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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

inferms

Action

Step
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Select the Finance / Supply Chain (FSCM) button.
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Select the Asset Tracking button.

Finance & Accounting

Supplier Administration
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Customer Contracts

Supply Chain Operations

o

Credit to Cash Operations

Asset Tracking

Finance / Supply Chain (FSCM)

Grants Management
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Project Management

Payables Operations
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Select the Asset Management button.

Asset Tracking

Asset Management WorkCenter Asset Management Physical Inventory Scan Asset

B s

Scan By Location Find Asset
T m
Select My Asset Transactions.
mm@
o]
< Asset Tracking Asset Manageme
4 My Asset Integrations v
Transaction Loader
|[_i My Asset Transactions X Enter any information you have and click Search. Leave fields blank for a list of all values.
&2 My Service and Maintenance v Find an Existing Value
T My Asset Processing v v Search Criteria
4 My Physical Inventory 2 Search by: Run Control ID begins with
4. [JCase Sensitive
(=) My Reporting & Analysis v

« &) Asset Management WorkCenter m M Advanced Search
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Select Asset Disposal Worksheet.

< Asset Tracking Asset Management

7 My Asset Management Design  ~

Asset Management Definition

G;‘t“ Management Business Enter any information you have and click Search. Leave fields blank for a list of all values.
e ; Find an Existing Value | Add a New Value
~ Search Criteria

Asset Express Add

Business Unit =V ID Q
Asset Basic Information
Asset Transfers

w Clear | Basic Search & Save Search Criteria
Review Cost

I Asset Disposal Worksheet m
Find an Existing Value | Add a New Value

Copy Existing Asset

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

451 Asset Management WorkCenter

Confirm the Business Unit.

¢ Asset Tracking Asset Management @ Q :

New Window Help | Personalize Page | &
Disposal Worksheet

v Asset Search Critegig

I Unit_CH Q I Book Q Parent ID Q
Category Q Profile ID FERC Code
From Asset ID To Asset ID Group ID
Tag Number Serial ID Asset Status | In Service v
Losation Q ArealD [ Include Non Capitalized Assets

From In-Service Date

m ¥ Acquisition Details

To In-Service Date

Chartfield Search Criteria

PO Unit Receipt Unit Q AP Unit PC Bus Unit
PO No. Receipt No Voucher Project ID
Retrieve 100 Rows New Search View Ownership Details
e
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Input Asset ID or Tag Number, then select the Retrieve button.

< Asset Tracking Asset Management a Qe

=
New Window | Help | Personalize Page | &
Disposal Worksheet
~ Asset Search Criteria
Unit CH Q Book Q Parent ID Q
Category Q Profile ID Q FERC Code Q
From Asset ID To Asset ID Group ID Q
Tag Number Serial ID Asset Status | In Service v
Location Q Area ID Q [ Include Non Capitalized Assets
7 From In-Service Date =) To In-Service Date B Chartfield Search Criteria
m ~ Acquisition Details
PO Unit Q Receipt Unit Q AP Unit Q PC Bus Unit Q
PO No. Receipt No Voucher Project ID Q
Retrieve 100 Rows New Search View Ownership Details
e

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.

< Asset Tracking Asset Management a Q =,

New Window | Help | Personalize Page | & ]
Disposal Worksheet
» Asset Search Criteria
» Acquisition Details
Retrieve Next 100 Rows 1- 100 of 8% 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| 04/02/2021 [z 04/02/2021 ] Set All
Search Results @
B Q 1-100 of 100 v|
Assetinformation || Retirement Information | Optional Accounting Information Comments and Attachments | Iy
Dispose |  AssetiD Description Capitalized Asset  Asset Type Tag Number Category Serial ID
) 1CA-00000607 COMPUTER EQUIPM v IT Hardware 828644 MCEQP CNCCDB91SZ
C 1CA-00000609 COMPUTER EQUIPM v IT Hardware 847453 MCEQP 2UA4211FX2
1CA-00000610 COMPUTER EQUIPM v IT Hardware 828516 MCEQP 5CB31214MF
] 1CA-00000611 COMPUTER EQUIPM v IT Hardware 853636 MCEQP SFTX1923A12A
v
% 1m8 nnvneen ~wBLTED BN o , [T onnsas socno £roonenons s
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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 @ Q :

