Disposal of Surplus Property (Tagged Assets)

This procedure will identify the steps to dispose of tagged surplus property by
Custodian Delegates and Inventory Appointees.

Welcome to the FLHSMV
Service Portal

FLHSMV User Login

kimnewma n-@-flhsm'.'.g;m{

Click here if you're an external uzer

1) Sign into the ServiceNow Portal at https://flhsmv.service-now.com/sp using your FLHSMV email.

e ’_"/—“""‘ o
~..Weleome to the FLHSMV_ Seigficeigelgeal

Request Report an Q Knowledge Base .al Community
Somet h T I ﬂCldeﬂt Browse and search for Community-sourced answers

Browse the catalog for Contact support to report an
services and items you need outage, hardware or software

articles, rate or submit to your questions
feedback

issue

2) Select the Request Something icon.

Categories Inventory | =
= Inventory Assat Assignment Disposal of Surplus Property Inventory and Asset Check-In

Gemerzl Azzst Forms

& Report an Incident

= Request A Service

Inventory Appointes or Custo... Property Inventory Transfer

3) Under Categories, click Inventory.

4) Select Disposal of Surplus Property
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Disposal of Surplus Property

Request for Disposal of Surpluz Property Certification

Disposal Initisted by

€ | fom Hewmen

Are you the Custodian Delegste or Inventory Appeintes of the aszets being disposed?
(0 Inventory Appointee @ Custodisn Delegate
Custodian Delegate

& | Kim Newmen

Location Code(z) being reviewsd

= 37 QDETATALLY

Approving Bureau Chief

€ lenniferFord

Short deseription

Surplus laptop not in use

Type of disposal @
Does the assets have 2 DHIMV tag or is this an untagged asset (E.g. furniture)
® Tagged sssets () Mon-tagged assets

* Aszets

0000

Actions  Approving Property Custodi Hwailable Location Codes to Pick Assets From  Asset

Mo data to display

O I have tagged assets that are not listed in the system.

*O hereby certify this property a= surplus in sceordance with £S5, 273

- Required information

| herehy cortify this property ne surphus in sccordance with £5. 273

Clicking the blue
highlighted text shows you

* |- what information still needs
to be completed before
submitting the request.

Disposal Reason  Seriz

@ Add attachments

5) Identify if you are the Inventory Apointee or Custodian Delegate. If you are the Inventory Apointee,

select the name of your Custodian Delegate.

*If the correct combination is not selected, the location codes will not show up.

6)Complete the Location Code(s) being reviewed. Multiple Location Codes can be selected.

7) Select the Approving Bureau Chief and write a Short Description.

8) Select the Tagged Assets radio button.

9) Click Add to find the tagged asset from the selected location code.

Add Row

Approving Property Custodian

O | KimNewman

Ayzilable Locstion Codes to Pick Aszets From

37 QOET1TA11T

Asset

10) In the Add Row pop-up
window, select the Asset from
the dropdown. The Asset field
has a typeahead feature.

*Assets will only show if they
are currently in the location
code denoted in the 2nd

i ] [215192-J'~:‘TC3'.'39E LATITUDE

Dizposzl Reazon

Broken ar too costly to repair

Serial Number
BFPLESZ
Location
@ | wRkman
Location Code
® | s7QoeTiTALIT

Azzigned To

€@ | Natheriel Seebrocks
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populated field.

*If more location codes
should be added, click
Close and add locations
accordingly.

11) Determine the reason for
disposal from the dropdown.

12) Click Add.

Page 2 of 6




Approving Bureau Chief
ﬂ Jennifar Ford ¥ v
Shart description
Surplus laptop not in use
Type of dizspozal @
Dioes the azsets have 2 DHSMY tag or iz this an untagged aszet (E.z. furniture) X
W Tagoed assetz () Mon-tasged assets
Azzets
Remove All
Actions  Approving Property Custodian  Awvailable Location Codes to Pick Assets From  Asset Disposal Reason £
& ¥ KimMNewman 37 QOETITALLT 219192 - Broken ortoo
LAPTOR costly to repair
7350
LATITUDE
4 2
| have tagged assets that are not listed in the system.
* Mizsing tagzed assets
Actions Assettag Disposal reason Asset type Comments:
Mo data to display
*O 1| herehy certify this property a= surplus in accordance with F.5. 273
@ Add attachments

13) Your entry from the pop-up will populate in the Assets table below the request form.
*Repeat steps 5-12 to add another tagged asset to surplus disposal.

14) If you have assets that are tagged but cannot be located after reviewing all your location codes, select
the checkbox that says | have tagged assets that are not listed in the system.

15) Click Add.

Add Row

Asset tag

16) In the missing tag pop-up
window, include all information
possible.

LDO-CD-MIC-3

Dizposzal reason

Transfer to anather department/orgenization

17) Click Add. hssetpe

Assorted Electronics (projectors, scanners, printers, etc.)

Commeents:

microphone in 8263

Version: 7/14/2022 Page 3 of 6




18) The non-tagged assets will populate in the missing tagged assets table.

