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Surplus Management

Accessing the Surplus Management System

1. Navigate to the https://ipo.rutgers.edu/bs/surplus-pickups webpage. Click Rutgers
University Surplus Request System.

® L x|+ °
3 O @ ipontgers.edu/bsisu K a % »0@ :

UNIVERSITYWIDE ~ NEW BRUNSWICK  REHS  NEWARK  CAMDEN  ONUNE  RUTGERS HEALTH SEARCH Qv mssm

1PZ0 HOME BUSINESS SERVICES HOME CONTACT US BUSINESS SERVICES GROUPS OUR SERVICES l:\UTGERS Institutional Planning and Operations

Surplus Pickup & Disposal

Surplus Operations is responsible for the pickup and disposal of all university assets which are either no longer in
use, or for which there are no further plans for use. The Surplus Property Policy (PDF) defines who is responsible

for surplus assets and how to handle the disposal, sale, and transfer of these assets..

How To Request a Surplus Pickup & Disposal

All Surplus Transfer requests and approvals are handled through thl Rutgers University Surplus Request Sy :;rom]
website, which requires a NetID and password login. Follow the steps in this Surplus Management User Guide to

learn how to request and approve a Surplus Transfer, and how to request help.
Department Heads or other authorizing staff can designate Approver rights to appoint other staff by filling out
the Approver Permissions Request Form. Learn more about Approver rights by downloading the Surplus

Management User Guide.

2. Log in with Rutgers Net ID and Password.

NOTE: If you are already logged in with your Rutgers Net ID and
Password, the page will automatically redirect to the system.

R NetlD Login - CAS - Central Autl X - [~] - X

< C @ cas.rutgers.edu/login?service=https%3A%2F%2Fidps.rutgers.edu%2Fidp%2FAuthn%2FExtCas%3Fconversation%3De1s28tentityld=https%3A%2F%2Fru.a... or @ r G 3

RUTGERS

NetID Login

NetlD:

Password:

Ensure proper security — keep your password a secret

am ata public workstation, disable single sign-on. @

Forgot yo
First-time u:
Need

For security reasons, please Ic
e accessing se

you are d
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Surplus Management
Understanding the Surplus Management System

The Surplus Management System is provided by AssetWorks.
This system has two main purposes:

1. Requesting a Surplus Transfer
2. Approving a Surplus Transfer

KEY: A Transfer, also known as a Surplus Transfer, refers to a surplus
pickup of an item(s) that is scheduled to be removed from the university. The
Surplus Operations team handles this. Surplus Operations differs from
Property Management, which handles internal property transfers from one
Rutgers department to another.

Rutgers’ employees can use their Net ID and password can be a Requestor (also
known as a Surplus User). A Requestor is a person who requests a transfer.

Certain permissions apply to people approving transfer requests. Departmental
Approvers (also known as Approvers) must be authorized by their Department Head
or another authorized staff to approve transfer requests. To become an authorized
Approver, see the Requesting Approver Permissions section. There can be muliptle
Approvers per department, but each Approver must be authorized.

HINT: Follow the Requesting Support directions to request help.




Surplus Management

Requesting a Surplus Transfer

KEY: To initiate a Surplus Transfer of one or more assets: (1) create a new
Surplus Transfer and (2) add assets to the Surplus Transfer request.
1. Click the Transfers tab.

NOTE: If the Surplus Transfer section is not already open, click Create
Surplus Transfer.

g0 RUTGERS
!ﬁi};;;

Transfer Sidebar Quick Search Surplus Transfers
[ supus T e |
Search

3 Search Surplus Transfers

From Depariment * |0 - ALL DEPARTMENTS
Notes

- Property Information

Building *

Room

- Contact Information -

Rutgers Terms and Conditions and click the checkbox in order 1o proceed

nfirming that the hard d

and storage media have been wiped clean or destroyed as per University Polcy, and acknowledge user will be held Iable ff a breach s directly related o data left on storage medium found In Surpius

read and agree to the above lenms and conaiions
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Surplus Management

2. Enter all required information and any additional information as needed.

NOTE: Some information will appear pre-filled, but it can be edited. For
example, if you are not the on-site contact for this surplus, enter the
appropriate Contact Name, Phone, and Email.

