStation to make it simple to pass
documents along for additional processing, such as automatically creating an invoice from a
DD250.

DD-Master can create EDI documents such as the ANSI X12 856 Ship Notice/Manifest
and the 810 Invoice, as well as driving custom flat-file generators for interfacing with other
systems. Its barcode label linkage allows it to use software, such as Mil-Pac’s Std-Barc
barcode labeling software, to automatically create Mil-Std 129-compliant barcode labels.

-11 -
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DD-FormStation

DD-FormStation is a tool designed for organizing and sharing documents, such as the
DD250, created by its integrated FormEditor. Documents are stored by reference number,
contract and order number, and form type. This provides a number of ways to access and

retrieve documents.

Document Details n

Document Reference Humber Shipment Hum Doc File 10f1
[SAMPLE WAWF DD250 | [ mpTosm | [ e21B2521 |
Contract-Order Humber Form Type Invoice Hum » InProcess Fafod
[pLA%00-06-A-TEST | [ wazso | | | > complete - szt
Originator: T. Walker Form Date Invoice Date “* Submitted  Accoyos
Completed By: [, Tsiknas [200500L01E | | | ~ Closed o e
| g e _ | Posted _ | Template
WAWF iBate Trancart # | |AvkTod (387 |wowe FippstEt et Yraneart #
-
02/0306-06:00:19 - Submitted to WAWF for approval [Ref: 035000001]
-
: 0Ok ; Edit ‘ Cancel | | Help
WAWF Export ‘ Barcodes ‘ Delete ‘ Archive ‘

Document Details Dialog

DD-FormStation has a number of features which allow documents to be created from
templates and from outside data sources, such as plain-text files imported from other systems.
Notes regarding a document can be attached and passed along when the document is shared
with others. Document databases may be shared, or documents can be passed from user to

user.

12
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Document Sharing Capabilities

The real power of DD-FormStation is realized when it is placed in the flow of document
data in a workgroup. DD-FormStation is designed to be the originating source and/or ultimate
consumer of contract data. DD-FormStation can be placed anywhere in the data/work flow as
an intermediate data processor and generator of applicable forms and reports.

DD-FormStation has an integrated In-Box and Out-Box to simplify the exchange of data
with other DD-FormStations and business systems via Email, shared LAN/WAN areas, ANSI
X12 transactions, or other site-defined methods. Documents to be processed by a user are
placed into the In-Box by background processes to provide the user a simple method of
managing the work to be done. When the user is finished with a document, it is placed into
the Out-Box for automatic printing or dissemination.

In-Box Features

A document in plain text format from an external system can be imported to a DD-
FormStation user via a shared network directory. The plain text file document with the
information to be imported to the DD250 will be placed in the appropriate boxes on the
DD250. DD-FormStation can also import data into other forms supported by DD-FormStation,
such as the DD1149. By having the necessary information provided by another data source,
the DD-FormStation user’s workload is reduced, allowing better accuracy.

When the import file is ready to be sent to the DD-FormStation user, the file is placed in
the In-Box of the DD-FormStation user. Once received, the DD-FormStation user’s screen will
show a new icon or button flashing on the taskbar at the bottom of the application window to
show there is a new document waiting to be reviewed. Clicking on the flashing icon then
opens the In-Box, showing the files waiting in the In-Box. Clicking on a file name will open the
Document Details window and you can preview the new form’s contract-order number,
shipment number, originator, etc. Clicking on [Edit] will open the actual DD250 form and
show the form filled in appropriately with the imported information. You can now jump to any
block and edit as necessary.

Linking DD-FormStation In/Out Boxes

Once the DD250 is edited, it can be sent to another user’s In-Box for final changes, then
printed and signed to go with the shipment. This linking of one person’s In-Box to another’s
Out-Box is a simple method for efficient flow of documents.

-13 -
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ERP or MRP
System
IN Basket
A
IN Basket FormStation
FormStation OUT Basket
OUT Basket —

User Form

Database Business

Systems
(Acct'ing, etc)

User Form
Database

Typical Workgroup with ERP/MRP and Two DD-FormStations

When the Out-Box sends the document on, the next user’s screen will show a new
button flashing on the taskbar at the bottom of the application window, which the user then
clicks on to open his In-Box. The In-Box application is opened the same way, enabling the
final user to print the DD250 after making the final changes. The form can now be signed and
distributed.

If the department that printed the final copy needs to send a copy onto another
department such as accounting, this can be done using the Out-Box feature. The form is sent
electronically to the accounting department’s In-Box in plain text file format for that user to
read and/or to upload into another software package.

DD-FormStation documents travel in a package-format that allows for automatic routing
and permits individual users to add notes and other status information along the way. The
open systems design of the DD-FormStation allows it to be easily connected to external
business systems, such as manufacturing, accounting and shipping systems.

NOTE: The example shown at the top of the page entails only four users: Data coming
from an external system, to the one who first creates the DD250, to the one who prints the
DD250, and back to an external user. However, the In-Box/Out-Box feature can chain
together as few or as many users as necessary in a particular organization’s system.

DD-FormEditor

The integrated FormEditor used by DD-FormStation and DD-Master employs an
enhanced graphical approach to form processing. The user is presented with a nearly exact
replica of a DD250 or other such form. Rather than simply using a scanned image of a form,

14
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the FormEditor exploits advanced printer technology to produce the crispest possible form
image.

[E] mpt/FormEditor 'Eu

Exit Print Databases Edit Insert Search it Options  Tools Help

WAWEF-250 Cortract Type: RFID Incluert E Afternative Release(ARF)

Receiving Report / Invoi Goods RFID To Follove Cent. of Conformance (COC)
eceiving Report / lnvoice o o R

1. PROC, INSTRUMENT IDEN, (CONTRACT) I(ORDEF{) Mum &, INVOICE NumiDate |7, PAGE [OF 8. ACCEPT. POINT
DLA9@8-B86-A-TEST

1 3 s

2 SHIPMENT MO |3 DATE SHIPPED Mis 5. DISCOUNT TERMS

HPT 8881 2805JUL B1E v NET 38 Days

9 PRIME COMTRACTOR CODE MMINISTERED B CODE I SO5140

Mil-Pac Technology DCHMC PHOENIR

PO Box 2866 TWO RENAISSANCE SQUARE, SUITE 489
Ramona, CA 92865 48 N. CENTRAL AVENUE

PHOENIX, AZ 85084-4424

1. SHIPPED FROM (if other than CODE | 12 PANMENT WiILL BE MADE BY CODE | sC1082
Mil-Pac Technology DFAS - COLUMBUS CENTER

Suite E25% DFAS-CO-JUD/DPRO WEST DIVISION
1672 Hain Street P.0. BOX 182311

Ramona, CA 9286 COLUMBUS, OH 43218-2511
13.SHPFED 107 [ ship mploce. SO0E I wserem 14, MARHED FOR
Regeiving OfFicer Receiving Officer
Aval Weapons Station Hon-Hilstrip
Seal Beach, CA 9074E-5000 TP 3 Rating DOA7

Method of

Shipment label
and block. DESCRIPTION J PART No.. Etc Ti7.arv IuN\TI19.u_MTPR|CE T20. anounT
mpt{fFormEditor [+2.18.170) Form: WA250 File: 621B2521

FormEditor DD250 Edit Session

The FormEditor's form images are adjusted in scale to achieve the best fit around the
form’s text fields. The form’s block titles and instructions may also be enhanced or reduced to
maximize readability. For example, the “M/S” label and block have been added to Block 4 in
the DD250 form displayed above to depict the Method of Shipment field, which is required but
not shown on the government-issue form. When the form is printed, just the data is
transferred into an exact replica of the real form using Mil-Pac’s field-proven form generation
technology.