Approving Buresu Chief

Short description

Surplus laptop not inuse

Type of dispozal @

oes the azsets have 2 DHSMY tag or iz this an untagged asset (E.g. furniture) x
® Tagged assetz () Mon-tagzed assstz
Azzets
Remaove All
Actions Approving Property Custodian  Available Location Codes to Pick Assets From  Asset Disposal Reason £
- Kim Mewman 37 QUETITA11T 215192 - Broken or too
LAFTOR costly to repair
7330
LATITUDE
3
hawve tagged aszats that are not listed in the system.
Mizzing tagged azzets
Remaove All
Actions  Assettag Disposal reason Asset type Comments:
# W LDO-CD- Transfer to another Aszarted Electronics (projectors, microphone in
MIC-3 department,/organization scanners, printers, etc.) 2252

hereby certify this property az surplus in accordance with F.5. 273

(@ Add attachments

19) Add any attachments to the request.

20) Once all assets are added, check the box that says | hereby certify this property as surplusin
accordance with F.S. 273.

21) Click Submit.

Home ¥ My Dizposal Orders

My Disposal Qrders

DISPOSALMDLOTE - Disposal Order - Surplus laptop not in use e @ just now

22) The next screen will show that the request was submitted as well as the status of the disposal order.
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Disposal order DISPOSAL0001072 has been created!
TAC «flhsmv@service-now.com>
To @ Ford, Jennifer; @ Yawn, Karen

FLASMV

FLORIDA HIGHWAY SAFETY || AND MOTOR VEHICLES

Disposal order DISPOSAL0001072 has been created!

Details
| Title | DISPOSAL0001072 - Disposal Order - Projector
‘ Description ‘
| Opened By | Karen Yawn
| Custodian Delegate | Jennifer Ford
| Surplus Reason |
ASSET DETAILS:

o
| Description ‘Serial Numher|locatian | Location Code |Assigned To
175315 - HITACHI PROJECTOR CPX260 F6C001450  [KIRKMAN [37 Q067178261 |

Thank you,
Fixed Asset Team

23) You will receive an email notifying you the request was created.

The approval workflow for surplus tagged items is:

Inventory Appointee -> Custodian Delegate -> Bureau Chief -> ISA (for Laptops)-> Central Supply Review ->
Property Review Board -> Disposal

ASSEL LASPOSAN UTOET LI2EUISALUL I D 15 JETING your approyval 2 1

Ta NI

T

FLHSMV

FUDASSa pemeTLY RAFTTY || ANE MOTEE VERCLIT

The following assets have been submitied for disposal by Steve Burch and are pending your review
Click below to approve or reject via an email reply:

ck here o approwe DISPFOSAL MO0

Click here to sign into ServiceNow and view Approval DISPOSALOD0107E: LINK
Mode: Outiook peeds 10 b your computer's defaull émall app to approvelrejec via emall. Please contact TAC If any 55ues ootur.

Disposal order DISPOSALO001076 is pending ISA approval

FLESMV

T || A3 TR WERCLER

Disposal order DISPOSALO001076 is pending ISA approval.

A Desktop technician will ba in contact soon.
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24) Once the Custodian
Delegate approves the Disposal
request, the Bureau Chief will
receive an email to approve
the request.

25) If your disposal item is a
laptop, a Desktop Support
ticket will generate once your
Bureau Chief approvesin
ServiceNow, and you will be
notified via email.
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Disposal order DISPOSALOD0107TE cancelled 2 6

26) If Desktop Support
determines it is salvageable,

FLHSMV Desktop Suppc?rt will contact the
S wy e e requester and inform them that
the item should be repurposed.
Disposal order DISPOSALD001076 has been cancelled Desktop Support will cancel the

disposal request and send emails

o ey to the Inventory Appointee and
e R ——— Custodian Delegate.

Opened By Stave Burch
Custodian Delegate  Mike Alexander

Datails

If the requester still determines

Surplus Reason i
Disposal Type Tagged assels they dO I‘IOt need |t, a tranSfer
s request should be initiated (see

OR Instructions for Inventory
Asset Property Transfer) using

FLHSMV 37 Q06717D327 as the receiving

e et location code.

If Desktop Support determines
Disposal Order: DISPOSAL0001076 - Desktop has determined 217335 - LAPTOP 7280

LATITUDE is salvageable. the laptop is not salvageable,
the surplus disposal process will
Please transfer asset to location code - 37 Q06717D327 via the Property Transfer Form. proceed below. A representative
will come to yourlocation and
If you do not have access to the D-Wing please contact the ISA's IT Financial and Planning remove the laptop hard drive and
Services team at 850-617-2880

place a stickeroniit.

Disposal order DISPOSAL0001067 assets are required to be dropped off to room AB10 27) When the Desktop
(Basement level) . .
Support ticket is completed

(for laptops) and/or Central
Supply acknowledges the work
order, an email will be sent
OR to the ticket creator and the

Disposal order DISPOSAL0001067: A Central Supply member will come and pick up your Custod Iar} Delegat_e |nform|ng

items as soon as they can. them to either deliver the item
to Central Supply, or Central
Supply will come pick it up.

Please contact Central Supply at (850) 617-3453 for drop-off availability.

Please contact Central Supply at (850) 617-3453 with any issues or concerns.

28) Once Central Supply @

acknowledges receipt of the Disposal order DISPOSAL0001067 has been completed!

item(s), the ticket creator and Central Supply has received your item(s) and will move forward with the disposal.
C”5t°‘_1 lan D_elegate wi llreceive | gor tagged items, the asset has been transferred to Central Supply (Q06717AB10) and
a confirmation email. removed from your inventory.

*The item(s) will be removed from your property location codes. They will then go through the surplus
review board process for proper disposal.
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