> Create Surplus Transfer

From Department *

10501 - IPO-EMPLOYEE SERVICES |J

Notes ‘ test |

-- Property Information -

Building * ‘3008 - GRADUATE SCHOOL OF SOCIAL WORK BUILDING ‘ 2
Room ‘ 012 ‘
- ation --

Contact Name * ‘ JOHN DOE ‘
Contact Phone * ‘ 555-555-5555 ‘
Contact Email * ‘JOHNDOEFAKE@RUTGERS.EDU ‘

Location Notes |Tes1l

Terms and Conditions

Department User must review the Rutgers Terms and Conditions and click the checkbox in order to proceed

By checking the box below, you are confirming that the hard drives and storage media have been wiped clean or destroyed as per University Policy, and acknowledge user will be held liable if a
breach is directly related to data left on storage medium found in surplus equipment.

[0 1 have read and agree to the above terms and conditions.

HINT: The From Department field will be filled out. Begin typing a building
name or number and select the appropriate choice from the menu.

> Create Surplus Transfer

From Department *

10501 - IPO-EMPLOYEE SERVICES |J
Notes ‘test |

-- Property Information --

Building * ‘3008 - GRADUATE SCHOOL OF SOCIAL WORK BUILDING ‘ <
Room ‘ 012 ‘
-- Contact Information --

Contact Name * ‘JOHN DOE ‘
Contact Phone * ‘ 555-555-5555 ‘

Contact Email * ‘ JOHNDOEFAKE@RUTGERS.EDU ‘
Location Notes |tes11

Terms and Conditions

Department User must review the Rutgers Terms and Conditions and click the checkbox in order to proceed.

By checking the box below, you are confirming that the hard drives and storage media have been wiped clean or destroyed as per University Policy, and acknowledge user will be held liable if a
breach is directly related to data left on storage medium found in surplus equipment.

[0 1 have read and agree to the above terms and conditions

Create




Surplus Management

3. Read the terms and conditions, and then check the box to agree. Click Create.

> Create Surplus Transfer

From Department * [0 - ALL DEPARTMENTS |2
Notes ‘test |

-- Property Information --

Building * ‘3008 - GRADUATE SCHOOL OF SOCIAL WORK BUILDING ‘J

Room ‘012 ‘

-- Contact Information --

Contact Name * ‘JOHN DOE ‘
Contact Phene * ‘ 555-555-5555 ‘

Contact Email * ‘JOHNDOEFAKE@RUTGERS.EDU ‘

Location Notes ‘test

Terms and Conditions

Department User must review the Rutgers Terms and Conditions and click the checkbox in order to proceed.

By checking the box below, you are confirming that the hard drives and storage media have been wiped clean or destroyed as per University Policy, and acknowledge user will be held liable if a
breach is directly related to data left on storage medium found in surplus equipment.

I have read and agree to the above terms and conditions.|

Create

4. The page will refresh. Information from the previous screen will be shown in the
Surplus Detail section. If necessary, click Edit to revise any information. Then
scroll down &.

KEY: A Surplus Number and Creation Date are autogenerated for tracking
purposes. Keep this information for your records.

Welcome: HENRY RUTGERS/RU  Home Help Support  Sign Out

SN

gp RUTGERS

Successfully created Surplus Header. Please add your assets.

Transfer Sidebar Surplus Detail
| supus | Surplus Number 13328 -- Property Information -
— [Crea‘lnn Date 05/2002021 ] Sales Type
" Building 3008 - GRADUATE SCHOOL OF SOCIAL WORK BUILDING
Submit Approval User Room 012
Close Out Date - Contact Information -
Close Out User Contact Name |JOHN DOE
From Deparment 0 -ALL DEPARTMENTS - ADMN SERVICES BLDG ANNEX |, PISCATAWAY NJ 08t Contact Prone 5555555555
From Person RUTGERS, HENRY Contact Emall JOHNDOEFAKE@RUTGERS EDU
Method State Surplus. Location Notes test
Notes test

Asset Label Creation Date

Tags Affixed Date

Add Assets

Add Assel

RUTGERS
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Surplus Management

5. Click Create New Asset to begin adding assets to the surplus request.

Add Assets

Asset Number *
Add Assel

Assets

There are no a:

are no assets on this surplus
Cancel Remove Assel Print Detail

6. A pop-up tab will appear. Enter all required information. For Building Name or
Number begin typing the appropriate phrase and select from the menu provided.