-15 -
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= Jump to Block
Contract Administrator's Address +
Block Number Contract Administrator's CAGE Code :I

Contract Line htem Number
Contract Line Item Number [cont.)

Contract Number [PIIN

'COA Performed at Destination

CQA Performed at Origin
Date of Gowt Rep Signature [at Destination)
I Date of Govt Rep Signature [at Origin]
Cancel Date Shipped +

Block Selection by Name

Features of the DD250 FormEditor include:

*,
o<

3

S

3

S

*,
o<

3

S

*,
o<

Context-sensitive help screens associated with each block.

Data format checking to ensure greater DFARS compliance.

DFARS Appendix F excerpts to aid in form completion.

Databases for address blocks, part descriptions, Block-23 text, Block-16
certifications and declarations.

Selection Lists for mil-std abbreviations and codes, and other distinct data.

Print Manager interface for background and network printing.

Quick form navigation via keystroke and mouse commands which jump to a
specific block, field, or page.

= Address Blocks Database
RETRIEVE BY CAGE Code: [VGLEBGT B

First Line

[£]
US4 HWISSILE COMHAND [l Prime Con.
ATTH AMSHI-PC-FC [l Ship From
{LAB-BASE OFP5) [] Admin Ofc.

REDSTONE ARSENAL. AL 35898-5280 [ Payment Ofc.

B Ship To
[]Mark For

| _Hew | |__Copy |

Hodify I Delete I

Ok Cancel

Address Database Dialog

DD-FormStation maintains databases that are created as you generate them for each
of the address blocks as well as for part descriptions and Block-23 text formats. It adds a
database for other Block-16 text blocks, such as certifications and declarations. DD-
FormStation has interactive database managers which allow the user to page through the

16
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entries, as well as modify and delete them. The user can also copy text to create similar
items. .

DD-FormStation assists the user in determining the special codes that must be placed
on certain forms. For example, when entering the Method of Shipment into a DD250, the user
can open the selection list shown below to look up the appropriate code, which will then be
placed into the document automatically.

= SELECTION LIST

Description

Selection ARMED FORCES COURIER(ARFC(®
[M | |BUSLINE
CONTRACT AIR
DRIVE-AWAY, TOW-AWAY,TRUC
¢ ROt
o GOVT WATERCRAFTBARGE/LIGH
— |GYMT TRUCK INCL COMMON SY
Cancel INTRATHEATER AIRLIFT SYSTEM
- LOCAL DELIVERY
MILITARY AIRCRAFT COMMAND |
MILITARY ORDINARY MAIL [MOM+

Block Code Lookup

Form Specific Printer Selection

All of Mil-Pac’s powerful form processing applications are further enhanced by the
ability to designate specific printers and print trays for each type of form created. This enables

the user to print a specific form to a designated printer and/or print tray with just the click of a
button.
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PC with
DD-btestar, DD-FormStation
or EDIForm
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Value Added Network (VAN) Support

EDI transactions with the Department of Defense go through Value Added Networks
(VAN) certified by the government's Electronic Commerce Interoperability Process (ECIP).
Mil-Pac Network Services provides a low cost ECIP-certified VAN, easily accessible via the
Internet. Mil-Pac Technology software works automatically with the Mil-Pac VAN, but also
supports the option of using other VANSs.

-19-
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DD-MASTER

Tutorial Section

In this section, we will go through the following processes step by step:
Creating a Contract Master from a blank form

Selecting and opening an existing contract

Making shipments from the Contract Master

Editing the DD250 Shipper

VvV V V VYV V

Generating reports

Creating a Master Document

A Master Document is created by using the information contained in a contract. Once
this information in entered, DD-Master will automatically generate the DD250 (or other
shipping document), assign a sequential shipment number, and update the status of the
contract. DD-Master does all this based on a Contract Master created by the user. This
document contains shipping instructions and addresses, a description of all the items to be
shipped, the quantity to be shipped and other information. It is like a shipper that would be
used if the entire contract were being delivered in a single shipment. When making a
shipment, DD-Master extracts the selected items from the Master, using it as a template.

The Master can also contain instructions to control how shippers are generated for each
item. This information can include addresses to be used in the Ship-From, Ship-To and Mark-
For blocks. Lengthy descriptive and certification text can be included for each item, which can
be imported from associated text files.
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To create a new Contract Master, start by selecting the Contract>New command from
the main menu. The Create New Contract Master dialog will be presented.

Create Mew Contract Master E

Master Document Source

@* ECreate New Master [blank furm]é

> Use Master Template

~ Copy Existing Master
Import Master From:
> FormStation
- Text File [M12]

+| Update Existing Masters
- Masteddirier

0Ok Cancel Help

Space Available: 2%96 contracts

From this dialog, you would choose one of the following methods for creating a new
Master:
Create New Master: Allows the user to create a Master from a blank form.

Use Master Template: Creates a new document using the Master Template. See the
chapter titled Creating a Master Template in the Reference
section.

Copy Existing Master: Allows the user to copy an existing contract to create a new
Master.

Import Master From:
DD-FormStation - Imports a Master from an existing DD-FormStation form.
Text File (M12) - Creates a new Master from a text file that is in M12 format.

In this example, we will create a new Master from a blank form. To begin, select the
Create New Master option and then click on [Ok].
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The Add New Contract calog wil be

presented into which you must enter a

Reference Number, the Contract Number and ~ Agference | |
the Form Type that will be used (e.g. DD250). ;
If the contract has an order number, enter that Contract: | |

also. The Reference Number is intended to
be a number by which DD-Master users can order [ ] (SPUN)

find the Contract, such as a Sales Order Form: [WAZ50
Number. Generally speaking the Contract and
Order numbers will be the PIIN and SPIIN of a
contract, and in the case of a DD250, will be 0Ok Cancel |  Help |
placed in block 1. However, these two
numbers can be whatever you want to use to identify the contract, such as a subcontract or
purchase order number. The Contract Number is limited to 25 characters and the Order
Number to 10 characters.

Once the Add New Contract dialog has been completed, press the [Ok] button and a
blank DD250 form will be presented by the FormEditor.

[l mpt/D D-WorkStation - Form Editor

Exit Frint Databases Edit |nzet Search Summany Options  Tools Help

Frrm Annrnwend
MATERIAL INSPECTION AND RECEIVING REPORT [ Fomsooroved
The image of the form displayed below is a facsimile of the actusl printed form. Some sddition markings may been added to screen image in order to
aszizt the uszer in the completion of the form. Likewize, some extraneous language may have been abbrevisted or omitted for better readability .

L PROC, INSTRUMENT IDEN. (CONTRACT) |ORCER) MO, G INYQICE NOUDATE 7.PaGE |oF 8. ACCEPT. POINT
DLAYYY-WE-B-1234 Duuyy

1 1

- SHIPMENT MO |3, DATE SHIFPED 4. 5. DISCOUNT TERMS
BiL
2680APRE7 []

_PRIME COMTRACTOR CODE |10. ADMINISTERED B
Jump to Block

Block Block Name
Number Acceptance Point

I — I:I Bill of Lading
1. SHIPPED FROM if ot Contract Administrator's Address

Contract Administrator's CAGE Code
Ok Contract Line Item Number
Contract Line ltem Number [cont.]

