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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

Select the Finance / Supply Chain (FSCM) button.

Finance / Supply Chain (FSCM) A\pprovals Budget Scorecard

XA 200 “nea
2 )| B g i

COMING SOON

Employee Self-Service Manager Self-Service Human Resources (HCM) Learning (ELM)
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COMING SOON

COMING SOON COMING SOON COMING SOON
Analytics (OBIA) Capital Security Request Form About
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Select the Asset Tracking button.

Finance / Supply Chain (FSCM)

Finance & Accounting Grants Management Customer Contracts

A

Supplier Administration Supply Chain Operations Project Management
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Credit to Cash Operations Asset Tracking Payables Operations

B G




INFORMS Job Aid: Asset Management — Submit The Disposal
Worksheet

inferms

Select the Asset Management button.

B

Scan By Location Find Asset

&4

Scan Asset

Asset Tracking

Asset Management WorkCenter Asset Management Physical Inventory

Select My Asset Transactions.

Mlmbg
jcounm]

4. My Asset Integrations v
Transaction Loader
[ My Asset Transactions A4 Enter any information you have and click Search. Leave fields blank for a list of all values.
&2 My Service and Maintenance ~ Find an Existing Value
%ﬁ My Asset Processing ~  Search Criteria
4™ My Physical Inventory . Search by: Run Control ID begins with
L3
4, [ICase Sensitive
(=} My Reporting & Analysis v

« £ Asset Management WorkCenter T m Advanced Search

< Asset Tracking Asset Manageme
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Select Asset Disposal Worksheet.

" My Asset Management Design  ~

Asset Management Business
Unit

[ My Asset Transactions ~
Asset Express Add
Asset Basic Information
Asset Transfers

Review Cost

Copy Exsting Asset

% My Asset Processing v
1 My Physical Inventory v
= My Reporting & Analysis v

£5) Asset Management WorkCenter

Asset Management Definition

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
~ Search Criteria

Business Unit = v| ID

g’ Clear | Basic Search & Save Search Ciiteria
I Asset Dispasal Worksheet Im

Find an Existing Value | Add a New Value

Add a New Value

< Asset Tracking Asset Manageme

Confirm the Business Unit.

< Asset Tracking

Disposal Worksheet

~ Asset Search Criteg,
m

Book
Category Q Profile ID
From AssetID To AssetID
Tag Number Serial ID
Location Q Area D
From In-Service Date ) To In-Service Date
m + Acquisition Details
PO Unit Q Receipt Unit Q
PO Ne. Receipt No
Retrieve 100 Rows

AP Unit

Voucher

New Search

Parent ID Q

FERC Code Q

Group ID Q
Asset Status | In Service v

[ Include Non Capitalized Assets

Chartfield Search Criteria

PC Bus Unit Q

Project ID Q

View Ownership Details

New Window | Help | Personalize Page | &
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< Asset Tracking

Disposal Worksheet
= Asset Search Criteria
Unit |CH
Category
From Asset ID
Tag Number
Location

7 From In-Service Date

m ~* Acquisition Details
PO Unit

PO Ne.

Select the Retrieve button.

Q Book
Q Profile ID
To Asset ID
Serial ID
Q Area ID
=] To In-Service Date
Recelpt Unit Q
Receipt No
100)  Rows

Notify

Asset Management

Q
Q
a
AP Unit Q
Voucher
New Search

Parent ID
FERC Code
Group ID

Asset Status | In Service

v

[ Include Non Capitalized Assets

Chartfield Search Criteria

PC Bus Unit

Project ID

View Ownership Details

New Window | Help | Personalize Page | o3

< Asset Tracking
Disposal Worksheet
¥ Asset Search Criteria

» Acquisition Details

Asset Action
v
Submit for Disposal

Search Results @

4mA nnnnne 4

Retrieve Next

5 Q
Asset Information Retirement Information
Dispose AssetID
] 1CA-00000607
O 1CA-00000608
[mi 1CA-00000810
[m 1CA-00000611

100 Rows 1- 100 oOf 832
Disposal Code Retire Date Accounting Date
~ 04022021 [z 04022021 [

Optional Accounting Information

Asset Management

Comments and Attachments  II»

Description Capitalized Asset  Asset Type
COMPUTER EQUIPM W IT Hardware
COMPUTER EQUIPM v IT Hardware:
COMPUTER EQUIPM v IT Hardware
COMPUTER EQUIPM 4 IT Hardware
~AMDUITED £ DL [RaTEe—

Select the checkbox beside the assets you wish to dispose.