Enter additional information as needed.

3 Asset Insert - Google Chrome — o % o
msdemo50/f?p=1058:135:14743650289400::NO::P135_TRANS| R_ID:13953 Q
& demo.ams.incircuit.com/amsden p=1 474365 NO:P135_TRANSFER_ID:1 ol Iv%20creat s @ # @
Insert Surplus Asset -
Close Save & Same Save & New Save & Done

HON-TAGGED ASSET INSERT
[AUTO-ASSIGN] 05/202021 B
*  STATE SURPLUS

5000

iou

0-ALL DEPARTMENTS
012 Notes 1

Uom EA ~




Surplus Management

7. When finished entering information, click one of the following:

Button Action

Close Closes the asset pop-up without saving.

Saves the asset and creates a new asset pop-up with the same

Save & Same information. This allows for minimal edits of the new asset.

Save & New Saves the asset and opens a new, blank asset pop-up.

Save & Close | Saves the asset and closes the asset pop-up.

CAUTION: This step only adds the assets to the request. It does not submit
the request. To submit, follow Steps 8-10.

£} Asset Insert - Google Chrome = (m} x [~}
a ‘amsdemo50/f2p=1058:135:14743650289400::NO:P135_TRANS| D:13953 i
@ demo.ams.incircuit.com/amsdemo p=1 17436502894 NO:P TRANSFER 139 a RBcessiully%20created%205urplus a G :
Insert Surplus Asset -

Save & New Save & Done l Save & Add Images

[AUTO-ASSIGN]

05/2012021 =)
STATE SURPLUS
$0.00

ipu

0 - ALL DEPARTMENTS
012

Uom EA ~

8. Review all the assets added.
If desired, click Print Detail to refresh the page to a printable PDF of all assets.
After reviewing all assets, scroll down.

HINT: Click the edit icon to edit an asset. Click the Docs/Images number
to view, add, or edit images.

Add Assets

Add Asset
Create New Asset Transfer by Filter

Assets

m AssetNumber  Description Qty Sent QtyRcvd  SalesPrice  Scrap  Status  Receiver RecvDate ApproveDate Docs/images  Notes

0-13328-001-NT  test 1 In Transfer - 0
0-13328-002-NT  test 1 In Transfer - 0
0-13328-003-NT  test 1 - - - In Transfer -
0-13328-004-NT  test 1 In Transfer - 0
0-13328-005-NT  test 1 In Transfer - 1

Download

row(s) 1-50f5
Cancel Remove Asset Print Detail

RUTGERS
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Surplus Management

9. After reviewing all information for the Surplus Transfer request, scroll up and click
Submit for Approval.

) RUTGERS

Transfer Sidebar Surplus Detail
ETTE | sumis numoer 13328 ~ Property Information —
)| Creation Daie 05/20/2021 Type
Submil Approval Date Building 3008 - GRADUATE SCHOOL OF SOCIAL WORK BUILDING
Submit Approval User Room 012
Chose Out Date - Contact Information
Close Out User Conlact Name | JOHN DOE
From Department 0 - ALL DEPARTMENTS - ADMN SERVICES BLDG ANNEX |, PISCATAWAY NJ 08354 Contact Phone |555.555.5555
From Person RUTGERS, HENRY Contact Email JOHNDOEFAKE@RRUTGERS EDU
Meinod State Surplus Location Notes |rest
Notes test

Asset Label Greation Date
Tags Affixed Date

Pickup D:
Edit J§ | Submit For Approval

Add Assets.

Add Asset

10. After submitting, a notification email will be sent to the Approver.

After the Approver reviews and approves the request, the Surplus Operations
team will be notified that the transfer is ready.
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Requesting Approver Permissions

KEY: The steps to request Approver permissions for another person must be
completed by a Department Head or authorized staff. It is the responsibility of
the Department Head or authorized staff to remove Approver-level
permissions when necessary.