Cancel | Contract Number [PIIN]
3. SHIPPED TO — CQA Performed at Destination

mpi{FormEditor [v2.6.143) Form: DD250  File: ADG

In this example we will be using a DD250 with a Single Point Contract. This is the
simplest type of Master, in which all shipments come from one Ship-From point and share the
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same Ship-To and Mark-For addresses. In this case the Master is completed just as if the
entire contract were being delivered in a single shipment. The Shipment Number and Date
Shipped blocks will be filled in automatically by DD-Master. Other blocks that will change with
each shipment can be left blank, and then completed when the shipment is made.

NOTE: For instructions on how to create a Master Document for a Multi-Point Contract, I
refer to the chapter titled Defining A Master Document in the DD-Master Reference section of
this manual.

The Jump To Block dialog enables you to ‘jump’ directly to a particular field in the
DD250. You can also look through the list of blocks and select one by name. This list also
includes fields within a block, such as Block 4 that contains Bill of Lading information as well
as Method of Shipment. You will find this feature particularly helpful if you are less familiar
with using the DD250 form.

To see just how the dialog works, press <Tab> to change the focus to the list of block
descriptions, and notice that the first one is now surrounded by a faint box. Now use your
<Down Arrow> to scroll down through the list, noticing many of the sub-blocks in the list.
Press the M key three times until the Method of Shipment entry is selected. Press <Enter>
and the cursor will jump right to the selected field, which is located within Block 4. Once an
entry has been made using the Jump To Block dialog, the dialog will be closed. To access the
Jump To Block dialog again, press the <F7> function key.

In blocks 4 and 8 (Acceptance Point and Method of Shipment) that can only contain
entries specified by the Department of Defense, a Selection List has been provided. To
access the list, place the cursor in the block and use the CtrI>F command. Select the
appropriate entry and press <Ok>.
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Opening a Contract

Once you have created a Master document for the contract, the next step is to open it.
This is done with the Contract>0Open command from the main menu bar.

Select Contract H

DD-Master Contracts

Reference Num Contract Order Shipments Status

- SAMPLE-98-B-TEST Doo1 11 Open .
89x1234-0231 DLAS0D-89-%-1234 L6788 Open
BISBAV70510076(P0O] SPMA400-05-D-9413\2007FEB2 145W Oper
WE010J70460904[P0)] SPM750-00-D-9715\2007FEB?2 02QE Oper

Select Cancel Sort by: By Contract
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Status Screen

Once a contract is opened, the Status Screen will appear. This screen indicates that a
contract is open. Notes that are entered here will only appear on this screen and will not be
printed on the document.

{ mpt/DD-Master: Shipping Document Generator [_ =] x]
Exit Access Contract Master Ship Rewiew HReporte  Optiong Help

Contract Order Prefix: A04
[ DLASN0-98-B-2001 | [ ro1s | Form: DD250

shipments to date. Contract Status ~ Options | Mil-3td Pkging
Date of first: | D0MAR22E % Open ¢| Include Prices | * MS-2073-1C
Date of last: | DDAPR19E > Closed ¥| Est. Ship Dates > MS8-2073-2C
On Hold 4Y Mil-Dat il
Last Shipment: [ MPT0002 - On Ho | 4¥ MikDates | Mil-P-116
Motes | |I| preliminary shipper[s].

v| Uppercase _| Mil-B-117

mpiDD-Master - Version 1.7.026d [mpFCwt-DLL: v2.7.067b]

From this screen, you can edit some of the items shown simply by clicking on them.
Once you have checked one of the boxes, the edit dialog will appear, allowing you to make
changes to the document.

Making a Shipment - Drawing from the Contract Master

Making shipments with DD-Master is easy. Just open the contract, then select the items
to ship and indicate how many of each item is to be shipped at that time. DD-Master does the
rest, automatically generating the DD250 (or other shipping document), assigning a shipment
number, and updating the status of the contract.
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The shipping process is referred to as ‘Drawing from the Master’ because each time an
item is shipped, the quantity remaining to be shipped is ‘drawn down’.

To begin, open the contract that you wish to ship from by using the Contract>Open
command. Choose the contract you want to open and click [Select].

Select Contract H

DD-Master Contracts

Reference Num Contract Order Shipments Status

- SAMPLE-98-B-TEST Doo1 11 Open .
89x1234-0231 DLAS0D-89-%-1234 L6788 Open
BISBAV70510076(P0O] SPMA400-05-D-9413\2007FEB2 145W Oper
WE010J70460904[P0)] SPM750-00-D-9715\2007FEB?2 02QE Oper

Select Cancel Sort by: By Contract

Then access the Ship command from the main menu bar, which will bring up a list of the
items remaining to be shipped under the contract. A list of the contract items will be displayed
within the Draw from Contract Master dialog.
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Contract; [_DLA9S00-98-B-2001 Shipment Number  ghip Date; [99APROGE
Order: ship From: [ ]
Ship To: Code: [ | MarkFor Code: [ |

Item Quantity NSN Part Num Remains
4321-01-363-7832 3-5D913123
oooz2 L845-01-062-9559 012083-J 200.00
o003 8909-81-781-0123 TIE-00001 300.00
ooo4 5789-45-890-2345 W2-890-789 400.00
ooos 7H 9999-NC-B94-7R95 VE 012083~ L00.00
0006 9999-NC-B94-7596 VE o12011-L 600.00
ooo7 9992-00-234-2344 236h-25052 0.00
Select | Cancel | _ | Line-ltem Filter Sort ltems By:
Done | Help | Filter | CION | NSN | PN |

When this dialog is brought up for the first time, the shipment number and address blocks
will all be blank. Selecting the first item for shipment determines this information, which will be
filled in at that point. After selecting the first item, the list of items to ship may be reduced by
the actions of the Item Filter, which pares the list down to just those items with the same Ship-
From, Ship-To, and Mark-For addresses as the first item. Pressing the [Show All] button

turns the filter off.

The Item Filter excludes those items with zero units remaining to be shipped. Turning on
the ltem Filter before the first item is selected will reduce the list of items to just those

remaining to be shipped.

To select an item to ship, either double-click on the item or click the item once then use
the [Select] button. This will access the Line-ltem To Be Shipped dialog:
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Line-ltem To Be Shipped E

Contractt [ SAMPLE-98-B-TEST | Order: Do01
Item: [ oom ] | | | Include CLIN Heading
Exhibit: [ | FOB: | |
NSN: [4321-01-363-7832 |

Noun: Entenna Actuator Assembly

Part Num: [3-5D913123 |
Remaining: Price: 1922.1800

Quantity to Ship: _| Ship Zero Quantity

Ship UIDs From Database |

Enter Serial Numbers | _| Required

Ship To: NEO701 From: 87318
MarkFor. [

Receiving Officer

Ok
MNon-Milstrip %
TP 3 Rating DOAY —

ACR: AB
Help

Line Item to be Shipped dialog

NOTE: The first time you ship from a contract you may receive an error message stating
that the program cannot find the Shipment History file. This message can be ignored since
there is no history yet.
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A description of the selected item will be displayed by the Line Item To Be Shipped
dialog. The information displayed includes the item number, NSN, noun, part number, price
and the quantity remaining to be shipped. Enter the number of units to be sent in this
shipment in the Quantity to be Shipped field.

Serial numbers can be entered at this point, if known, by clicking on the [Edit Serial
Numbers] button. For more information, refer to the Serial Number Processing and Edit
Serial Number List sections. Serial numbers can be entered at this point, if known.

UIDs can be attached to the shipment by clicking the [Ship UIDs From Database]
button. For more information refer to the UID Processing section.