Adjust Retire Quantity By

Tag Number

828644

847453

828516

853636

o3n4at

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.

New Window | Help | Personalize Page | &

View Ownership Details

Adjust Retire Amount By

Category

MCEQP

MCEQP

MCEQP

A
Set All
1-100 of 100[]
Serial ID
CNCCDB91SZ
2UA4R11FX2
SCB31214MF
SFTX1923A02A
v

Erpaenorn
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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.

< Asset Tracking Asset Management

[
New Window | Help | Personalize Page | &

Disposal Worksheet

» Asset Search Criteria

» Acquisition Details

Retrieve Next 100 Rows 1- 100 of 832 New Search View Ownership Details
Asset Action
v Disposal Code Retire Date Accounting Date Adjust Retire Quantity By Adjust Retire Amount By
‘Submit for Disposal ~ 041022021 041022021 [=3] Set
Search Results @
5 a 1-100 of 100
Asset Information : Optional inting i Comments and Attachments [
Retire Retirement Proceeds
Dispose  AssetiD Description Cost Currency Quantity Quantity — Proceeds R Remov
& 1CA-00000607 COMPUTER EQUIFM 1,290.00 USD 1.0000 1.0000 1,290.00 uso  Q
[m 1CA-00000609 COMPUTER EQUIPM 1,157.88 USD 1.0000 1.0000 115788 usp Q
[n) 1CA-00D00610 COMPUTER EQUIPM 139676 USD 1.0000 1.0000 1,396.76 uso Q
O 1CA-00000611 COMPUTER EQUIFM 4025.00 USD 1.0000 1.0000 4,025.00 uso  Q

arn mnnnean b T e s st e L aman [ aeen P . ~

10.

Select the Optional Accounting Information tab.