1. Navigate to the https://ipo.rutgers.edu/bs/surplus-pickups webpage. Click the
Approver Permissions Request Form.

® . X+

3 C @ iporutgersedy i pick @ :

UNIVERSITYWIDE  NEWEBRUNSWICK  RBHS ~ NEWARK ~ CAMDEN  DWLNE  RUTGERS HEALTH SEARCH Qv mssm

1PR0 HOME BUSINESS SERVICES HOME CONTACT US BUSINESS SERVICES GROUPS OUR SERVICES l:\UTGERS Institutional Planning and Operations

Surplus Pickup & Disposal

Surplus Operations is responsible for the pickup and disposal of all university assets which are either no longer in
use, or for which there are no further plans for use. The Surplus Property Policy (PDF) defines who is responsible

for surplus assets and how to handle the disposal, sale, and transfer of these assets..

How To Request a Surplus Pickup & Disposal

All Surplus Transfer requests and approvals are handled through the Rutgers University Surplus Request System
website, which requires a NetID and password login. Follow the steps in this Surplus Management User Guide to
learn how to request and approve a Surplus Transfer, and how to request help.

Deparl staff can designate Approver rights to appoint other staff by filling out

th Approver Permissions Request Form.

earn more about Approver rights by downloading the Surplus

Management User Guide.

RUTGERS

Institutional Planning
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Surplus Management

2. Enter all required information.

KEY: For the question Do you want to grant or remove Approver-level

permissions in the Surplus Management System? select | want to grant

Approver-level permissions.

TYWIDE K

IPZ0 HOME

ABOUT US

AMDEN  ONLINE HEALTH

CONTACT US NEWS OUR GROUPS DUR SERVICES SUSTAINABILITY 1PED0 STAFF | *RS Institutional Planning and Operations

Approver Permissions Request Form

This form must be filled out by a Department Head or Authorizer Staff.
The person who fills out this form must be authorized to declare property as surplus in accordance with University Policy 30.4.3.

First Name: *

Last Name: *

NetID: *

Email: *

Are you a Department Head or Authorized Staff? *
Yes
No

If No, please do not submit form and contact Surplus Management.

Do you want to grant or remove Approver-level permissions in the Surplus Management System? *

[ o 1 want to grant Approver-level permissions for the individual below. |

I want to remove Approver-level permissions for the individual below.

Approver-level Permissions

First Name: *

3. Click Submit.

® a0
€« c

IP&0 HOME

-

§ ipo.rutgers.edu/approver-permissions-request-form

ABOUT US

CONTACT US NEWS OUR GROUPS OUR SERVIC! SUSTAINABILITY IP&0 STAFF

permissions, this individual will no longer be able to approve Surplus Transfers for the following department.
Department: *

Organization TD:
Address: *

Phone Number: *

‘Would You Like To Change The Permissions For Another Individual? #
Yes

No

For general IP&0 inquiries, please EMAIL US or call 848-445-3000. FU I-I-DW I P&D

Faor group specific inquiries, click HERE.

et 0r con

10




Surplus Management

The Surplus Operations team will review the request. The request will be
processed, provided the request has been properly filled out and sent from a
Department Head or authorized staff.

The Surplus Operations team will send an email notification (sample below) of
the change to the Department Head or authorized staff and the newly appointed
Approver.

[WEFVEN inset  Options  FormatText  Review  Developer @ o
; G P Szl & 0 " > -
ut Arial BRI =R = A BB @ U] ? E| |> Follow Up ’ [_—C?l
Yo - I u [ ¥
Cop ! High Importance
Paste _ BIU %¥.A- === e=3= Addes Check Attach Attach Signature  Assign Office Mew View
- Format Painter n " | Book Names File~ ltem+ Palicy~ ¥ Lowlmportance  Agq.ins Meeting Poll = Templates
Clipboard F] Basic Text F] Names Include Tags f Add-ins FindTime My Templates ~
From = eh529@ipo.rutgers.edu
=1
To..
Send
Cc.
Subject Request for Approver Access to Surplus Management System

You have been selected as an Approver for your depariment. You are responsible for approving Surplus Transfer requesis.
When a request is awaiting approval, you will receive a nefification email from
NO_REPLY@assetworks.com
The system will send a daily email uniil the request has been approved or rejected.
To approve a Surplus Transfer request:

1. Login to the Surplus Management System
2. Fallow the Approving a Surplus Transfer section of the Surplus Management User Guide.

Download and save the attached Surplus Management User Guide or access it anytime at hiips //ipo rufgers edwhs/surplus-pickups.