Press the [OKk] button to accept the item and include it in the shipment. Several things
will happen after the first item is selected. The Ship-From, Ship-To and Mark-For blocks will
be filled in and a shipment number will be proposed. The quantity selected for shipment will
appear in the Quantity column and the number in the Remains column will be decreased
accordingly.

Selecting the first item to ship may also reduce the number of items listed because doing
so turns on the Item Filter, which limits the list to just those items that could be on this same
shipper. Excluded are all items with a different Ship-From, Ship-To or Mark-For address, and
those with zero remaining quantity. This may inadvertently eliminate an item that should be
shipped, due to the way it appears on the Master. Pressing the [Show All] button will restore
the list to include all items.

Additional items may be selected for shipment by following the same procedure.
Pressing the [Done] button will cause DD-Master to generate the shipping document including
the selected items and copying all of the other blocks from the Master.
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Editing the Shipper (DD250)

Once each of the items to be shipped has been selected, DD-Master will generate the
shipping document and present it in the FormEditor. Here additional information not included
on the contract Master can be added, including new line items. Normally there should be little
need to make any corrections or additions to shipping documents.

Changes made to the shipper after its creation by DD-Master are reflected in the
contract’s shipment history. This allows the user to include any changes that may occur at the
last minute, such as those that may occur due to final inspection of the shipment. DD-Master
has the ability to review all of the shippers it has on file at any time to generate the most
accurate status possible.

=] mpt/DD W orkStation - Form Editor

Ext Pint Databases Edt Inset Seach Summary Options Tools Help

MATERIAL INSPECTION AND RECEIVING REPORT [ e

The image of the form displayed below is & facsimile of the actusl printed form. Some addition markings may been added to screen image in arder to
a5sist the user in the completion of the form. Likewise, some exdransous language may have been abhreviated or omitted for better readabilty

1 PROC INGTRIMFNT IDFH (CONTRACTY [romnFm o 6. INVOICE MOJDATE 7 PacE[OF 8. ACCEPT. POINT
DLA900-98-B-2001 R918

1 2 s

2. SHIPMENT NO. |3, DATE SHFFED 4. 5. DISCOUNT TERMS
s | Mis

MPP 8808 98JUL12E TCH HET 30 Days

9. PRIME CONTRACTOR cork | graqg 10. ADMINISTERED B <ok | gpsinn

DCASHMA - San Diego

Mil-Pac Technology 7675 Dagget Street, Suite 280/380
3914 Murphy Canyon Rd. san Diego, CA 92111-2241

San Diego, CA 92123 Tel # (619) 495-7401

11. SHIPPED FROM (if other than CODE I 87318 12 PANMENT WiILL BE MADE BY CODE I SO506A
MIL-PAC TEGCHMOLOGY DGASR  LA-CFHF

3914 MURPHY CAMYOH RD. P.0. Box 1912

SAN DIEGD, CA 92123 El Segundo, CA 90845-1812

13. SHIFFED TO CODE | N6 07 01 14, MARKED FOR CODE I
RECEIUING OFFICER RECEIVING OFFICER

NAUAL WEAPONS STATION HON-MILSTRIP

SEAL BEACH, CA 987u40-50808 TP 3 BATING DOA7

ACR: AB

Block 4:  Bill of Lading
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Printing

DD-Master documents can be printed on any Windows supported ink jet or laser printer.

With the Form-Specific Printer Configuration feature, each form may be automatically printed
to a designated printer or print tray.

For example, you may set your configuration to print all DD250s to the Bypass tray of

your HP LaserJet, at the same time having all SF1443s print to a legal size paper tray in a
Xerox printer.

Form-8pecific Printer Configuration

PC with
DD.Master, DD-FormStafon
or EDIForm

=
2AS

L..:q.
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Once you have printed a form, you may find it necessary to make an adjustment to the
positioning of the form on the paper.

The dialog box that is accessed with the Options>Form command in the FormEditor
will allow you to make any horizontal or vertical adjustments. Refer to the FormEditor Tutorial
section titled Form-Specific Printer Configuration for detailed information on this feature.

NOTE: The FormEditor is automatically activated whenever you open or edit a form.

Generating Reports

One of the most useful features of DD-Master is its ability to generate a number of
different contract history and status reports. DD-Master comes with a number of standard
reports that enable the user to track shipments and determine the status of contracts.

To print a report, open the contract, access the Report command from the main menu,
then select the report you wish to print. The following standard DD-Master reports are
currently supported:

Contract Status Report

The Contract Status Report summarizes what has been shipped to date and what
remains to be shipped. To print this report, use the Reports>Contract Status command from
the main menu while the contract is open. The Contract Status Report contains the following
information about each line item:

Contract Requirements
Units - total number of units to be shipped under the contract
Price - unit price of each item
Dollars - the extended amount for this line item

Shipped
Units - total number of units shipped so far
Dollars - the total dollar amount shipped for this item

Remaining
Units - total number of units remaining to be shipped
Dollars - the total dollar value for the remaining quantity of this item
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CONTRACT STATUS REPORT mpt/DD-Master
[CONTRACT NUMBER (PIIN) IORDER NUM (SPIIN) REPORT DATE SHIPMENTS | CONTRACT STATUS PAGE
DLA900-98-B-2001 R918 4/19/00-13:07:09 2 OPEN 1
ITEM CONTRACT REQUIREMENTS SHIPPED REMAINING
NUMBER UNITS PRICE DOLLARS UNITS DOLLARS UNITS DOLLARS
0001 100 1,922.18 192,218.00 52 99,953.36 48 92,264.64
0002 200 466.67 93,334.00 (] 0.00 200 93,334.00
0003 300 2,799.57 839,871.00 4 11,198.28 296 828,672.72
0004 400 3,695.50 1,478,200.00 15 55,432.50 385 1,422,767.50
0005 500 3,875.00 1,937,500.00 0 0.00 500 1,937,500.00
0006 600 2,389.00 1,433,400.00 0 0.00 600 1,433,400.00
0007 0 0.00 0.00 0 0.00 0 0.00
5,974,523.00 166,584.14 5,807,938.86

NOTE: The Contract Shipment Number Log, Open Items, and Contract Status reports
will be printed. At this time, they cannot be displayed on the screen.

Shipment Number Log

The Shipment Number Log provides a one-line summary of each shipment made
against a contract, sorted by shipment number. Use the Reports>Shipment Number Log
command from the main menu. The following is a description of the report columns:

Shipment: The shipment number as it appears on the shipper (or assigned by
user)

Date: The date of shipment, taken from the shipping document

Ship-To: The CAGE code of the address to which the shipment was made

Mark-For: The CAGE code of the entity/activity to which the shipment was
consigned

Transportation Control Number: The TCN or other applicable shipment tracking
number

Shipment Reference: A number assigned by the user to identify the shipment
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Open Items Report

The Open Items Report lists the line items remaining to be shipped on a contract. Use
the Reports>Open Items command from the main menu to access this report. The Open
Items Report is available in three different collating orders:

By Line Item (CLIN)
By National Stock Number (NSN)
By Part Number

Other standard reports will be added in future upgrades to this program, along with the

ability to export contract and shipment data in database formats compatible with popular off-
the-shelf report generators.

34



DD-Master REFERENCE

DD-Master Reference Section

Defining a Master Document

DD-Master supports a wide range of contracts, from those in which all shipments go to
the same location to those that have a multitude of different Ship-To, Mark-For and Ship-From
addresses. Line items can include large blocks of text for detailed descriptive information
such as certification language.

