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1. Make sure the Developer Tab is present in the top menu

a. If it is not present complete the following:

i. Click File/Options.

ii. In the Excel Options window select Customize Ribbon.

iii. In the right hand Window check the Developer check box.
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iv. Click OK.

v.     The Developer menu selection will now show on the Menu.





b. Open the attached Inventory List 8-31 with excel

i. From the opened form click the paperclip 
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ii. Right click on the paperclip and select Open Attachment[image: A picture containing diagram
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iii. The Inventory List file should open in excel[image: Graphical user interface, application, table, Excel

Description automatically generated]

iv. There are three Tabs across the bottom. Click the first Tab Shipping info, [image: Graphical user interface, application, table, Excel

Description automatically generated]

v. Input your sites information

vi. Next click the Master Tab [image: Graphical user interface, application, table, Excel

Description automatically generated]– Here is where you will scan your STO/MRO’s for your shipment. First input the pallet number, Next scan your STO number (block 24) next the NSN (block 25) next the DTID number and then input your quantity from block 25-29. [image: Timeline

Description automatically generated with medium confidence]

vii. Your Master listing will look similar to this, [image: Graphical user interface, application, table, Excel

Description automatically generated]

viii. Your can scan all your STO’s for the truck or do it a pallet at a time. Now you are ready to start creating the DL2544 SHIPPING UNIT – INVENTORY LIST

ix. You are going to highlight the pallet you want to create a listing for (example pallet 1) [image: Graphical user interface, application, table, Excel

Description automatically generated]

x. Select all the rows for pallet 1, right click and copy

xi. Next click on the pallet tab[image: Graphical user interface, application, table, Excel

Description automatically generated]

xii. Single right click in Block 2A and select paste[image: Graphical user interface, application, table, Excel

Description automatically generated]



c. To create the XML file for the form complete the following: 

i. On the Developer tab click the Export tab.

[image: Graphical user interface, application, Word
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ii. An Export XML Save window will open. [image: Graphical user interface, text, application

Description automatically generated]



iii. Navigate to the location where Excel will save the XML file.

iv. Name the XML file to suit.

v. Click Export. 








Create DLA 2544 and DLA 2551 forms using XML file.





1. Open Adobe Acrobat DC.

2. Open the form in Adobe Acrobat DC.

3. Select Edit/Form Options/Import Data. [image: Graphical user interface, application, Word

Description automatically generated]

4. A Select File Containing Form Data window will open.

5. Navigate to the location of the saved XML file.

6. Select the file and click Open.

[image: Graphical user interface, application, Word

Description automatically generated]

7. The form will import the XML data. All rows of the spreadsheet will be displayed in the form including the generation of the barcodes[image: Graphical user interface, application, Word

Description automatically generated]

8. Now you can print one copy for the pallet and one copy goes on the last pallet on the truck with the MASTER INVENTORY LIST (MANIFEST)

9. Keep following the steps until all your pallet listing are created, once you are done you can use these steps to create the MASTER INVENTORY LIST (MANIFEST) using the DLA FORM 2551
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