Thank you,
Surplus Operations Team

RUTGERS "

Institutional Planning
and Operations



Surplus Management

Removing Approver Permissions

KEY: The steps to remove Approver permissions for another person must be
completed by a Department Head or authorized staff. It is the responsibility of
the Department Head or authorized staff to remove Approver-level
permissions when necessary.

1. Navigate to the https://ipo.rutgers.edu/bs/surplus-pickups webpage. Click the
Approver Request Form.

3 C @ iporugersedut

UNIVERSITYWIDE ~ NEW BRUNSWICK

+ -]

a

RBHS NEWARK ~CAMDEN ONLNE  RUTGERS HEALTH SEARCH Q v mssm

1PZ0 HOME BUSINESS SERVICES HOME CONTACTUS BUSINESS SERVICES GROUPS OUR SERVICES &]TGERS Institutional Planning and Operations

Surplus Pickup & Disposal

Surplus Operations is responsible for the pickup and disposal of all university assets which are either no longer in
use, or for which there are no further plans for use. The Surplus Property Policy (PDF) defines who is responsible

for surplus assets and how to handle the disposal, sale, and transfer of these assets..

How To Request a Surplus Pickup & Disposal

All Surplus Transfer requests and approvals are handled through the Rutgers University Surplus Request System
website, which requires a NetID and password login. Follow the steps in this Surplus Management User Guide to

learn how to request and approve a Surplus Transfer, and how to request help.

Department Heads or other authorizing staff can designate Approver rights to appoint other staff by filling out

thl Approver Permissions Request Form. l,em'n more about Approver rights by downloading the Surplus

Management User Guide.

»0 :

12
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2. Enter all required information.

KEY: For the question Do you want to grant or remove Approver-level
permissions in the Surplus Management System? select | want to
remove Approver-level permissions.

W Approver Permissions Res x B o

IDK  ORLINE ALTH

IPED HOME ABOUT US CONTACT US NEWS OUR GROUPS DUR SERVICES SUSTAINABILITY IPR0 STAFF

Approver Permissions Request Form

This form must be filled out by a Department Head or Authorizer Staff.
The person who fills out this form must be authorized to declare property as surplus in accordance with University Policy 30.4.3.

First Name: *
Last Name: *
NetlID: *
Email: *

Are you a Department Head or Authorized Staff? *
Yes
No
If No, please do not submit form and contact Surplus Management.
Do you wanlt to grant or remove Approver-level permissions in the Surplus Management System? *

I want to grant Approver-level permissions for the individual below.

l I 'want to remove Approver-level permissions for the individual belo\\'l

Approver-level Permissions

First Name: *

3. Click Submit.

G Pe Requ % + o

« C @ iporutgers.edu/approver-permi uest-form * » 0 :

IP&0 HOME ABOUTUS CONTACT US NEWS OUR GROUPS OUR SERVICES SUSTAINABILITY IP&0 STAFF
If granting pers
permissions, this individual will no longer be able to approve Surplus Transfers for the following department.
Department: *

Organization ID:

Address: *

Phone Number: *

‘Would You Like To Change The Permissions For Another Individual? *
Yes

No

For general IPE0 inquiries, please EMAIL US or call 848-445-3000. FUI.I.[]W IP&U
For group specific inquiries, click HERE. ,

lution. individ

¥ Ba

RUTGERS -
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Surplus Management

The Surplus Operations team will review the request. The request will be
processed, provided the request has been properly filled out and sent from a
Department Head or authorized staff.

The Surplus Operations team will send an email notification (sample below) of

the change to the Department Head or authorized staff and the newly appointed
Approver.

Request for Approver Access to Surplus Management System - Message (HTML)

Message Inse ians n i el Q Tell me what you want to do...
B, S (al . i > o
3 zl o [ﬂJ 0 " ﬂ | Fallow Up ’ = [:b.
S8 & ?
M ! Yo _4 = @ F(ID\ £
Cop ! High Importance
Paste B I Ul Address Check  Attach Attach Signature = Assign Office New View
- Format Painte Book Names Filew Kem~  ~ Policy- ¥ LowImportance  Add.-ins | Meeting Poll  Templates
Clipboard r. Basic Text Names Indude Tags 5 Add-ins | FindTime | My Templates ~
From -
=
To
Send
Con
Subject Request for Removal of Approver Access to Surplus Management System|

Your request to remave Approver-level permissions for the following users in the Surplus Management System has been approved

First Name Last Name
First Name Last Name
First Name Last Name

Thank you,
Surplus Operations Team

14
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Approving a Surplus Transfer Request

KEY: Approvers must have permissions granted by their Department Head or
authorized staff and follow the steps outlined here to approve a Surplus
Transfer.