New Window | Help | Personalize Page | &3

Disposal Worksheet

» Asset Search Criteria

» Acquisition Details

Retrieve Next 100 Rows 1- 100 Of 832 New Search View Owmership Details
Asset Action
= Disposal Code Retire Date Accounting Date Adjust Retire Quantity By Adjust Retire Amount By
Submit for Disposal v 04/022021  [iF] 04/02/2021 [] Set

Search Results (2

5 Q 1-100 of 100
st : il = bl g

Dispose  AssetiD Description Cost Currency Quantity gﬁ:ﬂw :.':;"m""'“ Proceeds zm Remov
v 1CA-00000607 COMPUTER EQUIPM 129000 USD 10000 1.0000 1,29000 usp  Q
o 1CA-00000609 COMPUTER EQUIPM 1,157.88 USD 10000 10000 115788 usp  Q
1CA-00000610 COMPUTER EQUIPM 139676 USD 10000 1.0000 139676 usp  Q
1CA-00000611 COMPUTER EQUIPM 402500 USD 1.0000 1.0000 402500 usp  Q
v

4ns Aanonnen e ren o e s s niren en + n0nn + annn <nsrcn gen A

10.

Select the Optional Accounting Information tab.

< Asset Tracking Asset Management ®a Q

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
Disposal Code Retire Date Accounting Date Adjust Retire Quantity By Adjust Retire Amount By
v Submit for Disposal v 04/0212021 [z 04/0212021 [i7] Set All
Search Results @
5 Q 1-100 of 100[v/]
Asset R Optional Comments and Attachments | |I»
Dispose Asset ID Description Accounting Date Trans Code Retirement Convention Retirement Option
54 1CA-00000607 COMPUTER EQUIPM 04022021 [iF] Q  MDC Actual Month Depr Crv-GASB [V Calculate Gain/Loss v|
o 1CA-00000609 COMPUTER EQUIPM 0410212021 [ Q  MDC Actual Month Depr Cv-GASB [ Calculate Gain/Loss v|
1CA-00000610 COMPUTER EQUIPM 0410212021 i) Q  MDC Actual Month Depr Cnv-GASB [v| Calculate Gain/Loss v
1CA-00000611 COMPUTER EQUIPM 04022021 [iH] Q  MDC Actual Month Depr Crv-GASB [V Calculate Gain/Loss v
v
(m] 108.00000812 COMPIITER EN1 11PM nammm1 Q MNC Actial Month Nane Cov,GASR. (V] Calelate Gainfl nse &
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Select the Comments and Attachments tab.

< Asset Tracking

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
Disposal Code Retire Date Accounting Date Adjust Retire Quantity By  Adjust Retire Amount By
e Submit for Disposal v 0410212021 [ 041022021 ] Set All
1 1 Search Results @
m 5 Q 1-100 of 100[V]
Asset Re Optional ind I
Dispose Asset ID Description Comments Attachments
v 1CA-00000607 COMPUTER EQUIPM Comments (0) Attachments (0) A
a 1CA-00000609 COMPUTER EQUIPM Comments (0) Attachments (0)
m) 1CA-00000610 COMPUTER EQUIPM Comments (0) Attachments (0)
(] 1CA-00000611 COMPUTER EQUIPM Comments (0) Attachments (0)
v

O 108.00000812 COMPLITER EOI DM Comments 10\ u— s

<

g c ®100% v

Select the Comments link.

< Asset Tracking

=

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
2 Disposal Code Retire Date Accounting Date Adjust Retire Quantity By Adjust Retire Amount By
Submit for Disposal v 04102/2021 [] 041022021 ] Set All
Search Results @
12. m 5 Q 1-100 of 100[V]
Asset Retirement Optional nd "»
Dispose AssetID Description Attachments
%] 1CA-00000607 COMPUTER EQUIPM Attachments (0) 4
a 1CA-00000609 COMPUTER EQUIPM Comments (0) Attachments (0)
m} 1CA-00000610 COMPUTER EQUIPM Comments (0) Attachments (0)
[m) 1CA-00000611 COMPUTER EQUIPM Comments (0) Attachments (0)
v
" O 108.00000812 COMPYITER EOIIEM Comments 10\ uT—y s
X c R100% v
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13.

