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1. FILL OUT HEADING
-EQUIPMENT TO SURPLUS (DESTINATION DEPART: PURC DESTINATION SUB DEPART: SURPL)

2. CLICK ON THE ASSET NBR éb TO LOCATE THE ASSET WITHIN THE DEPARTMENTS INVENTORY

-IF ASSET NUMBER CANNOT BE FOUND IN THE SOURCE DEPARTMENT ABOVE THEN THE ASSET NUMBER
EXSIST IN A DIFFERENT DEPARTMENT, YOU CAN DO A SEARCH BY CLICKING ON THE FFX TAB — SEARCH

-IF ITEMS ARE NON-CONTROLLED, CHECK THE “NI” SQUARE WHICH WILL ALLOW YOU TO TYPE A BRIEF
DESCRIPTION OF THE ITEM OR ITEMS EX: CHAIRS, GREEN 20EA
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SELECT AN AsseT

Sub Dept Description mpus-Bldg Acq Date
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SURPLUSED 11/01/2008 $1,100.00
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agefod

assetSearchicloselinkButtonBottom’, )

1. LOCATE YOUR ASSET OR ASSETS — CLICK ON SELECT AS NEEDED
2. CLICK ON THE CLOSE ASSEST SEARCH
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Oestination Departmant: | PURC | Castination Sub Department: | SURPL
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Surplus Property Entry

Tranaportation Mathod: | Salect a method =

a. )
CEPARTMENTAL DROP OFF

1. SELECT A TRANSPORATION METHOD
-EXTERNAL PICK UP SERVICE (SSC ) (DEPARTMENT ACCOUNTS WILL NO LONGER BE CHARGED)
-DEPARTMENT DROP OFF

2. CLICK ON CREATE DOCUMENT
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Routing Document: Route Status:
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Total: $1,741.44
Add Asset
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1. IFEQUIPMENT IS A COMPUTER/SERVER YOU WILL HAVE TO CLICK ON THE EDIT FOR THE HARD DRIVE
REQUIRMENTS (IF NOT A COMPUTER/ SERVER (BASED BY OBJECT CODE) SKIP TO PAGE 5 FOR FINAL STEP)

N s - R T T ————— et

€ @ hiipe//appe2 systerm mausadurCanopy Two/Modules FF TransterDocument aspritdpDocid= H0M06 < || Bl - coogpie Pl w
5 Most Visited || Getting Started [ | Suggested Sites Web Slice Gallery B3 Bockmarks
Canopy Campus: | TEXAS ARM UNIV-CORPUS CHRISTI (15) [= || riscal vear: | 2014 [= || [TSecrry | Loanut
The Texss ARM University System . L =l TSROy
[ FFx FRS Buy A8M Reutng Syatem
HMain Menu © FEX © Transfer © Transfer Document S| seod Eoodbock
| Transtar Seacch | Transfer Documeant | Craste Transter |
Document Number: [NAD00ES | ) Action: Select an sction =1
["Submit |

Property Transfer Request
Decument Fr: 2084
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Add
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DESTINATION INFORMATION

- Doscription Sorial Mbr  Blda Campus  Aldg Numiber Baam Othor Location Group Code  Drive Cond Armiount
P 0500043917 COMPUTER, DELL PIV SQESWT1 15 00129 AD1Z0A $1,741.44 Edit Delete
Total: $1,741.44
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1. READ AND CERTIFY THAT THE HARD DRIVE HAS BEEN ERASE OR REMOVED PROPERLY
2. CHECK THE BOX BELOW THE STATEMENT CERTIFING THAT THE REQUIREMENTS HAVE BEEN MET
3. CLICK THE SAVE BUTTON
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Document Number: [NA000ES | ' Adion: Select an action -
S
Property Transfer Request
Docurnent FY: 2014
Document: N400055 8 (TOP Repart) Status:  In Process (IF)
Routing Document: Route Status:
Trarsaction Description: TRANS CPU TO SURPLUS SRS: N
Source Department: EDUC Source Sub Departmant:
Destnation Department: PURC Destination Sub Department: SURPL
Transaction Reference: N400065 Transaction Reference 2: N4D0065
Destination Campus:
Created Date:  11/19/2003 Created By: GOMZALEZ, RUBEN P
Last Update Date:  11/19/2013 Last Updated By: GOMZALEZ, RUSEN P =