You may notice that the text in the examples appears in both upper and lowercase. DD-
Master allows you to enter it this way because most people find it easier to read. However,
you can make your shipping documents appear in all UPPERCASE by accessing the General
Configuration Options dialog. Go to Options>General, then check the [Force To All
Uppercase] option in the dialog.

Creating a Master Template

A Master Template can be created to save time and data entry by including information
that is consistently used on many DD250 contracts.

To create a Master Template, use the Access>Edit Template command from the Main
Menu. The following Confirmation dialog will be presented:

Confirm |

The Mazter Template can be uzed to simplify creation of new Contract M asters. Mew
bl azters can be generated from the Template.

Edit the Template?

Cancel |
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The first time this option is opened, there will not be an existing template. Therefore,
the following warning dialog will appear:
Confirm |

0 Could naot access template file: 'C:ADDMADM-D abahTemplate. FED',

Create new one?

1w |

Click [Yes] to create a new template. This will open the FormEditor, where a blank
DD250 document will be displayed, along with the Jump To Block dialog.

Notice that Block 1 displays the word, “TEMPLATE” and that Block 2 displays
*MASTER*. You can use the Jump To Block dialog to go directly to any block to enter
information for your template.

Enter information that will be consistent throughout most of the Master documents you
will use the template to create.

To enter Prime Contractor information, go to block 9, then enter the CAGE code for the
Prime Contractor. Enter the name and address in the main portion of the block. To add the
Prime Contractor CAGE code and address to the database, use the Ctrl>P command. Refer
to the section titled “Accessing and Building the CAGE Code Database” for more information
on this feature.

The Template can be edited at any time by first opening it using the Contract>Open
command. Select Template, then go to Master>Edit. Make the desired changes and save
changes when the document is closed.

Accessing and Building the CAGE Code Database

One of the features that DD-Master offers is an address database for each DD250
address block. The database is created as you enter information into a Master document.
Once the database is built, you can access the address for a specific CAGE code or DODAAC
within a block by entering the CAGE code or DODAAC then pressing <Ctrl-G>:
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I |
& Somy. Mo address stored for thiz block under code: '8T318"

Enter the addrezs. then <Chl-F to Put it into the database.

If there is no address specified for the CAGE code or DODAAC entered for this block,
you will see the above Warning dialog.

To add the address to the database, complete the name and address information in the
appropriate block, and then use the <Ctrl-P> command to add it to the database:

Confirmation E |

@ Saved address az 8T 318

After the address has been saved for the specified block, you will only need to enter the
CAGE code or DODAAC within that block then press <Ctrl-G> to have the name and address
automatically entered.

Single-Point Contracts

The simplest type of Master is for a Single-Point Contract, in which all shipments come
from one Ship-From point and share the same Ship-To and Mark-For addresses. In this case
the Master is completed just as it would if the entire contract were being delivered in a single
shipment. The Shipment Number and Date Shipped blocks will be filled in by DD-Master.
Other blocks that will change with each shipment can be left blank, and then completed when
the shipment is made.
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Stock/Part No. / Description

8470-00-141-0936
Field Service Kit
P/N: FSK-23-00723

with CFC-free materials and
processes
0018 8470-00-141-0443
Operators Manual
P/N: MAN-23-00553

12 EA

I
I
I
I
I
I
I
I
I
I
I
I $1,200
I

I

|
|
|
|
|
|
|
| This article was manufactured
|
|
|
|
|
|
|

| |
Figure 1. Basic Line Item

When a shipment is made, each of the blocks on the Master is copied to the new
document, along with the line items selected for that shipment. The next shipment number is
assigned and the current date is entered. Then the newly created form is presented to the
user to allow for entry of any additional information.

Line items for a Master typically appear as shown in the simple example above, with the
NSN on the first line, the Nomenclature (noun) on the next and the manufacturer's part
number on the third. However, the line item description is not limited to appearing in this
format; it can be any text that meets your contractual requirements.

The description of an item that is transferred to the shipping document is everything
starting from the first line of the item to the start of the next line item, as indicated by a new
line item number (CLIN) in the leftmost column. However, what is copied over is limited to the
description block (i.e. Block 16 on a DD250). Also note that the quantity, unit of issue and
price must appear on the same line as the CLIN.
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Multi-Point Contracts

In Single-Point Contracts, the Ship-From (S/F), Ship-To (S/T) and Mark-For (M/F)
address blocks transfer directly from the Master document to the shipper. A Multi-Point
Contract is one in which any one of these addresses is different on any shipment. The
specific addresses for a line item are identified by placing them in the line item description
anywhere after the NSN, Noun and Part Number lines. Any or all three of the addresses for
an item can be specified. The rule is that when a shipment is made, the addresses in the S/F,
S/T and M/F blocks are transferred from the Master to the new document unless a specific
address is defined for the item. The example below shows an item with a Ship-To address.

Stock/Part No. / Description

8470-00-141-0936
Field Service Kit
P/N: FSK-23-00723

| |
| I
| |
| |
| |
| |
| I
| @S/T: DAALO4-D6 |
| USA Materials Technology Lab |
| Arsenal Street |
| Watertown, MA 02172
| |
0018 | 8470-00-141-0443 |
| Operators Manual |
| P/N: MAN-23-00553 |
| @S/T: DAALO4-D6 |
| |

12

I
I
I
I
I
I
I
I
I
I
| EA
I

I

I

I

Figure 2. Items with individual Ship-To addresses

The example above shows two items that are both going to a location other than that
defined in the Ship-To block of the Master document. When these two items are drawn from
the Master, the address specified here will be used instead. Notice in the example that the
complete address is included only as part of item 0017. Item 0018 needs only to refer to it by
CAGE code, since it was already defined as part of item 0017. Ship-From and Mark-For
addresses are handled in exactly the same manner.
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Defining Addresses

The addresses transferred to shippers are taken from the Master document address
blocks, unless a specific address is identified for an item, in which case that address is
substituted. Addresses can be specified for the Ship-From (S/F), Ship-To (S/T) and Mark-For
(M/F) address blocks. Addresses are entered as part of the line item description in the format
shown below and in the example in Figure 2:

@A/B: CAGE Code
Address Line 1
Address Line 2
Address Line 3

where “@A/B” is one of the following codes identifying the address block:

@S/F: Ship From
@S/T: Ship To
@M/F: Mark For

The CAGE Code following the address block identifier is optional. If provided, it will be
placed into the appropriate part of the address block on the shipper. In cases where CAGE
codes are not used on the form, such as the DD1149, the CAGE code serves simply as an
identifier so other items can use it. If an address has no CAGE code you may leave it blank.
However, if you want to use such an address in another item, you will need to give it an
Internal CAGE code, as described below.

Internal Address Codes

In some cases you may need to create your own code for an address that does not
have one specified in the contract. This is often the case for Mark-For addresses on DD250
contracts. DD-Master allows you to create address codes which are for internal use only.
This allows you to identify an address so other items can share it, without the code being
transferred to the shipper.

Internal codes are created by placing an asterisk at the beginning of the code, as shown
in the following example.
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Stock/Part No. / Description

|
I
I
8470-00-141-0936 |
Field Service Kit |
P/N: FSK-23-00723 |
@sS/T: DAALO4-D6 |
@M/F: *0017 |
Receiving Officer |
MILSTRIP: V0469601850750XY |
I
0018 8470-00-141-0443 |
Operators Manual
P/N: MAN-23-00553 |
@M/F: *0017 |
|

12 EA

Figure 3. Items using Internal CAGE Codes.