Enter the desired information into the Comment field.

= Serveoe

14.

Select the OK button.
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15.

If applicable, select the Attachments link.

< Asset Tracking Asset Management

» Asset Search Criteria

» Acquisition Details

| Retrieve Next 100 Rows  1- 100 Of 82 | NewSearch View Ownership Details

Asset Action
e ——— Disposal Code Retire Date AccountingDate  AdjustRetire Quantity By  Adjust Retire Amount By -
Y5 submittorDisposat || ~ 10410272021 10410212021 | SetAll |
Search Results @
5 Q ¢ 4 [11000f100}¥] » >
Asset Information H Reirement Information w Optional Accounting i ‘l d Im
Dispose AssetID Description Comments Attachments
@ 1CA-00000607 COMPUTER EQUIPM Aftachments (0) ~
o 1CA-00000609 COMPUTER EQUIPM Comments (0) Attachments (0) I
o 1CA-00000610 COMPUTER EQUIPM Comments (0) Attachments (0)
u] 1CA-00000611 COMPUTER EQUIPM Comments (0) Attachments (0)

16.

Select the Add Attachment button.

Tag Number 828644

4 o] b | Viewal

10
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17.

Select the file to add to the disposed asset and select Upload.

18.

Enter the desired information into the Description field.

Unit CH
Details
5 Q

Tag Number 828644 In Service

e r b | Viewal

Date/Time Stamp

‘wood_chair jpg

Admgl;-gemmmmmmnm,m.nsmnmu

11
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19.

Select the OK button.

Tog Mumber 129044

Ve
Date/ Time Stamp

o) (e gy

A3 rgr SRE Py CAn Lhe wOve W 1 WRoad Peretre £ 0 ahatie 1 Lve P
v,

Ade Anschemens |
J

= -

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.

Asset Action

Disposal Code: i i I rﬂJIISLEEtIlAAmmlDLBﬂ— L
= 0 Submit for Disposal | v 0902024 ] ogr1o2004 ]| ‘ E

Search Results @

H Q 4 4 1-1000f 100 ¥
I sset i H i i H ‘Optional Accounfi i H Comments and ” i
—
Dispose  AssetID Description =D Removal Cost Aeonay ' Disposal Code Retire Date Detall
I 1CA-00000629 COMPUTER EQUIPM - uso al ] 000 |usD Q| [1oRetrementoysale  v| [ostozo24 [ | Detal I
o 1CA-00000681 COMPUTER EQUIPM ~uso al] 000 |usp o | 1oRetrementoysale  v| o020 [ | Detan
a] 1CA-00027716 MISC. TEST £Q :\ s @ 000 |usD Q[ 10RetrementtySae v 0wi002¢ [ Detel
o 1CA-00027717 MISC. TEST EQ j ‘uso D.‘ ‘ n,on‘ |usn u.‘ [ 10Retiement by Sale | ‘mfmrznzt ‘ Detail
o 1CA-00027719 MISC. TEST EQ :\ uso Q| 000 [usp Q| | 10Retiementbysale v | [oot0024  [| | Detail

12
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Asset Action

-

Search Results @

5 Q

21.

Asset Information

Retrieve Next 100 Rows

1

Disposal Code

Submitfor Disposal v

Retirement Information |

|| Opiional Accounting Information
|

w o

"3

Retire Date
091012024 =]

Comments and Attachments

Select the applicable Disposal Code on the asset line.

