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Date: 07/24/2014 

Target Audience: Department Asset Manager, Department Asset Processor

Purpose: This Supplemental Job Aid provides the Department Asset Manager instructions on which disposal code to choose in FI$Cal that corresponds with the Disposal Codes on the STD. 152 Property Survey Report.

Selecting the Correct Disposal Code in FI$Cal:
The Disposal Codes in FI$Cal do not align with the Disposal Codes on the STD 152 Property Survey Report. Therefore, the following crosswalk has been established to provide guidance to departments in Wave 1 to select the most accurate disposal code in FI$Cal.
	Select the Disposal Code below that is approved on your STD. 152:
	
	This is the corresponding FI$Cal Disposal Code to select in FI$Cal:

	1. Trade-In (Show Trade-In price offered)
	
	Traded in For Another Asset

	1. Sale (See SAM Section 3520)
	
	Retirement by Sale**

	1. Valueless Unable to Be Recycled (To be Legally/Safely Disposed of)
	
	Abandonment

	1. Lost, Stolen, or Destroyed (Refer to SAM Section 8643 for Instructions)
	
	Lost: Disappeared Asset
Stolen: Disposal Due to Theft
Destroyed: Casualty Loss

	1. To Be Cannibalized (Salvaged for parts)
	
	Cannibalize for Other Assets

	1. Shipped to Scrap/Salvage Dealer (To Be Recycled)
	
	Scrapped Assets

	1. Donation to an Eligible Public School, Public School District or Eligible Organization (See Sam Section 3620.5)
	
	Donated to External Group

	1. Ship to Property Reuse Program (No poor or junk material)
	
	Retirement by Sale

	1. Donation of Computers for School Program
	
	Donated to External Group

	1. Universal Waste – Salvage Dealer, Recycler (E-Waste)
	
	Scrapped Assets

	1. SB 493 – Disposition of Technology to Public Computer Center
	
	Donated to External Group


NOTE: These solutions are for Wave 1 only and will be re-evaluated in Wave 2.
** Retirement by Sale disposal code will also be used when an inter unit transfer (Form STD. 158) occurs for Wave 1 only. Refer to the Inter Unit Asset Transfer Supplemental Job Aid FI$Cal.177.
In this example, we have an approved STD 152 from the Department of General Services (DGS) for a computer that has a disposal code from the STD 152 of “Ship to Property Reuse Program” (Number 8 on the STD 152).  
Step 1: Navigate to the Retire/Reinstate page:
· Navigation: Main Menu  Asset Management  Asset Transactions  Asset DisposalRetire/Reinstate Asset
· Enter a value in the Asset Identification field and click the Search button
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Step 2: In the Book section of the Retire Assets page, click the drop down for the Retire As field and select “Retirement by Sale” (Reference the chart above for the correct disposal code to choose). 
Click the Go button and then click the Save button.
Note: For vehicles and other assets where proceeds are received, you will enter the proceeds in the Proceeds field within the Retirement section. The process for proceeds are described in job aid FI$Cal.039 “Record Proceeds from Sale of Assets.”
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Step 3: The Retirement is saved with a Disposal Code of “Retirement by Sale” and the status is changed to Disposed.
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Step 4: An end user with the role of Department Asset Processor will navigate to the General Information page to update the Basic Add page with the asset disposal information and attach the STD. 152:
· Navigation: Main Menu  Asset Management  Asset Transactions  Owned Assets  Basic Add
· Click the Find an Existing Value tab and enter your Business Unity in the Business Unit field and a value in the Asset Identification field. Click the Search button. The General Information page displays.
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Step 5: On the General Information page, click the Attachments (0) link to attach the approved STD 152 as documentation for the disposal. 
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Step 6: Click the Location/Comments/Attributes tab. 
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Near the bottom of the page, click the expand arrow next to Comments to open the Comments section. Enter the reason for the asset disposal and any other relevant information. 
Click the Save button.
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