In the example shown in Figure 3, the Mark-For address for item 0017 is given an
internal CAGE code; in this case it is the same as the item number. This is done so that the
address can be used for item 0018 without the need to re-enter it. The asterisk at the
beginning of the CAGE code denotes that the code is for internal use only. Such codes are
recognized only by DD-Master - they do not get transferred to shipping documents.

Another use for internal codes is to create variants of an address. In some cases an
address may appear in several variations in a contract, each having the same CAGE code
which must be included on the shipper as stated in the contract.

Item # | Stock/Part No. / Description Qty |Unit Amount

Item 0023

@M/F: DAAD05*0023
Lab Support Activity
Attn: STEAP-PR

0024

@M/F: DAADOS
Lab Support Ops
Attn: STEAP-PR

0025 Item 0025 12 EA $3,000

|
I
|
|
|
|
|
|
|
Item 0024 | 20
|
|
|
I
|
|
... |
@M/F: DAAD05*0023 |
|

I I
I I I
I I I
I I I
I I I
I I I
I I I
I I I
I I I
| EA | 300.00 | $6,000
I I I
I I I
I I I
I I I
I I I
I I I
I I I
| I I
I I I

Figure 4. Items using Internal Variant CAGE codes.

Figure 4 demonstrates the use of internal codes for identifying address variants. Item
0023 creates an internal variant of CAGE code DAADOQ5 by appending an internal identifier to
it with an asterisk. When this item is drawn only the part of the code up to the asterisk is
transferred to the shipper. Notice that item 0025 also uses this Mark-For address. The code
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for item 0024 was entered normally, because it was the most prevalent use of the address. In
all three cases, the CAGE transferred to the shipper will be the exact same “DAADO05” code.

Named Text Blocks

Each line item description in a Master document can include descriptive text beyond the
standard NSN, Noun and Part Number. This text, placed in the description block, can include
up to 64,000 characters of text. Text blocks which are used for more than one item can be
given a name, and then used for other items by referring to that identifier.

Stock/Part No. / Description

Qty |Unit | Price

8470-00-141-0443
Operators Manual
P/N: MAN-23-00553

QTEXT: CFC-Free
This article was manufactured with
CFC-free materials and processes.
0044 8470-00-141-0778
System 43 Cable Set
P/N: MAN-23-00635

10

@TEXT: Recyc-Pkg
Packaging is certified to include a
minimum of 50% post-consumer recycled
material.
0045 8470-00-141-0936
Field Service Kit
P/N: FSK-23-00723

12

This article conforms in all respects to
the following contract clauses:
QINCLUDE: CFC-Free

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
@INCLUDE: Recyc-Pkg

|
Figure 5. Definition and use of named text blocks.

The example in Figure 5 shows how to share text blocks by giving them names. Items
0043 and 0044 define a small block of text included after the description. The line above the
text, e.g. “@TEXT: CFC-Free” assigns an identifier to the text block so that it can be used
by other items. This identification line is removed when the items are transferred to the
shipping document.
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Item 0045 shows how a named text block is used.

It includes both of the text blocks

created in items 0043 and 0044, following a section of unnamed text. When the item is drawn

it would appear as follows:

0045 8470-00-141-0936
Field Service Kit

P/N: FSK-23-00723

This article conforms in all respects to
the following contract clauses:
This article was manufactured with CFC-
free materials and processes.

Packaging is certified to include a
minimum of 50% post-consumer recycled
material.

Figure 6. Example of text blocks after processing.

Named text blocks can appear anywhere in the Master document, before or after items
that use them. More than one text block can be defined in an item. Each is simply preceded

by its own “@TEXT: Text-ID” identification line.

Text blocks can also be defined as a group at the very end of the Master document as
shown below in Figure 7. The first one must be preceded by the “@DEFINITIONS” operator

so as to separate them from the last item.

Stock/Part No. / Description

8470-00-141-0443
Operators Manual
P/N: MAN-23-00553
QINCLUDE: CFC-Free

@DEFINITIONS

@TEXT: Recyc-Pkg
Packaging is certified to include a
minimum of 50% post-consumer recycled
material.

QTEXT: CFC-Free
This article was manufactured with
CFC-free materials and processes.

|Unit

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

Price

Figure 7. Definition of text blocks following last item.
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Importing a DD-FormStation Document

To create a new Master from an existing DD-FormStation document, start by selecting
the Contract>New command on the main menu. Then select Import from DD-FormStation
from the menu and press [OKk].

An Import Contract Master dialog will be presented with a list of the DD-FormStation
document files found in the DD-Master In-Box directory. If the file to be imported is not there,
use the browse feature in the dialog to locate the correct one. Since it can be difficult to
identify DD-FormStation documents by their filenames, it may be best to start by using the
DD-FormStation to first locate the document and look at its Document Details dialog. The
name of the file will be shown in the Doc File field. From DD-FormStation, the file can be
exported to the DD-Master In-Box, a common network directory, or to a floppy disk for
importing into DD-Master.

Import Contract Master EH |

File name: Folders:
= fed | c\ddm
Cancel |
sample_fed - £ et -
{23 ddm Network._. |
[C7 data
[ dm-data
[C in-box
Lizt hiles of type: Dnves:
Form5tation Files[*.fed] j I = o j

Once a document file has been selected, DD-Master will open it and display the
document’s Contract and Order numbers as well as the type of form it is. If this is the desired
document, press [Ok] to accept it. If not, pressing the [Browse] button will allow you to look
at another file.

If the import file is accepted, the Add New Contract dialog will be presented, with the
Contract and Order Numbers and the Form Type of the import form. Generally speaking,
these two numbers will be the PIIN and SPIIN of a contract. However, these two numbers can
be whatever you want to use to identify the contract, such as a subcontract or purchase order
number. The Contract Number is limited to 25 characters and the Order Number to 10
characters. DD-Master will check to see that the Contract and Order number are not already
in the system. If they are, you must either delete the pre-existing contract, or change the way
the imported one is stored by altering its Contract or Order Number.

Once the imported file has been logged into the system, it may be viewed by using the
Master>View menu command.
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Importing a Contract in Plain-Text Format

Master Documents may be imported in plain-text files using the M12 format. This allows
contract data contained in other business and manufacturing systems to be downloaded into
the DD-Master. Refer to the M12 File Specification section for information on creating these
files.

To create a new Master from a plain text file, start by using the Contract>New
command on the main menu. Then select Import Master From: Text File [M12] from the
Create New Contract Master dialog and press [OKk].

Import Contract Master EH |

File name: Folders:
~m12 | c\ddm

= e -

%ddm Network._.
data

[ dm-data

[C in-box

Cancel

Pl

Lizt hiles of type: Dnves:
Import Files(*M12) | |2« =]

An Import Contract Master dialog will be presented with a list of the M12 files in the DD-
Master In-Box directory. If the file to be imported is not there, use the browse feature in the
dialog to locate the correct one. Once an import file has been selected, DD-Master will open it
and display the document’s Contract and Order numbers as well as the type of form it is. If
this is the desired document, press [Ok] to accept it. If not, pressing the [Browse] button will
allow you to look at another file.

If the import file is accepted, the Add New Contract dialog will be presented with the
Contract and Order Numbers and the Form Type of the import form. Generally speaking,
these two numbers will be the PIIN and SPIIN of a contract. However, these two numbers can
be whatever you want to use to identify the contract, such as a subcontract or purchase order
number. The Contract Number is limited to 25 characters and the Order Number to 10
characters. DD-Master will check to see that the Contract and Order number are not already
in the system. If they are, you must either delete the pre-existing contract, or change the way
the imported one is stored by altering its Contract or Order Number.