1. After the Requestor clicks Submit for Approval, an email (sample below) is
sent to all Approvers in the appropriate department.

Insert  Options  FormatText  Review  Developer raf
= CL v z [ U s > -
™ Cut el EFra P e [ZE % [ﬂJ (] *'3 E I Follow Up " [:b;
Cop 1 High Importance
Paste B I U ¥-4A- = Address Check ~ Attach Attach Signature = Assign Office New View
- Format Painter - - Book Names Filer Kem~+  ~ Policy = ¥ LowImportance  Adq.ins | Meeting Poll  Templates
Clipboard r. Basic Text ] Names Include Tags G Add-ins | FindTime | My Templates -~
From - eh529@ipo.rutgers.edu
=
To
Send
Con
Subject Request for Approver Access to Surplus Management System

You have been selected as an Approver for your department. You are responsible for approving Surplus Transfer requests
When a request is awaiting approval, you will receive a nofification emil from
NO_REPLY@assetworks.com
The system will send a daily email until the request has been approved or rejected
To approve a Surplus Transfer request

1. Login to the Surplus Management System
2. Follew the Approving a Surplus Transfer seclion of the Surplus Management User Guide.

Download and save the attached Surplus Management User Guide or access it anytime at itips:/ipo.rutgers edwhs/surplus-pickups,

Thank you,
Surplus Operations Team

2. Access the Surplus Management System. Click the Transfers tab.

Home Assets

Transfer Sidebar Quick Search Surplus Transfers
Search

% Search Surplus Transfers

%) Adhoc Search Surplus Transfers

3 Create Surplus Transfer

From Department * [0 - ALL DEPARTMENTS
Notes

~ Property Information

Building *

Room

~ Contact Information -

Contact Name * | HENRY RUTGERS
Contact Phone *

Contact Emai * HENRY@RUTGERS EDU
Location Notes

Terms and Conditions.

Department User must review the Rutgers Terms and Conditions and click the checkbox in order 1o proceed

By checking the box below, you are confiming that the hard drves and storage media have been wiped clean or destroyed as per University Polcy, and acknowledge user wil be held hable f a breach Is directly retated to data left on storage medium found in surpkus
equipment

1 have read and agree 10 the above lems and Conaitions

RUTGERS -

Institutional Planning
and Operations



Surplus Management

3. Enter the Surplus Transfer Number (also known as the Surplus Number).
Click Search.

% RUTGERS
F—

Home Assets rs

Transfer Sidebar Quick Search Surplus Transfers

Surplus Transfer Number

Search

* Search Surplus Transfers

Surplus Transfer Number

From Department

Method ~

Asset Number

Status ~
Remarks.

Creation Date From

BB

Creation Date To

From Person
Submit For Approval Date From
Submit For Approval Date To

Close Out Date From

EEEE

Close Out Date To

Search

4. Click the editicon

for the appropriate transfer.

Welcome: HENRY RUTGERS /RU  Homa  Hel

p Support  Sign Out

RUTGERS

vome | nuse RN

Transfer Sidebar Quick Search Surplus Transfers.
IETT | surpius meanster number 3328
Search

> Search Surplus Transfers

* Surplus Transfers

View  Surplus Transfer Number Greation Date =) From Department Erom Person Method
13328 082012021 0-ALL DEPARTMENTS  HENRY RUTGERS  Siate Surplus
Download

raw(s) 1-10of 1
* Adhoc Search Surplus Transfers
% Create Surplus Transfer

From Depariment *| 0 - ALL DEPARTMENTS Q

Noles
- Property Information -

Buikding *

Room

- Contact informatien 3
ContactName*  [HENRY RUTGERS

Contact Phone *
Contact Email * HENRY@RUTGERS EDU

Location Noies

16



5. Click Approve. Scroll down if the Approve button is not visible.

Surplus Management

&p RUTGERS

o [

~ SN e
Comact e SR E0E
& - AL DEFARTEENTS . AT SERVACES BLERS AHMEY, | PISCATANAY K 08 Comtes Pocer | 555-534.5550

