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Created to assist
Agencies as they work
toward completing the

Annual Inventory

process.
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Need Assistance?

LEA Guidebook

Contact your
State Coordinator
If you have any questions!

Find your State Coordinator’s
Contact Information at:

https://www.dla.mil/Disposition-Services/Offers/Law-
Enforcement/State-Coordinators/
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https://www.dla.mil/Disposition-Services/Offers/Law-Enforcement/State-Coordinators/

VERY IMPORTANT! STOP AND READ THIS!

LEA Guidebook

If an item is lost and cannot be located,
please do not certify the item.

DO NOT certify a property item if you do not have
PHYSICAL possession of it.

If the property item cannot be located, contact your State
Coordinator immediately to receive further guidance concerning

the property loss reporting process.

Please continue to electronically certify the rest of your property
items that you have physically verified.
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Definitions
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 Annual Certification — Each State and Law Enforcement Agency (LEA) is
required to conduct an annual inventory physically on all equipment
obtained through the LESO Program. The Annual Inventory begins 1 July
each year. Consult your State Coordinator for your State’s internal due
date.

 Controlled Equipment — As defined in your State Plan of Operation,
equipment obtained through the LESO Program with a Demil code of B, C,
D, E, F, G and Q3. This equipment will remain in assigned status for the
entire time that the LEA has the equipment. LEAs must use adequate
security and accountability measures for all controlled equipment. Demil
code A and Q6 equipment is conditionally transferred to the LEA and will be
controlled for one year from the ship date. The LEA must account for this
equipment for one inventory cycle, and after one year the equipment will
systematically be placed in a closed status on the LEA inventory.
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Definitions
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« FEPMIS — Federal Excess Property Management Information
System. FEPMIS is used to provide accountability and management
of controlled equipment which is conditionally transferred to LEAS
participating in the LESO Program.

 Modify — The process by which an LEA and State Coordinator can
update item attributes or transfer items from LEA-to-LEA within the

State.

o Partial Receipt — Completed when an LEA receives less than the full
guantity of an item they were originally approved for. Supporting
documentation is helpful to the LESO for partial receipts (i.e. email
from the DLA Disposition Services site the items were shipped from).
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o Split — The process by which an LEA and/or State Coordinator can
separate one or more items from the total quantity of a parent record
Into two or more separate records within LESO FEPMIS. The split
functionality is found within the modify queue in LESO FEPMIS.

e Supply Condition Code (CC) — Used to classify material in terms of
readiness for issue and use or to identify action underway to change
the status of material. Basically, CC — A is “Brand new in the box”,
while CC — H is “Not Serviceable for any use”.

o Zero Receipt — This type of receipt is completed when an LEA does
not receive any of the equipment they were originally approved for.
Supporting documentation is required by the LESO before the zero
receipt will be approved.
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Sign-In to FEPMIS
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To perform the LESO Annual Inventory, all Users must
have Accounts In
“Login.goVv”, “INAP”, and “FEPMIS”.

If you do not have all necessary Accounts, you MUST
create Accounts Iin the required systems before
proceeding with the LESO Annual Inventory guide.

Contact your State Coordinator to obtain any required
Account Creation guides.
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Starting the LESO Annual Inventory
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If logged on
correctly, the User’s
Name should
appear in the upper
right corner.

All active LEASs are required to complete the Station Verification page.
The user will be brought to the LESO FEPMIS page.
Select LESO Inventory in the menu on the left.
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The LEA Training Guidebook is available in the
LESO Inventory module.

Select the Training Guide button at the top of the screen.
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LESO Annual Inventory Guidebooks

LEA Guidebook

e
N

Select the LEA Training Guidebook, highlighted in blue.

If prompted, select Open in the Downloads window.
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Certifying Station Verification
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If not already pre-populated,
complete the drop-downs and find your station.

Select the Submit button to begin the certification process.
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Certifying Station Verification
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- The top
portion of the
Station
Verification
screen is
[ ] currently being
displayed.