< Asset Tracking Asset Management

New Window | Help | Personalize Page | &

A
Disposal Worksheet
» Asset Search Criteria
» Acquisition Details
Retrieve Next 100 Rows 1- 10 of 832 New Search View Ownership Details
Asset Action
- Disposal Code. Retire Date Accounting Date Adjust Retire Quantity By Adjust Retire Amount By
Submit for Disposal ~ 04022021 [=] 041022021 ) Set All
Search Results @
5 Q 1-100 of 100[]
Asset Information Retirement Information Optional Accounting Information Comments and Attachments | II»
Dispose AssetID Description Accounting Date Trans Code Retirement Convention Retirement Option
[ 1GA-00000607 GOMPUTER EQUIPM 0422021 [ Q  MDC Actual Month Depr Civ-GASE | Galculate GainLoss v
[m] 1CA-00000609 COMPUTER EQUIPM 04/02/2021 j Q MDC Actual Month Depr Cv-GASB [v| Calculate GainfLoss v
] 1CA-00000810 COMPUTER EQUIPM 04022021 ] Q  MDC Actual Month Depr Cnv-GASB V| Calculate Gain/Loss v
[u] 1CA-00000611 COMPUTER EQUIPM 04022021 FxE] Q. MDC Actual Month Depr Cv-GASB | Calculate GainLoss ]
v
< [l 17800000813 OB ITER EO0 190 namaone e a MO Brtial Manth Nane Cov SR Wl Calelate Gaind nss =
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¢ Asset Tracking Asset Managemen Q
New Window | Help | Personalize Page |
Disposal Worksheet
» Asset Search Criteria
} Acquisition Details
Retrieve Next 100 Rows 1. 100 of e New Search View Ownership Details
Asset Action
Disposal Code Retire Date Accounting Date  Adjust Retire Quantity By  Adjust Retire Amount By
< ‘Submit for Disposal v 040202021 0410212021 Set All
1 1 Search Results @
5 Q 1-100 of 100[¥]
Asset i Retirement Optional o "
Dispose AssetID Description Comments Attachments
& 1CA-00000607 COMPUTER EQUIPM Comments (0) Attachments (0) A
O 1CA-00000609 COMPUTER EQUIPM Comments (0) Attachments (0)
[m] 1CA-00000610 COMPUTER EQUIPM Comments (0) Attachments (0)
O 1CA-00000611 COMPUTER EQUIPM Comments.(0) Attachments (D)
v
! o 108.000006812 COMPHITER E1IPM Comments i) Atachments 01 N
Ly in0 ! 00 -
¢ Asset Tracking Asset Managemen Q
New Window | Help | Personalize Page |
Disposal Worksheet
» Asset Search Criteria
} Acquisition Details
Retrieve Next 100 Rows 1. 100 of e New Search View Ownership Details
Asset Action
Disposal Code Retire Date Accounting Date  Adjust Retire Quantity By  Adjust Retire Amount By
< ‘Submit for Disposal v 040212021 ) 0410212021 Set All
Search Results @
12. 5 Q 1-100 of 100[¥]
Asset i Retirement Optional o "
Dispose AssetID Description Comments Attachments
& 1CA-00000607 COMPUTER EQUIPM Attachments (0) A
D 1CA-00000609 COMPUTER EQUIPM Comments (0) Attachments (0)
[m] 1CA-00000610 COMPUTER EQUIPM Comments (0) Attachments (0)
O 1CA-00000611 COMPUTER EQUIPM Comments.(0) Attachments (D)
v
! o 108.000006812 COMPHITER E1IPM Comments i) Atachments 01 N
Ly in0 ! 00 -
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13.

Enter the desired information into the Comment field.

14.

Select the OK button.
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< Asset Tracking

If applicable, select the Attachments link.

Asset Management

» Asset Search Criteria

» Acquisition Details

s

. NewSeach

View Ownership Details

Rows 1- 100 Of 832
Asset Action
—— Disposal Code Retire Date AccountingDate  Adjust Retire Quantity By  Adjust Retire Amount By
©| submitforDisposal | | v 040212021 0410212024 | Set All
1 5 Search Results (3
. 5 Q 4 4 1-1000f 100[¥] »
Asset 1 ‘ R ting ‘ d 1 [
Dispose AssetID Description Comments Attachments
1CA-D0000607 COMPUTER EQUIPM Aftachments ~
(m] 1CA-00000600 COMPUTER EQUIPM Comments (0) Attachments (0)
0 1CA-00000610 COMPUTER EQUIPM Comments (0) Attachments (0)
O 1CA-00000611 COMPUTER EQUIPM Comments (0) Aftachments (0)
[l ACANNNNE17 COMBUITER EO1HEM Comments (N} Attachmants (01
< - - B

Select the Add Attachment button.

Asset Attachments

COMPUTER EQUIPM

16. e

Adding large attachments can take some time to upload, therefore, it is advisable to save the

10
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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.
5 Q 44 e b b | ViewAl
18. — e osarime s

P )

‘Adding large attachments can take some time to upload, therefore, it is advisable to save the
: ing large

11
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Select the OK button.

19.
Select a Disposal Code from the dropdown. 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
¢ Asset Tracking Asset Management a Q = =
New Window | Help | Personalize Page | &3
Disposal Worksheet
» Asset Search Criteria
» Acquisition Details
Retrieve Next 00| Rows 1. 100 of 832 New Search View Ownership Details
20. Asset Action
a0 |TI Fsm Code = ln-ur-rm: m«u\? Adjust Retire Quantity By Adjust Retire Amount By E
Search Results @
5 Q 1-100 of 100[~]
Asset | = | gptona - d [
Dispose Asset ID Deseription Comments. Attachments.
7 1GA-00000607 COMPUTER EQUIPM Comments (1) ~
O 1CA-00000609 COMPUTER EQUIPM Comments (0) Attachments (0)
[m} 1CA-00DB0G10 COMPUTER EQUIPM Comments (0) Attachments (0)
O 1CA-00000611 COMPUTER EQUIPM Comments (0} Attachments (0)

12
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21.