FUTGE RS, HERRY 01 5 OO T D
Stae fapin. e vt
ot

Werm A Nesmbe Ciiiogies O Best Ol Miwd  Lied Pree  leiig Blki Bedeered Bede Dol Agpie Dile  Dieimagel  Neles

LA L siite
" Frrie
P mar
W i
M - T

Frasatr Sadvbar Surpiun. Crlsd
e e e
st e B a7
PO p—r e ] By Yo . (AL SATE SCHOCL OF SCOCUAL WORS PR DG
sttt MBCIATL, WCDHH =

6. Click Save. Scroll down if the Save button is not visible.

\111@‘

e

RUTGERS

o aen [E

SR fermamne .
a1 e SO D0
O AL DETAETEHTS ( ADGE SURRACES DG ANREN | PRRCATAWAY B OB Commc femas

BUTCENS WM — -
[T ae— ————
- e
-
Approee et
Frnp—— [rva e ay Bamr
132800 M T o [
LRERE T e i
BT RNT e i rivmi
AT e Aggeieed
[RICE RO AT | o) A

=

120 gy e
2430I0H S i

DATIITH Pz 3008 . GRADUATE SCHOOL OF SOCIAL WORK BULDNG
MSCHAEL MCDEDE L i

RUTGERS

Institutional Planning
and Operations
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Surplus Management

7. The page will refresh and a success notification will appear.

Transfer Sidebar

Surplus Detail

Surplus Number
Creation Date
Submit Approval Date
Submit Approval User
Close Cul Dale
Close Cul User
From Department
From Person
Method
Notes
Asset Label Creation Date
Tags Affixed Date
Fickup Date

Edit

Assets

View  Asset Number
0-13326-001-NT

0-13326-002-NT

RUTGERS

vome | nuse RN

Successfully approved assets.

13328

05/2012021
06/02/2021
MICHAEL MCDEDE

0 - ALL DEPARTMENTS - ADMN SERVICES BLDG ANNEX |, PISCATAWAY NJ 08¢

RUTGERS, HENRY
State Surplus
test

Description  Qty Sent  GtyRovd  SalesPrice  Scrap  Status
test 1 - - - In Transfer
test 1 - - B In Transfer

Receiver

Welcome: HENRY RUTGERS
~ Property Information --
sales Type
Buiding 3008 - GRADUATE SCHOOL OF SOCIAL WORK BUILDING
Room 012
- Gontact Information -
Centact Name |JOHN DOE
Contact Phone |555-555-5555
Contact Email JOHNDOEFAKE®RUTGERS EDU
Location Notes test
RecyDate  Approve Date  Docsiimages  Notes
o
[

AU

Home

P

Support  Sign Out

8. A member of the Surplus Operations team will email the Requestor to schedule
a date and time for the pickup of the Surplus Transfer.
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Surplus Management

Requesting Support

1. Access the Surplus Management System

. In the top right corner, click Support.

7

ekame HENRY RUTGERS 1Ry Home e [fsuppen Jion
gp RUTGERS

Home Sidebar

Quick Search

asset Number |

| Search
Transfer Number Search
¥ Key Performance Indicators (KPI)
Total Count _ Total Amount
99451 2,953,762 59
1 day 50
0 50.00

User Info

Name  |HENRY RUTGERS
customer RU

Version 8213191357

Change Password AMS Mobile View

2. A pop-up tab will appear with some pre-filled information. Enter My questions
or comments: and My Phone Number. Click Send Email.

3 Technical Support - Google Chrome = m} X [~]
@ demo.ams.incircuit.com/amsdemo50/f?p=1058:7:9141937719009:NO Q Q G :
Technical Support
Welcome: HENRY RUTGERS /RU  Homs Help Support  Sign Out
Please compiete the following form and click Send. A SUPPOTT representative willCONtAEt you with an answer
My question or comment:

My Name * HENRY RUTGERS

My Phane Number

My Email Address * | HENRY@RUTGERS EDU

3. An email will be sent to a Rutgers Surplus Management System Administrator
and AssetWorks Support.

When the issue is resolved, you will receive an email from a Rutgers Surplus
Management System Administrator.

RUTGERS

Institutional Planning
and Operations
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