\

Ensure all Station information on this page is accurate.
If any information is inaccurate, select the NO button.
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Certifying Station Verification
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If the Station User selects NO, indicating their Station Information is not accurate,
they will get a pop-up message on their screen. This will not prevent them from continuing
with their Annual Inventory Certification. Click the OK button.
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Certifying Station Verification
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If the Station User selected NO, indicating their Station Information is not accurate, all active
FEPMIS Users for the Station and State will receive an email notification indicating they need
to submit a new Application for Participation to update the inaccurate information.
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Certifying Station Verification
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\ The bottom portion of the J
Station Verification screen is
[ ] currently being displayed.

After reviewing station information, review the Certification Statements
and ensure all boxes have a check mark.

Click Verify and Submit to complete the Station Verification process.
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Pending Receipts
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If the LEA has pending receipts, the user will be taken to the Property Receipt page. If
there are no pending receipts, continue to the next slide.

To complete any pending receipts, follow the receipt process outlined in the Receipt
Guide on the LESO website:
https://www.dla.mil/Portals/104/Documents/DispositionServices/LESO/ReceiptingforProp

erty.pdf

PEOPLE Y PRECISION % POSTURE % PARTNERSHIPS WARFIGHTER ALWAYS



https://www.dla.mil/Portals/104/Documents/DispositionServices/LESO/ReceiptingforProperty.pdf
https://www.dla.mil/Portals/104/Documents/DispositionServices/LESO/ReceiptingforProperty.pdf

Physical Verification and Certification of Property

LEA Guidebook

N

When all pending receipts are completed, the system provides a message that there are
no items available for receipt.
Select LESO Inventory in the menu on the left to proceed to Property Certification.
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Physical Verification and Certification of Property
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If not already pre-populated, complete the drop-downs
to find your station.
Select the Submit button to begin the Property
Certification process.
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VERY IMPORTANT! STOP AND READ THIS!

LEA Guidebook

This is a PHYSICAL Inventory.

If an item Is lost and
cannot be located,
please do not certify the item.

DO NOT certify a property item if you do not have
PHYSICAL possession of it.

If the property item cannot be located, contact your State
Coordinator immediately to receive further guidance concerning
the property loss reporting process.

Please continue to electronically certify the rest of your property
items that you have physically verified.
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Physical Verification and Certification of Property
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All the property requiring Certification will show here.
Notice the column titled ‘Inventoried’. Y =Yes and N = No.
If the property still needs to be certified, you will see an ‘N’ in this column.
Select the Certify button for each property number to proceed with Certification.
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Physical Verification and Certification of Property
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Physically verify all information against the
property itself, to include the QUANTITY and
SERIAL NUMBER.

If the item is photo required, verify the photo
_ shows an updated/accurate version of the item. If
photo is accurate, check the boxes and select the
Submit button.

If photos are outdated or do not represent the
property, select the Cancel button and upload
current photos using the Modify module.

VI_LEA certify the aforementioned property is present and accounted for O n C e C u rrent p h Oto S are u p I O ad ed ] ret u rn to L ESO
e e e e e e e 2 INVeNtory to complete the Certification process.

O I'\/I_LEA certify that attached image(s) are current

p— gu—
(o
c

LESO Ceriification Search | LESO Certification Search Results | Certify,
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Physical Verification and Certification of Property
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Continue the process on the previous slides to Certify the entire inventory.
Please ensure all the information is accurate for each item.

New sort features added to assist with the property certification process.
User can select the new Certify Next Property button to proceed to next item.
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Decertifying Property
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\

If property is Certified in error, click the Decertify button to bring
the property back into a status requiring Certification.

If the property has not been Certified yet, the Decertify button will
be greyed out and will not be clickable.
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Decertifying Property
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g

After clicking the Decertify button, the user will be taken to the Property
Decertification Confirmation page.

Press the Proceed button to continue with Decertification.
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If the user selected the Proceed button, they will be taken back to their
Property Certification list and the Certify button will now be clickable again.

If an LEA has Certified all their property and received the “Inventory
Completed” message, they will not be able to Decertify any property.
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Inventory Completion
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Once the LEA’s entire inventory has been electronically certified this screen will
appear showing Fiscal Year, Station Name, Inventory Totals and Station Verification
Statements that were certified during the annual inventory certification.
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Need Assistance?

LEA Guidebook

Contact your
State Coordinator
If you have any guestions!

Find your State Coordinator’s
Contact Information at:

https://www.dla.mil/Disposition-Services/Offers/Law-
Enforcement/State-Coordinators/
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