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                                                                                                      LRL Reverse Post Procedures

The process of a reverse post is to correct input errors in ALMSS.  These errors include, but are not limited to; incorrect item number, quantity, document number, location, suffix, signal code, unit of issue, condition codes, etc.

1.  RESPONSIBILITIES AND PROCEDURES:

1.1. The Item Managers will determine if a reverse post is required to correct the input error.  The following actions will take place:

a. Complete the reverse post form located on “M”, common, LRL, REVPST, revpst1.doc.

b. The form is fairly self-explanatory, however, if your error was created out of your CREP account, put “yes” (using the drop down box) next to CREP and you must include the six position SRAN for the contractor of the CREP account. This will alert document control as to what records to make the correction. If your error was in the LR warehouse leave the CREP field blank.

c. Using the headings in the next section input the sequence of events for your reverse post action. Remember the first transaction listed, should be the last input to be corrected. Example; if you processed a requisition that produced three shipments on suffixes A, B and C, you would list the C suffix first and then B and A. Or if you processed a CREP receipt that produced a shipment, list the shipment first and then the receipt.

d. Provide a detailed reason as to the cause of the reverse post action and include corrective action after reverse post is complete.

e. Sign the reverse post as the requester (if you are the material manager leave this field blank)

f. Obtain warehouse supervisor’s signature of reverse post action. This action is required to make sure the warehouse is notified that an item that may have shipped is now being reversed. 

g. Obtain signature from LRLM, Policy and Procedures personnel (Beverly Cartwright, MSgt Harris or MSgt Oliver). LRLM will review your reverse post to ensure this is the correct action to correct your error. We will make sure your form is competed correctly and corrective action is accurately annotated.
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h. Forward reverse post form as well as copies of appropriate document copies to document control for processing.

i. Document control will process reverse post and any required post-post actions.   

j. If reverse posting a shipment and the shipment is to be reprocessed the Item Manager MUST provide Document Control or Transportation with the transportation data (AS1) to clear the shipment suspense after reshipping.  If the shipment is being reprocessed as a post-post, Document Control must be given this data.  If a reshipment is accomplished, Transportation must be given the data.  The best way to accomplish this is by going to the Shipping Data Interrogation screen (6-3) and performing a screen print, which reflects the data.  In those rare occasions where the transportation data has been archived coordination with Transportation must be accomplished.  

   1.2. The RVP processor will perform the following actions:

a. Ensure copies of all documents (SHP, REC, A5x, A2x, etc.) that require reverse posting are attached to the RVP form. If copies are not attached return form to requestor.

b. Determine whether transactions being reverse posted are from the LR warehouse balance or the contractor CREP balance and confirm with requestor. If RVP is from the CREP balance make sure EY SRAN is entered on RVP form.  

c. Verify appropriate signatures and adequate justification are documented on RVP form. Confirm with requestor what is actually being reverse posted to ensure no additional transactions were omitted. 

d. Process subsequent reverse post transaction(s) through the Automated Logistics Management Support System (ALMSS) using screens, 8, option (1) Receipts or (2) Shipments. 

e. Process any required post-post transactions associated with the reverse post then notify requestor via email or phone when RVP is completed. If post-post is performed, an Auditable Document Number (ADN) is generated and needs to be cleared from ALMSS. Use the screen12, 1 and 2 screens on (ALMSS) and input the document number to reference the corresponding ADN to clear.  "If the ADN is not cleared after the post-post function is performed, there is no other trail or output document generated that will clear this ADN."  The ADN could be easily forgotten and not cleared if left to do at a later time.
f. Annotate reverse posted transaction(s) on the RVP excel spreadsheet. 
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g. Obtain copies of reverse post output document(s) from the computer room and staple to reverse post form.

h. Make required copies of reverse post form if multiple reverse post transactions were processed.
i. Forward reverse post package that includes, reverse post form, copies of original documents, and copies of reverse post output document(s) to the document control office for scanning and ADN clearing.

   1.3.  Document control office manager will:

a. Verify all required document(s) are attached to the reverse post form as stated above. If any documents are determined to be missing from RVP package, the 

office manager will coordinate with the RVP processor to obtain omitted document(s).

b. If package is complete, separate and sort all documentation then proceed to scan all attached documents (to include RVP form) through the automated document control system and clear the transactions out of ALMSS. 

c. File hard copies of all documentation externally using the document processed date and maintain those documents for one year.

OPR:  WR-ALC/LRLM (MSgt Warren Oliver)



    Page 3 of: 3