Select the applicable Disposal Code.

Disposal Worksheet

» Assel Saarch Criteria

* Acguisition Detais

Assel Managemen!

] e

- Commants 3nd Aachmentt

prcripton

AFUTER EQLP

Eetee toeat 90 Hirmrs
Arvet Acbon
-
Skt Bow Drnpenal
Apamdarrart
Carvataiue Yo (e Asats
Search Resuits ' Canaaty
m T ] Avsmty,
| a Enngumatl D oy Theelt
Cooraend 43 £ sieerigl Coongy
. B prned
Mg Asset
Huotrormert by ke
Deapose. ) Pty 50 averdary
v Aty
[ —
< 1CA- 0ol
CADO000B0H
ICA0000810
CABBO00R11

L ¥ ]

COMPUTER EGLWM

COMPUTER GOUW

COMPUTER ECLIPW

ORI TER FCs W

Brten Dt ]

Adprit Retire Graaritity By

At Batere Aimcunt By

et 42
A ety
FEs i (1 -

. -

22.

Confirm the Retire Date and Accounting Date.

< Asset Tracking

Disposal Worksheet

» Asset Search Criteria

» Acquisition Details

Asset Management

Rewleve Haxt 100 Rows 1- 100 Of 832
Asset Action
. Disposal Cods___ Retire Date: Accounting Date
« Submit for Disposal HDonatesd to Extemal Group ﬂ‘ 040022021 3] 0410212021 [z3)
Search Results (@
5 Q
Asset Retirement Opional Comments and "
Dispose AssetID Description
& 1CA-00000607 COMPUTER EQUIPM
(m] 1CA-00000600 COMPUTER EQUIPM
0 1CA-D0000610 COMPUTER EQUIPM
O 1CA-00000611 COMPUTER EQUIPM
o 108.00000617 COMPHITER E1IPM

Adjust Retire Quantity By

Comments.

Comments (1)

Comments (0)

Comments (0)

Comments (0)

Comments 1

New Window | Help | Personalize Page |

View Ownership Details

Adjust Retire Amount By
Set All

1-100 of 100[v]

Attachments

Attachments (1) ~
Attachments (0)

Attachments (0)

Attachments (D)

Attachments /0

13
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Select the Submit for Disposal button.

< Asset Tracking Asset Management
[m] 1CA-00000612 COMPUTER EQUIPM Comments (0) Attachments (0) b
0 1CA-00000613 COMPUTER EQUIPM Comments (0) Attachments (0)
0 1CA-00000614 COMPUTER EQUIPM Comments (0) Attachments (0)
O 1CA-00000615 COMPUTER EQUIPM Comments (0) Attachments (0)
0 1CA-00000625 COMPUTER EQUIPM Comments (0) Attachments (0)
] 1CA-00000626 COMPUTER EQUIPM Comments (0) Attachments (0)
2 3 O 1CA-00000627 COMPUTER EQUIPM Comments (0) Attachments (0)
m =] 1CA-D0000628 COMPUTER EQUIPM Comments (0) Attachments (0)
] 1CA-00000629 COMPUTER EQUIPM Comments (0) Attachments (0)
O 1CA-00000630 COMPUTER EQUIPM Comments (0 Attachments (0)
=] 1CA-00000631 COMPUTER EQUIPM Comments (0) Attachments (0) v

<

<

Select the OK button.

Warning — Are you sure you want to submil selecled assets for disposal? (8005,108)
24. uf Press OK t Cancel to stop this action.

14
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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.

25.
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