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Creating a Disposal Request in the SPS: Navigating to the Disposal Request Form

1. Afterloggingin

to the SPS,

choose the “ EEEE’:TEEZ

department

that the Please Select Department

request will be py—

filed under in Surplus Property Offce v|
the

Department e

drop-down and
then click on

Continue.
SURPLUS WEeLGOME, LaNEITRIA HEAD
“ PROPERTY LOGGED IN AS MANAGER FOR = MENU = LocouT © Help
H . SOFTWARE SURG-GEN SURG-GASTROINTESTINAL SECTION
2. Clickon
Disposal
RequeStS' Disposal Requests

3. Click on New
i m fooEor
Disposal
Department Search by
Req ueStS‘ SURG-GEN SURG-GASTROINTESTINAL SECTION # w EDF Number v
Disposal Type Status [i]
Tumn into Surplus v Pending v Cancel New Disposal Request [
Disposal Type

A+ Department & * EDF# = EDF Date =  Status = Authorizer Auth.Date T
SURG-GEN SURG-GASTROINTESTINAL Turn into Surplus 15501 1010712020 Pending Laneitria Head 10/07/2020 1w a8
SECTION

SURG-GEN SURG-GASTROINTESTINAL Tumn into Surplus 15500 10/06/2020 Pending Laneitria Head 10/07/2020 1w a8
SECTION
SURG-GEN SURG-GASTROINTESTINAL Turn into Surplus 15490 09/14/2020 Pending Raeann Bailey & =
SECTION
SURG-GEN SURG-GASTROINTESTINAL Tumn into Surplus 15489 09/10/2020 Pending Laneitria Head & =
SECTION

SURG-GEN SURG-GASTROINTESTINAL Tum into Surplus 15464 082512020 Pending Laneitria Head 09/10/2020 1w =
SECTION

Total Records: 5
New Disposal Request I
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Creating a Disposal Request in the SPS: Completing the Contact & Delivery Section

1. Gotothe Who
will authorize
this Disposal
Request field
and select the Select: v LM
person who will
authorize the
request.

Who will authorize this Disposal Request?

Pickup Type
2. Clickin the

Pickup Type Seli-Delivery ~
drop-down and UAE Movers
select the alf-Dalive

desired type. Mon-UAB Mover

Note: If you
select Self-
Delivery as the

ickup type, be
p p yp 7 For self-deliveries, please take a printed copy of your

sure to enter an Self-Delivery ~| 10052020 08:00 AM |  Disposal Request when you deliver property to the
surplus warehouse. Co-ordinate your delivery

a pproxi mate date/time with the warehouse: 934-3344

Pickup Type Req. Delivery Date Estimated Time

date and time
for the delivery
of the items to
the Surplus
Warehouse.
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Creating a Disposal Request in the SPS: Adding Items Using the Import Items Tool

1. Click on Import | Import tems... = I
Items and then

click on Import
from File. Import from File

2. Clickon
Download

Template.
Download Template

3. The template
will download
as a Microsoft
Excel file. When
the template

opens, enter as o ¥

much pag B - ol ==E- $-%* [FromatasTable B Delete - [+ P -
information as v BIU-T-IO-Ar =5 g w 7 Cell Styles - i Format - | @ -

you can.

5PS2_DR_Import_Template_Sample (3) - Excel

Inset  Page Layout Formulas Data Review  View  Acrobat Q Tellme..  Head, LaneitriaD £ Share

=

General - FQ Conditional Formatting = = lnsert - 2 - 47~

Clipboard Font LM Alignment i Number Styles Cells Editing ~
G2 = Fe Fair v

A B | ¢ |b] E
Asset Tag# |Serial # [Moder# | aty|pescription
157896249 87005 20 server

Note: The
Select
Condition
column is
mandatory and
must be

completed for "
each line. = .

Import | Condition | Manu ‘ @ [] »

Ready  Seroll Lock it mo- ¥ +  100%

1
2
3
4
E
6
7
8
9

4. After entering
your items,
rename and
save your file.

5. Under the
Import Items Address
screen, enter a
building name AB: ADMIMISTRATION BUILDING -
in the Address
field.
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6. Enterthe room
number in the
Room field.

Room

123

7. Selectan
applicable
category from
the Items
Category field.

8. Click on the
Save button.

CATEGORY

Filter

D AB PROCESSOR

[ ] aBerroMETER

[ AsLaTion sysTem
[ ] acousmic sootn

[ ] acousTic cramser
[ ] acausimion sysTem
ADAPTOR

|| aERaTOR

I Save

Cancel

9. Click on Choose
File to upload
your document.

Select File

Choose File | Mo file chosen

10. Click on Import.

Import

11. You will receive
a confirmation
that your
document was
imported
successfully.
Click OK.

dev-surplus.ad.uab.edu says

Data has been imported successfully,

| o
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Creating a Disposal Request in the SPS: Adding Non-Tagged Assets

1. Click on Add .
New Item. Add New Item |

2. Enterthe
building code
(Ex: THT, AB,
etc.) in the first
field.

This item is located at €» Room

THT Building: 123

3. Click on the 1
Building drop- Building:
down to select Item Cate! THT TINSLEY HARRISON
the building
name.

4. Clickin the
Room field and
enter the
desired room
number.

5. Clickin the Item Category
Item Category

field. Q
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6. Enter the item Fiiter
name in the LERTI0 x
Filter field. KEYBOARD
7. Locate and
check the box
that sits next to
the desired
name.
8. Click on the
Save button.
Q
9. Enter theitem 4
amount in the 3
Qty field.
10. Click in the Condition
Condition field
to select the 1 - Excellent L
applicable state 1 - Excellent
of the item. 2 - Good
3 - Fair
4 - Major Repairs
5 - Salvage
11. Click on Save to
add the item
information to
your disposal
request.
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Cloning an Item: To clone the last-entered item on the disposal request, do the following:

