
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 

 
 
 
2.) Press disposal request on main department view 

 

 

 

 

 

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


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

 

4.) Fill out form and press “Add New Item” 

 

 

 

 

 

 



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

 

 

 

 

 

 

 

 

 

 

 

 



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 authorized to approve the request 

 

NOTE: Every Disposal Request is routed through email for approval 
 
7.) Email is received by approver 

 



8.) Once approved, approver will see this screen 

 