Artachments: Transter eMAIL T (deiet) Add Attachments

Surplus Property Entry
Transpertation Methed: DEPARTMENTAL DRO® OFF

Hasd drive requiremants have been met

DESTINATION INFORMATION

Group Code Drive Cond Amount

Asset Description Serial Nbr Bldg Campus Bldg Number Other Location
1 0500043917 COMPUTER, DELL PIV SQSSWTL 15 00129 AD129A

$1,741.44 Egie Delete
Total: §1,741.44

COMPLETED FYIS RECIPIENT

There are no FYIs lor this document.
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1. CLICK ON THE EDIT LINK AT THE END OF THE DESTINATION INFORMATION
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Property Transfer Request
Document FY: 2014

Document: N400065 18 (TOP Report) Status:  In Process (IP)
Routing Document: Route Status:
Trarsaction Description: TRANS CPU TO SURPLUS sas: N
Source Department; EDUC Source Sub Department:
Destnaticn Department: PURC Destination Sub Department:  SURPL
Transaction Reference: N400061 Transaction Reference 2:  N400065
Destination Campus:
Crested Date:  11/19/2013 Created By: GONZALEZ, RUBEN P
Last Updste Dater  11/19/2003 Last Updated By: GONZALEZ, RUBEN P

Asachments: Transter enaiL T (detete) Add Attachmants |

Surplus Property Entry
Transportation Method: DEPARTHENTAL DROP GFF

Hard drive requirements have been met

Edit
- Select a condon
ERASED
NOT WORKING
REMOVED

DESTINATION INFORMATION

Othar Location

Bldg Campus  Bldg Nember
15 00129 AD1Z3A

Coscription Serial Nbr
1 0500043917 | COMPUTER, DELL PIV SQS5WT1

5 Bodys, 3 5 LY, eti0l_pageBody FadAaPenel), event)

1. SELECT A DRIVE COND
2. CLICK ON THE SAVE LINK AT THE END OF THE DESTINATION INFORMATION
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Property Transfer Request CANCEL
Documnent Fr: 2014
Document: N40005¢ 18 (TOF Report) Status:  In Process (1F)
Routing Document: Route Status:
Trarsaction Description: TRANS CPU TO SURPLUS SRS: N
Source Department: EDUC Soutce Sub Department:
Destnation Department: PURC Destination Sub Department: SURPL
Transaction Reference:  N4DDD63 Transaction Reference 2:  N4OODES
Destination Campus:
Created Date: 11/19/2013 Created 8y: GONZALEZ, RUBEN P
Last Update Date:  11/19/2013 Last Updated By: GONZALEZ, RUBEN P
Altachmants: Transter emarL T (detete)

Surplus Property Entry
Transportation Method: DEPARTMENTAL DROP OFF

Hasd drrve requirements have been met

Destination - Record has been successfully modified (Message: 0003)

DESTINATION INFORMATION

Serial Nbr uldg Campus Bldg Number Room Other Location Group Code
0500043917 COMPUTER, DELL PIV SQS5WT1 15 00129 aD129A REMOVED §1,741.44 Ed Delete

Tatal: $1.781.48
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1. ONTHE ACTION DROP DOWN SELECT ROUTE FOR APPROVAL
2. CLICK ON SUBMIT

*ONCE COMPLETED ROUTING/APPROVAL ON THE SOURCE DEPARTMENT AND THE DESTINATION DEPARTMENT THEN
THE ASSET WILL UNDER THE DESTINATIONS DEPARTMENT



