Submitting a Disposal Request
Purpose: How to submit a disposal request to property surplus

1.) Department Admin will log into Web Data 2.0 at
https://www7.nau.edu/propsurplus2/Login.aspx
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2.) Press disposal request on main department view

NORTHERN SurpLus WeLcoME, CHAISTORHER AUGLETHE
ARIZONA Pi LoGGED N 45 ADMINISTRATOR FOR = Loaout @ Herr
UNIVERSITY ADMISSIONS, UNDERGRADUATE

To Do List
Disposal Requests
CurRENT TASKS CoupLeTED
C  Task Type Date Module Task Details T
x Authorization 10/11/2018  Disposal Requests Authorization required for DR# 14694 (by ACC ACC).
x Autherization 10/08/2018  Disposal Reguests Autherization required for DR# 14893 (by ACC ACC).
® Autherization 10/08/2018  Disposal Reauests Authorization required for DR# 14892 (by ACC ACG).
® Autherization 1212/2014  Disposal Reguests Autherization required for DR# 12881 (by ADMIN ADMIN).
® Reminder 12/22/2010  Department profile Sign & send Signature Report to SPO.
Total Records: 5
Print



https://www7.nau.edu/propsurplus2/Login.aspx

3.) Press New Disposal Request (both buttons will work)

NDRTHERN SureLus WeLcoME, CHAISTORHER AUGUSTIE
LoageD i A8 ACMINITRATOR FOR

ADMISSIONS, UNDERGRADUATE

DeparTMENTS: DisposaL REQUESTS

Aoo / Eoir
Department Search by
ADMISSIONS, UNDERGRADUATE #5000020 4 Disposal Request Number %
Disposal Type Status i}
A Department Disposal Type DR# Date Status Authorizer T
u ADMISSIONS Turn into Surplus 14694 1071142018 Pending ACC ACGC z[a
UNDERGRADUATE
u ADMISSIONS, Turn into Surplus 14693 10/08/2018  Pending ACC ACG sl e
UNDERGRADUATE
n ADMISSIONS Turn into Surplus 14692 10/08/2018  Pending AGC ACC za
UNDERGRADUATE
ADMISSIONS Turn into Surplus 14251 Pending
u UNDERGRADUATE % 8
ADMISSIONS, Turn into Surplus 0411172018 Pending
n UNDERGRADUATE s 8
ADMISSIONS. Turn into Surplus 12143 1016/2013
u UNDERGRADUATE 4 8
Total Records: 6
Disposal Request
H o 4
4.) Fill out form and press “Add New Item
NORTHERN SureLus WeLcoME, CHAISTORHER AUGUSTIE
ARIZONA [d] ProPerTY Loaazr m 13 AoMinizTRaTon Fom
LINIVERSITY %% SoFTWARE ADMISSIONS, UNDERGRADUATE
DeparTMENTS: DisposaL ReQUESTS
SenAcH Avo / Eoir
Department Contact Person for this Disposal Request Who will authorize this Disposal Request?
ADMISSIONS, UNDERGRADUATE #5000020 ¥ Christopher Augustine % (| =) Select: ¥ LI
Disposal Type DR# Date Status i)
Turn into Surplus % | Pending 01/22/2019 Pending +
Pickup Type
Surplus Property Office % To ensure pickup by the Surplus Property Office, please list all items for disposal.
Import ltems... = Add New ltem
Room  ltem Qty  Asset# Serial# Model Manufacturer

Total Records: 0



5.) When adding new item fill out required areas as seen in red. Then press “Save”

This item is located at Room
SECHRIST HALL #042, 1200 S Beaver St Flag 4 :]
Item Category Qty Condition
| Y =
Asset# Serial# Model Manufacturer
=
Description
2
Images Upload
Attachments Upload




6.) Save and submit your Disposal Request for Authorization by pressing “Save...” and you
will see this successful notification that an email has been sent to anyone in the
department who is authorlzed to approve the request
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B = - www7dev.nau.edu says a8

NORTHERN Surrlus 1coME, CHAISTOPHER AUGUSTINE
ARIZONA '»J PROPERTY Your request for authorization has been sent by email. Once the GED I A3 ADMIMISTRATOR FOR = MenU ® LogouT © Hele
UNIVERSITY ¥ Sortware Disposal Request is authorized, it will no longer be editable MESIESHCIRERTE S

DepaRTMENTS: DisposaL REQUESTS
SenrcH Avo / Eoir n
Notes: [
Department Contact Person for this Disposal Request Who will authorize this Disposal Request?
ADMISSIONS. UNDERGRADUATE #5000020 ¥ Christopher Augusting ¥ L= ACC ACC % L=
Disposal Type DRif Date Status i)
Turn into Surplus #| |14705 01/22/2019 Pending 4
Pickup Type
Surplus Property Office 4 To ensure pickup by the Surplus Property Office, please list all items for disposal.
Import ltems... = Add New ltem Clone Last Item
Room  Item ® e Qty  Asset# Serial# Model Manufacturer
L
m Q 4 Binder, TEST TEST TES Lenninc @ 13 & @
L]
. Total Records: 1
5 AN
New Disposal Request Save... ~ =) Cancel Delete Print

NOTE: Every Disposal Request is routed through email for approval

7.) Email is received by approver

[SPS] - Approval Required for Disposal Request # 14708

O SPS <no_reply@nau.edu>

O C Augustine - Vendor

Thursday, January 24, 2019 at 4:44 PM
Show Details

Dear Christopher Augustine,
Please review the disposal request #14708 below and click the "Approved” button if you approve it.

To edit the Disposal Request by deleting or adding line-items, or deleting the entire record, please click the
"Modify” link and log in to the application, make your changes, then tap the Red X button to authorize, or
the Delete button to delete the entire record.

Approved: Click Here
Modify: Click Here

Department: ADMISSIONS, UNDERGRADUATE
Contact: Christopher Augustine

Authorizer: Christopher Augustine

Date: 01/24/2019

Status: Pending

Disposal Type: Turn into Surplus

Pickup Type: Surplus Property Office

Item: Tablet/computer, TestPad
Qty: 7

Thank you,
Surplus Property Software
Making Your Workday Easier



8.) Once approved, approver will see this screen

NORTHERN Surpus
ARIZONA (5] Propesry © Hewr
UNIVERSITY < SOFTWARE

DisposaL REQUEST AUTHORIZATION

Disposal Request #14708 has been authorized successfully.
| Thank you.

| . -