12. Click on Clone
Last Item.

Clone Last ltem

13. When the Add
New Item
screen appears,
make your
changes to
reflect the new
item.

14. Click on Save to
add the new
item to the
disposal
request.

This item is located at € Room Destination Building Dest.Room
Search | | Building: ~ | 810 USW: UNIVERSITY STORES V| | 115
Item Category Qty Condition
KEYBOARD Q 3-Fair v
Asset# Serial# Model
Manufacturer Acq.Cost Acg.Date
Search A4 MMDDYYYYY
Additional Information
s
Images Upload
Attachments Upload

Created October 2020




FINANCIAL AFFAIRS

The University of Alabama at Birmingham

Creating a Disposal Request in the SPS: Adding Tagged Assets (Owning Department)

1. Click on Add
New Item.

Add New [tem

2. Gotothe
Condition field
to select the
applicable state
of the item.

Condition

3-Fair

3. Clickinthe
Asset# field
and enter the
asset identifier
number.

Asset#

425106

4. Click on the Tab
key on your
keyboard.

Tab

§—>l
H_

5. The system will
auto-populate
most of the
fields.

Note: The
system will
retrieve the
item’s last
known location.
If the provided
location is not
correct, you
can change it to
reflect the new
location.

6. Click on Save to
add the item to
your disposal
request.

This item is located at

Search || THT. TINSLEY H, v | | 1054

€ Room

Item Category

COUNTER

Asset#

425106
Manufacturer

PERKI} | PERKIN-EL

Additional Information

Destination Building

Dest.Room

USW: UNIVERSITY STORES V| | 115

Qaty Condition
Q 3 - Fair ~
Serial# Model
4502955 MICROBETA TRILUX 1450-024
Acq.Cost Acq.Date
ER | (13035 02/1412019

COUNTER|

Images

Attachments

Upload

Upload

Cancel
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Creating a Disposal Request in the SPS: Adding Tagged Assets (Non-Owning Department)

1. Click on Add 0
New Item. Add New ltem

2. Gotothe
Condition field
to select the 3 - Fair o
applicable state
of the item.

Condition

3. Clickin the
Asset# field
and enter the 408837
asset identifier
number.

Asset#

4. Click on the Tab
key on your
keyboard.

5. Awarning box dev-surplus.ad.uab.edu says

will appear.
Click on OK.

Warning: This asset is affiliated to PUBLIC RELATIONS. Click OK to select
an authorized contact who will be sent a notification of this action or

m Cancel

Cancel to cancel this line item.

6. From the Select

a Contact
Person for SELECT A CONTACT PERSON FOR APPROVAL

Approval box,
click in the
Contact Person
drop-down to
select a person
oo N
owning

department.

Owning Department

PUBLIC RELATIONS

Contact Person

Select: 2N A
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7. Click on OK.
The system will
auto-populate

known location.
If the provided
location is not
correct, you
can change it to
reflect the new
location.

This item is located at Room Destination Buildin: Dest.Room
most of the e 9
. Search || HHB: HERITAGE w | |330 USW: UNIVERSITY STORES V| | 115
empty fields.
Item Category Qty Condition
CAMERA | [1 2 - Good v
Note: The =y
System Wl” Asset# Serial# Model
- 408837 4733 RED ONE|ICAMERA: DIGITAL
retrieve the L
item’s Iast Manufacturer Acq.Cost Acqg.Date
RED DI || RED DIGITAL CIl | | 2404064 12/02/2008

Additional Information

CAMERA
P
Images Upload
Attachments Upload

8. Click on Save to
add the item to

your disposal
request.
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Creating a Disposal Request in the SPS: Adding Tagged Legacy Assets

New Item. :
Go to the iti

Condition field Condition

to select the 3 -Fair hd

applicable state

of the item.

Click in the

Asset# field i

and enter the 101254

asset identifier

number.

Click on the Tab
key on your
keyboard.

The system will
auto-populate

fth This item is located at € Room Destination Building Dest.Room
;‘_n?;t o t € Search [ Building: vl l l USW. UNIVERSITY STORES V| | 115
ields.
“Tem Category aty Condition
TEST EQUIPMENT Q } [1 4 - Major Repairs -
Note: The [
System may n0t Assetd Serial# Model
101254 FET
populate the |
buildi nga nd Manufacturer Acg.Cost Acq.Date
room number UNIDE! | | UNIDENTIFIED 0 01/06/1995
Enter thlS Additional Information
information in TEST EQUIPMENT
these fields. 4
Images Upload
Click on Save to
add the item to e Upicad
Cancel
request.
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Creating a Disposal Request in the SPS: Saving and/or Submitting a Request for Authorization

1.

Click on Save.

Save.

If you select
Save for later
(to save the
current request
and come back
to it later), a
system
message will
appear.

Click OK to
confirm your
action.

dev-surplus.ad.uab.edu says

Your Disposal Request has been saved. You may access it at any time to
add or edit items. Remember to select “Save and Reguest
Authorization” when you are ready to have the Disposal Reguest

Authorized.

If you select
Save and
Request
Authorization
(to save the
request and
submit it for
approval), a
system
message will
appear.

Click OK to
confirm your
action.

dev-surplus.ad.uab.edu says

Your request for authorization has been sent by email. Once the

Disposal Request i1s authonzed, it will no longer be editable.
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