INVENTORY ANALYSIS SPREADSHEET TOOL USER GUIDE

The Inventory Analysis Spreadsheet Tool (IAST) is designed to help improve and maintain Inventory Accuracy.  The program is an Excel-based application that will record inputs, perform statistical operations, and ultimately output displays and charts that help to identify potential problem areas.  This user guide is intended to get you up and operational on the Inventory Analysis Spreadsheet Tool.  The User Guide is a simple breakdown of the steps required to begin using the program and instructions for future use.  Prior to using the IAST, it is recommended that the user review the information in Section 6.6 of the NAVSUP P-724.  The NAVSUP P-724 and the IAST are available at https://nalc.navy.mil.

If you are a designated SPC Sampling Activity a copy of the IAST should be submitted to IAOfficer@nalc.navy.mil by the 5th of each month.

*Note: If an error is made in the input of the fields, hit Control “z”.

**Note:  If you click the button to return to the Main Menu, or any other button, and it does not work, click a cell other than the one that you just entered information in.  

To Download IAST:

1. From NALC main page, click on IA Sampling

2. Right click on   Inventory Analysis Spreadsheet Tool   to download the program.

3. Select “Save Target As…”

4. Choose the location to save the file.  Save the file under the name “Inventory Analysis Spreadsheet Tool (******).xls”,   where ******  is your UIC. 

Note: It is very important that the spreadsheet is saved using this name, NALC is creating a roll up spreadsheet and it will only work if all spreadsheets are saved in the same format.   Thanks.

Initial Use Instructions:  These steps are for the first time the spreadsheet is used.  After the initial use follow steps under Weekly Entry Instructions.

1. Open the Inventory Analysis Spreadsheet tool.

2. When prompted that “Macros may contain viruses. It is always safe to disable macros, but if the macros are legitimate, you might lose some functionality” select “Enable Macros.” If you select “Disable Macros” the spreadsheet will not function.

3. Click “Start Here” on the “Main Menu” sheet.

4. Fill in your activity’s name in cell A2, where you see “Enter Activity Name Here”

5. Fill in your activity’s UIC in cell A3, where you see “Enter Activity UIC Here”  

6. Hit the Enter key.  This moves the active cell off the last cell that data was entered in.  The buttons will not function if the active cell is not moved.

7. Click “Main Menu”

8. Click “Save” and close the spreadsheet.

9. Run AMAR Sample.  Instructions for running AMAR sample can be found in Section 6.2.4 of the NAVSUP   P-724.

10. Open the IAST, Click “Start Here”

11. Click “Input Data” (Wait as the program updates the formulas).  In cell A7 you will see “7-Jan-00”  Select cell A7 and enter the current week ending date.  *Note: Required only for initial use, when “Input Data” is clicked the spreadsheet will automatically enter the next week ending date. 

12. Follow steps 4-19 of Weekly Entry Instructions below. 

Weekly Entry Instructions:

1. Run AMAR Sample.  Instructions for running AMAR sample can be found in Section 6.2.4.d of the NAVSUP   P-724.

2. Open IAST, Click “Start Here”

3. Click “Input Data”  (Wait as the program updates the formulas)

4. Enter the total number of Station Line Items (SLIs) for each risk group.  Please enter total SLIs for all risk groups each week, even if you are not sampling all risk groups.  Number of SLIs is obtained when running AMAR sample (it is displayed in step 8).

5. Click “Main Menu”

6. Click “Save” on main menu

7. Complete inventory

8. Open IAST

9. Click “Data Entry” under the Low Risk group

10. When the “Low Risk Data Entry” sheet comes up the current week ending date and the total number of SLIs that you entered on the “Start Here” sheet should be in the “Week Ending” and “Number of Station Line Items” cells A6 and B6 respectively.  Also, the recommended sample size will be in cell C6.

11. Enter the Actual Sample Size in Cell D6.  If sampling is not completed for a week enter 0 (zero) in the “Sample Size” column for that week.  See Note below for Wall-to-Wall Inventories, Annual Estimation Samples, and Explosive Safety Inspection.

12. Enter the number of errors in each category.  (The spreadsheet will calculate the “Total Errors” and the “Sample Validity”)  Note: If a Station Line Item has more than one type of error, record only the most serious error.  Error precedence is Count Errors, Material ID Errors, Location Errors.   

13. Hit the Enter key.  This moves the active cell off the last cell that data was entered in.  The buttons will not function if the active cell is not moved.  

14. Click “Main Menu”

15. Click “Save” on the Main Menu.

16. Repeat steps 9-15 of the User Guide for the Moderate Risk group.

17. High Risk group is not required by the OPNAV Instruction 8015.2A, however if required by your chain of command or so desired, repeat steps 9-15 for High Risk group.  

18. Click “Main Menu”

19. Click “Save”

20. At this point the weekly input process is finished.  Review “Control Charts” and “Error Summary” Charts as desired. Chart instructions are below.

The charts can be displayed from the Main Menu.  They may be viewed by individual risk group or combination of all risk groups:

Error Summary Charts:

Pareto Charts display the process that caused the error they allow you to view the number of errors for.    

1. From the Main Menu you can select the pareto chart that you would like to view

2. To view a breakdown of the type of error a specific process caused click on the process name along the X-axis of the chart.  Upon clicking a process to view the breakdown a message box will pop up, prompting you to delete sheets.  Click “Yes”

3. Click “Main Menu” to return to the Main Menu.  When returning to the Main Menu a message box will pop up, prompting you to delete sheets.  Click “Yes”

Control Charts:
1.    Control Chart will be used only after at least 13 weeks of samples are taken.  

4. Select the control chart with the information to view. 

5. When returning to the “Main Menu”  a message box will pop up, prompting you to delete sheets.  Click “Yes”

6. Click “Save” on the Main Menu, and exit the program.

Note:  

Wall-to-Wall Inventory, Annual Estimation Sample, and Explosive Safety Inspection Sample:  

When a Wall-to-Wall Inventory, Annual Estimation Sample, or Explosive Safety Inspection Sample is completed it should be entered into the Inventory Analysis Spreadsheet Tool.  Entry of the data for a Wall-to-Wall Inventory or Explosive Safety Inspection is done the same way as entering data for a sample.  In the Actual Sample Size column of the “Data Entry” worksheet you will enter the total number of items that were inventoried. 