New Search

Accounting Date
09102024 7]

i»

Adjust Retire Quantity By

View Ownership Details

Adjust Retire Amount By

. Proceeds Removal Cost
Dispose  AssetiD Description Currency Removal Cost Comoney Disposal Code Retire Date
1CA-00000629 COMPUTER EQUIPM usp  Q 000 USD Q | | 10Retirementoy Sele vl 09/1012024 t
1CA-00000681 COMPUTER EQUIPM usp Q 000 USD Q 010204 [ 1
10-Refirement by Sale
1CA-00027716 MISC. TEST EQ usD Q 000  USD Q[ 1-Archivedincorrectly Tagged 9/10/2024 [
15-Donated
I ) 1CA-00027717 MISC. TEST EQ usp @ 000 |USD N oo camiaiized 0102024 [ 1
1CA-00027719 MISC. TEST EQ usp Q@ 000 USD q | [ 22 Unautorized Disposal 911012024 t
24-MDHA-Ord Section 2-11.2.1
1CA-00027720 MISC. TEST EQ. usp Q 000 |USD Q 911012024 t
Confirm the Retire Date and Accounting Date on the asset line.
Asset Action
v Disposal Code: Reire Date Accounting Date Adjust Retire Quantity By Adjust Retire Amount By
Submit for Disposal v 09102024 [ 091102024 7] sel
Search Results @
5 Q 00 v
AssetInformation | | Retirement Information | | Optional Accounting Information || Comments and Attachments | Iy
Dispose  AssetID Description Cineaeds Removal Cost fomovar Cost Disposal Code Retire Date Detail
2 2 1CA-00000629 COMPUTER EQUIPM usD Q 0.00 usD Q I 10-Retirement by Sale 09/10/2024 Detail
C 1CA-00000681 COMPUTER EQUIPM usD Q 0.00 usD Q 10-Retirement by Sale A4 09/10/2024 Detail
1CA-00027716 MISC. TESTEQ uso Q 000 usD Q| | 10Retiementoy Sale v 0971012024 Detail
m 1CA-00027717 MISC. TESTEQ. uso Q 000 ||usD Q| | 10Retiementoy Sale  v| 091012024 =] Detail
1CA-D0027719 MISC. TESTEQ uso Q 000 ||usD Q| | 10Retiementoy Sale v 0971012024 Detail
Asset Action
2 Disposal Code Retire Date Accounfing Date Adjust Refire Quantity By Adjust]
Submit for Disposal - 00/10/2024  [] 00/10/2024  [1=3)
Search Results @
5 [Q
Asset Information Retirement Information ‘Optional Accounting Information Comments and Attachments 3
Dispose Asset 1D Description Accounting Date Trans Code Retirement Convention [
u 1CA-00000628 COMPUTER EQUIPM 09/10/2024 Q MDC Actual Month Depr Cnv-GASE v
1CA-00000681 COMPUTER EQUIPM 09/10/2024 B Q MDC Actual Month Depr Cnv-GASE v
1CA-00027716 MISC. TESTEQ. 09/10/2024 Q MDC Actual Month Depr Cnv-GASE  ~
1CA-00027717 MISC. TESTEQ. 09/10/2024 Q MDC Actual Month Depr Cnv-GASE  ~

13
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Select the Submit for Disposal button.

< Asset Tracking Asset Management

o 1CA-00000612 COMPUTER EQUIPM Comments (0) Attachments (0) i
u] 1CA-00000613 COMPUTER EQUIPM Comments (0) Attachments (0)
o 1CA-00000614 COMPUTER EQUIPM Comments (0) Attachments (0)
o 1CA-00000615 COMPUTER EQUIPM Comments (0) Attachments (0)
o 1CA-00000625 COMPUTER EQUIPM Comments (0) Attachments (0)
(u] 1CA-00000626 COMPUTER EQUIPM Comments (0) Attachments (0)
2 3 o 1CA-00000627 COMPUTER EQUIPM Comments (0) Attachments (0)
’ m ] 1CA-00000628 COMPUTER EQUIPM Comments (0) Attachments (0)
a] 1CA-00000629 COMPUTER EQUIPM Comments (0) Attachments (0)
o 1CA-00000630 COMPUTER EQUIPM Comments (0) Attachments (0)
a 1CA-00000631 COMPUTER EQUIPM Comments (0) Attachments (0) v

<

<

Select the OK button.

‘Warning — Are you sure you want to submit selected assets for disposal? (8005,108)
24. . Press OK to continue or Cancel o 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

25. | 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.
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