Once the imported file has been logged into the system, it may be viewed by using the
Master>View menu command.
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Serial Number Processing
Serial numbers can be incorporated into shipping documents at four distinct stages
during document preparation, depending on at what point they are available to the user:

Entered on Master. In the rare cases where the serial numbers are predetermined,
they can be entered into the Master.

During Shipment Draw. Pressing the [Edit Serial Numbers] button when drawing
an item will present the Edit Serial Number List dialog into which the
numbers can be entered. Lists can be entered manually or pasted from
another application via the cut and paste Windows command. To help
ensure accuracy, the list of serial numbers is counted and compared with
the quantity to ship. If a quantity has not yet been entered, the serial
number count will be entered automatically.

Included from a File. This is method allows large numbers of serial numbers to be
imported during the shipment draw process. This is particularly useful
when the serial numbers come from sources such as barcode scanners or
QA databases.

Entered into Document. Serial numbers can be entered into the shipping
document if not known at the time it is drawn from the Master.

Edit Serial MNumber List
ltem Description

[ ooo1 | [Antenna Actuator Assembly |

Item Quantity: | 12

Serial Numbers Number in List: | 12

9RA98044, JRA98049, IRAIB053 ﬂ
9RA98052 thru 9RAI8057, 9RA98063,
9RA98066, IRAIBO6Y

Cancel

Help

Count

Expand

g

shrink

- |

7 I

A contract Master does not require any special setup to allow serial numbers to be
entered during the draw process. DD-Master will place them immediately following the line
item description, below the part number line. However, placing the label “S/N:” on a line by
itself in the line item description will do two things: 1) It will allow the user to control where the
serial numbers are placed in the line item when it is created, and 2) it will also prompt DD-
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Master to remind the user that serial numbers are required. If they are not entered at this
point, the “S/N:” label will be transferred to the shipping document as a further reminder that
serial numbers should be entered for the item.

Serial Number Lists

DD-Master can handle lists of serial numbers that appear individually in any order and
may include ranges of numbers. They are entered into the Edit Serial Number List dialog
when an item is selected for shipment, by pressing the [Edit Serial Numbers] button found on
the Line Item To Ship dialog. Individual numbers can be separated by spaces, commas or
placed on individual lines.

Ranges of serial numbers are separated by either a dash or the word “thru” with a space
on either side. Examples of acceptable styles of serial numbers in a list are:

WDG01018, WDG01019 WDG01022
WDG01025

WDG01026, WDG01029 - WDG01035
WDG01044 thru WDG01049

Lists can be entered in any desired order and will be transferred to the shipper in the
order entered. DD-Master will place them as compactly as possible into the shipper,
separated by commas. The list processor will count the items in the list and warn the user if it
does not match the quantity to be shipped.

Ranges of serial numbers can be properly interpreted and counted as long as they meet
two criteria. They must be no more than twenty-five (25) characters in length, and the
incremented part must be at the end of the string. The remainder can be composed of any
other characters. For example: WIDGET030018; 351-135155; A-020535; 01-BETA-01235.
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Reviewing Past Shipments

Shipping documents created by DD-Master are saved until the contract is closed. Once
the contract is closed, they are archived off of the system. Using the Review command on the
main menu can retrieve previous shipments. If the desired contract is not already open, this
must be done first using the Contract>0Open command.

Retrieve Shipment |

Reference Number: | |
Contract: [DLA900-98-B-2001 |
Order: [B918

Shipment Number

MPTOOD2

Select

Close

Help

* = Preliminary Shipper

The Review command brings up a list of the shipments made against the contract.
Simply choose the one you want and either double-click on it or press the [Select] button.
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The Review Shipping Document dialog will be displayed. From there the shipping
document can be viewed, edited, printed, exported or used to generate barcode labels or EDI
transactions.

Review Shipping Document H
Contract; | SAMPLE-98-B-TEST | Shipment Number Doc-File: AD110001
Order: ‘ MPT0001 Ship Date: | 9BJUNZ3E

Address Codes

| Ship To: 7GA73 Mark For: 7GA73 Ship From: 81318
Help

Shipping Document Generate ... Wide Area Workflow
view  Edit | Data Export | Validate |
Print | Barcode Labels | Submit |
Delete | Address Labels |
Copy | Mil-Std Pkging | | - Close |

Multi-User Capability

DD-Master's modular design allows its various functions to be performed by different
people sharing the information in the contract database. One person can develop and
maintain contract Masters while others ship from them, and still others generate reports on
demand. Its design will also allow DD-Master to limit the functions that individual users are
allowed to perform in order to maintain tighter control over contract shipments.

Shipping data and documents can be shared with other systems for purposes such as
barcode labeling and updating contract and accounting databases. DD-Master has built-in
linkages for easy generation of plain-text export files and EDI transaction files. Documents
can be shared directly with DD-Master and DD-FormStation and can automate barcode label
generation by connecting with Mil-Pac’s Std-Barc Mil-Std 129 barcoding system.
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Sharing Documents with Others

The data contained in DD-Master documents such as DD250s can be shared with other
external systems. This data can be used to create barcode labels, advise accounts
receivables systems, and update databases. DD-Master has built-in linkages for easy
generation of plain-text export files, EDI transaction files and Mil-Std 129 barcode labels.
Buttons for these functions are found on the Review Shipping Document dialog.

DD-Master uses plain-text files to supply other applications with data from documents
created by it. The M12 export file is a plain unformatted text file using field names to delimit
the data. Refer to the M12 File Specification for a description of the file format. Other export
formats may be available; contact Mil-Pac Technical Assistance for information.

The first step in exporting data is to determine a network directory that is accessible to
DD-Master and each of the applications that might use the data. Enter this location into the
Direct Method Path and set the Format to “Plain-Text File”.

Next, determine if document passing will occur manually (by clicking on a dialog button)
or automatically whenever a document is changed. Automatic exporting is enabled within the
Document Export Configuration dialog.

Should you choose to export documents manually, use the [Data Export] button on the
Review Shipping Document dialog to export the currently selected document:

Review 5hipping Document E
Contract | SAMPLE-98-B-TEST | Shipment Number Doc-File: AD110001
Order: ‘ MPT0001 Ship Date: | 98JUN23E

Address Codes

| Ship To: fG473 Mark For: fG473 Ship From: 8T318
Help

Shipping Document Generate ... Wide Area Workflow
view / Edit | Data Export | Validate |
Print | Barcode Labels | Submit |
Delete | Address Labels |
Copy | Mil-Std Pkging | | Close
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The Document Export Confirmation dialog will be presented so the destination and format
of the export file can be modified or simply confirmed:

Document Export Configuration H |

CAEDiForm
CAEDiFormiin-Box

o
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Guide to DD-Master Menus & Dialogs

Create New Contract

Create New Contract Master H

Master Document Source

* ECreate New Master [blank furm]é

~ Use Master Template

-~ Copy Existing Master
Import Master From:
~ EormStation
* Text File (M12]

v| Update Existing Masters
> dasieddiriier

0Ok Cancel Help

Space Available: 2596 contracts

After selecting the Contract>New command on the main menu, the Create New
Contract Master dialog will be presented. From here, choose one of the following methods for
creating a new Master:

Create New Master: Allows the user to create a Master from a blank form.

Use Master Template: Creates a new Master from the Master Template. Refer to
the section titled “Creating a Master Template” for instructions on how to
create a Master Template.

