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PURPOSE AND DESCRIPTION 

 
Purpose 

This document explains the process involved in submitting the disposal worksheet. 

 
Description 

The Disposal Worksheet page provides numerous selection options to retrieve assets for 
retirement. Assets that are available for retrieval are determined by asset ownership and user 
ID. 
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ACTIVITY 1: SUBMIT THE DISPOSAL WORKSHEET 
 

 

Step Action 

 
 
 
 
 
 
 
 

 
1. 

Select the Finance / Supply Chain (FSCM) button. 

 
 
 
 
 
 
 

 
2. 

Select the Asset Tracking button. 
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3. 

Select the Asset Management button. 

 
 
 
 
 
 
 
 
 

 
4. 

Select My Asset Transactions. 
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5. 

Select Asset Disposal Worksheet. 

 
 
 
 
 
 

 
6. 

Confirm the Business Unit. 
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7. 

Input Asset ID or Tag Number, then select the Retrieve button. 

 
 
 
 
 
 
 

 
8. 

Note: Qualifying assets are listed in the Search Results grid. Select the checkbox in the 
Dispose column for those assets that you want to select to dispose. 

 
Select the checkbox beside the assets you wish to dispose. 
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9. 

Select the Retirement Information tab. 
 
Note: Verify the Quantity different than zero. 
The Retirement Information tab displays the Retire Quantity, and any Proceeds or 
Removal Costs associated with each selected asset. 

 
 
 
 
 
 
 

 
10. 

Select the Optional Accounting Information tab. 
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11. 

Select the Comments and Attachments tab. 

 
 
 
 
 
 
 

 
12. 

Select the Comments link. 
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13. 

Enter the desired information into the Comment field. 

 
 
 
 
 
 
 

 
14. 

Select the OK button. 
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15. 

If applicable, select the Attachments link. 

 
 
 
 
 
 
 

 
16. 

Select the Add Attachment button. 
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Select the file to add to the disposed asset and select Upload. 
 
 
 
 
 
 

 
17. 

 
 
 
 
 
 
 

 
Enter the desired information into the Description field. 

 
 
 
 
 
 

 
18. 
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19. 

Select the OK button. 

 
 
 
 
 
 
 

 
20. 

Select a Disposal Code on the asset line that you are disposing. Select the right arrow to 
view additional details of the asset line. Central ISD will provide the Disposal Code when 
they approve the asset disposal. You can apply the dates and Disposal Code to all 
selected assets by selecting Set All. 
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21. 

Select the applicable Disposal Code on the asset line. 
 

 

 
 
 
 
 
 
 

 
22. 

Confirm the Retire Date and Accounting Date on the asset line. 
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23. 

Select the Submit for Disposal button. 

 
 
 
 
 
 
 

 
24. 

Select the OK button. 
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25. 

After you select OK, the retirement information is loaded into the interface tables after 
is full approved by the workflow designed. 
The next step is to review and approve this transaction by Grant Administrator 
Manager withing your Business Unit, the Department Asset Manager, and Internal 
Services Business Unit Central. When all approved, the Department Asset Manager will 
review the interfaced data and load the transactions into Asset Management. 

End of Procedure. 

 