Copy Existing Master: Allows the user to copy an existing Master to create a new
Contract Master.
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Import From:

DD-FormStation - Imports a Master from an existing DD-FormStation form:

Import Contract Master

File name: Folders:
* fed c:\ddm
sample.fed - £ e -
£3 ddm
[ data
[ dm-data
1 in-box
Lizt files of type: Drives:
Form5Station Files[=.fed] j I = o j

HE|

Cancel

Metwork._.

il

Text File (M12) - Creates a new Master from a text file that is in M12 format:

Import Contract Master EH |

File name:

*ml2

Folders:
c:\ddm

Lizt hiles of type:

e

=5 ddm

[C7 data
[ dm-data

[C in-box

Dnves:

Import Filez[=M12]

1

=

IIQ-:::

Cancel

Pl

Hetwork._.
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Add New Contract

Once you have chosen the document source from the Create New Contract Master
dialog, the Add New Contract dialog is presented. This is the point where a new contract is
logged into the system and given a unique identifier by the user.

Add New Contract E
Reference
Number:
Contract:
Order: [ SPIN ]
Form: [WAZ250
Ok Cancel Help
Dialog Fields

Reference Number is an internal number that would be helpful in locating a
particular DD250. Sometimes DD-Master users use a sales order number or
commonly-understood contract name.

Contract Number is the identifier by which a contract is stored. For DD250s this
number is associated with the contract’s PIIN (block 1). However, this can be
whatever you want to use to identify the contract, such as a subcontract or
purchase order number. The Contract Number is limited to 25 characters.

Order Number is a supplementary identifier of the Contract Number, identifying a
unique instance of the contract. For DD250s this number is generally the
delivery order number, associated with the SPIIN (block 1). The Order Number
is limited to 10 characters. This field is optional.

Form Type indicates the type of form, such as DD250 or DD1149, to use when
creating shipping documents.
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Open Contract Master
After selecting the Contract>Open command on the main menu, the Select Contract

dialog will be presented. From here, choose one of the existing contracts to open by either
double-clicking the contract or clicking once to highlight and then clicking the [Select] button:

Select Contract E

DD-Master Contracts

Reference Num Contract Order Shipments Status
= SAMPLE-98-B-TEST D001 11 Open B
89x1234-0231 DLAS00-89-X-1234 5678 Open

Cancel Sort by: By Contract

Note that you can change the sort order by clicking the button beside the words “Sort

by”.
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Contract Status Panel

Once you create a new contract or open an existing contract, DD-Master displays the
Contract Status Panel. The Contract Status Panel provides information about the contract and
makes available more main menu options necessary to manage the contract and shipments.

I mpt/DD-Master: Shipping Document Generator

Exit Access Conkract Master Ship Review Reports  Options

Reference Number Contract Status Panel

[ 50 13456 |

Contract Order Prefi=:  AO1

[ SAMPLE-98-B-TEST | [ oo ] Form: YYA250

shipments to date. Contract Status Options _| Mil-5td Pkging

Last Shipment: MPTOOD1
Notes

Date of first: | 98JUN2Z3E ‘% Open v| Include Prices | < MS-2073-1C

Date of last: 98JUNZ3E > Closed v| Est. Ship Dates > MS-2073-1D

> On Hold _| 4% Mil-Dates  MS-2073-2C
— ; v| Uppercase _| Mil-P-116
III preliminary shipper(s]. _| validate Master | MilFB-117

|-

2 shipping document(s] .

Help

Reference Fields

Reference Number, Contract Number, Order, and Form fields show the

data entered when the Contract was created.

Prefix is a sequential counter that DD-Master uses to distinguish shipment files from
different contracts. This information is useful when seeking technical support

from Mil-Pac Technology, but is not required for day-to-day operations.

Shipments to date is the number of shipments that have been made against this

contract.

Date of first and Date of last the dates of the earliest and latest shipments that

have been made.

Last Shipment is the shipment number of the latest shipment made.
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Preliminary shipper(s) indicates how many Preliminary Shippers currently exist
for this contract.

Contract Status indicates the current contract status.

Include Prices determines if unit and extended prices of items will be transferred to
shipping documents drawn from the Master. This allows pricing information to be
included with the Master for reporting purposes, without revealing it on shipping
documents.

Est. Ship Dates appends an ‘E’ to the Ship-Date field of shipping documents where
applicable.

4Y Mil Dates uses four digits for the year on military style dates, e.g. 2000JANO1.
Uppercase forces all documents to uppercase.

Validate Master - Determines if the Master is properly formatted, to ensure that it
can be used as a source for shipping and/or reporting.

Mil-Std Pkging - enables Mil-Std-2073 packaging support for the contract.
MS-207 3-xx fields determine the version of Mil-Std 2073 that is referenced.

Notes button and field allow users to add free-text notes to the contract.

Draw from Contract Master

The Draw from Contract Master dialog allows the user to create shipping documents for
the currently open contract. The Master document for the contract is used as a template. To
open a contract, use the Contract>Open command from the main menu. For instructions on
how to create a Master document, please refer to the Creating a Master Document chapter in
the DD-Master Tutorial section.
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Draw from Contract Master n

Contract. [ SAMPLE-98-B-TEST Shipment Number  ghip Date: | 08MAYD2E
Order: | Ship From: [

Ship To: Code: Mark For: Code:

Item Quantity NSN Part Num Hemains
ool 0.00 4321-01-363-7832 3-5D913123 40.00 B

oooz 0.00 5845-01-062-9559 012083-J 197.00
0003 0.00 8909-81-781-0123 TIE-00001 300.00
ooo4 0.00 5789-45-890-2345 W2-890-789 400.00
0005 0.00 7H9999-NC-B94-7595VE 012083-J 500.00
ooos 0.00 9999-NC-B94-7596 VE 012011-L 600.00
ooo7 0.00 9992-00-234-2344 235b-25552 0.00

Select | Cancel ‘ _| Line-ltem Filter Sort tems By:
Done | Hep | Fitter | | msn | en |

When the dialog is accessed, some of the fields such as the shipment number and
address blocks will be blank. Selecting the first item for shipment determines this information,
which will be filled in at that point. After selecting the first item, the list of items to ship may be
reduced by the actions of the Item Filter, which pares the list down to just those items with the
same Ship-From, Ship-To, and Mark-For addresses as the first item. Pressing the [Show All]
button (the [Filter] button changes to read [Show All] when it is clicked on) turns the filter off.

The Item Filter excludes those items with zero remaining units to be shipped. Pressing
the [Filter] button to activate it before the first item is selected will reduce the list of items to
just those remaining to be shipped.

Reference Fields
The following fields display information about the shipment. None of them can be
changed directly.

Contract & Order numbers refer to the identification given to the contract when it was
established in DD-Master. Generally speaking, these will correspond to the
PIIN and SPIIN found on the shipper.

Shipment Number is the sequential number proposed for this document. It is assigned
based on the Ship-From address of the first item selected for shipment. This
field cannot be changed, but before the shipping document is created the user
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will be prompted to confirm or modify the shipment number by the Confirm
Shipment Number prompt.

Doc File is the filename that the document is stored as. The file’'s extension, “.FED”, is
not shown. The document can be found in the Data Directory defined in
General Configuration Options. This field will be empty initially.

Ship From is the CAGE code of the address from which the shipment shall originate.

Ship To Code is the CAGE code of the address to which the shipment will be
addressed.

Mark For Code is the CAGE code of the individual or activity to which the shipment will
be consigned.

Item Filter indicates that the Item Filter is active. It can be turned on and off by
pressing the [Item Filter / Show All] button.

Dialog Fields

Ship Date is the shipping date proposed for this shipment. It defaults to the current
system date, but can be changed now, or after the shipping document is
created. The use of 4-digit years and