FINANCIAL AFFAIRS

The University of Alabama at Birmingham

Approving Disposal Requests as an Authorized Signor by Email Notification

Review the
information
outlined in the
email
notification you
received as an
authorized
signor. Click on
the Click Here
link.

Please review the disposal request #15500 below and click the "Approved” button if you approve it.

To edit the Dispesal Request by deleting or adding line-items, or deleting the entira record, please click the "Medify" 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 Hers

Modify: Click Here

Items that have = radioactive or bio-hazardous decal on them must be cleared by Health & Safaty before sending them to the Surplus Warehouse.
All equipment sent ta the Surplus Warehouse should be unlocked and all contents removed.All UAB data must be remaved from this equipment.

For directions to remove electronic data, go to: htip://; b. 'datasecurity/Drive Wipe Proced html

After authorization the disposal request wiill not be editable.

Department: SURG-GEN SURG-GASTROINTESTINAL SECTION
Contact: Laneitria Head (205) 975-0992

Authorizer: Laneitria Head (205) 975-0952

Date: 10/06/2020

Status: Pending

Disposal Type: Turn into Surplus

Pickup Type: UAB Movers

Note: A request Tt S0,
cannot be

epe Thank you,
modified or Sl rpary sfvare
changed once it
is approved.
You will be

directed to the
SPS to log in.

You will receive
a message
stating that the
disposal
request was
successfully
authorized.

Click on Close
to exit this
window.

SURFLUS
PROPERTY
. SOFTWARE

Disposal Request Authorization

Disposal Request #15500 has been authorized successfully.
Thank you.

The contact
person for the
request will
receive an
email
notification
indicating that
the request
was approved.

Dear Laneitria Head,
Your disposal request #15500 has been approved, see below for details.

Department: SURG-GEN SURG-GASTROINTESTINAL SECTION
Authorizer: Laneitria Head (205) 975-0992

Disposal Type: Turn into Surplus

Pickup Type: UAB Movers

Click Here to login to the system.
Thank you,

Surplus Property Software
Making Your Workday Easier
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FINANCIAL AFFAIRS

The University of Alabama at Birmingham

Approving Disposal Requests as an Authorized Signor in the SPS

Click on the red
x under
Authorized,
located in the
right-hand
corner of the
form.

Note: A request
cannot be
modified or
changed once it
is approved.

SURPLUS
PROPERTY
SOFTWARE

SEARGH Aoo / Enir

Department

SURG-GEN SURG-GASTROINTESTINAL SECTION ~
Disposal Type
Tum into Surpius v
Pickup Type
UAB Movers v
Import items. . ~
Building  Room  Item

TOOL CHEST,

a « ™ 812

New Disposal Request

WELCOME, LANEITRIA HEAD
LOGGED IN AS

MaNAGER FOR
SURG-GEN SURG-GASTROINTESTINAL SECTION

Contact Person for this Disposal Request
Laneitria Head
EDF# EDF Date

15501 10/07/2020

vis =

= Menu

@ Locout

@Her

Notes: [

Authorized: n

Who will authorize this Disposal Request?
Laneitria Head
Status

Pending

To ensure pickup by the UAB Movers, please list all items for disposal

Add New Item

aty  Asset#

2

Clone Last Item

Serial# Model

Total Records: 1

Cancel Delete

v =

Print

o

A confirmation
message will
appear. Please
read it
carefully. Click
Yes to
authorize the
request.

CONFIRMATION

Authorize this Disposal Request?

For directions to remove electronic data, go to:
hitp:/fwww.uab.edwit/datasecurity/Drive_Wipe_Procedures_himl

After authorization the disposal request will not be editable.

Items that have a radioacfive or bio-hazardous decal on them must be cleared by Health & Safety before
sending them to the Surplus Warehouse.

All equipment sent to the Surplus Warehouse should be unlocked and all contents removed. All UAB
data must be removed from this equipment.

ND
A confirmation
will appear
o pp dev-surplus.ad.uab.edu says
indicating that
the request Disposal Request has been successfully authorized.
was
successfully “
authorized.
Click on OK.
Under the
Disposal
Requests -

Disposal Type

screen, your A $  Department & £ EDF# ¢ EDFDate #  Status & Authorizer & Auth.Date * T
name W”l be ::g-ﬁE)G’EN SURG-GASTROINTESTINAL ;t:ll:;‘i:gu 15501 10/07/2020 Pending Laneitria Head 10/07/2020 m B

listed as the
authorizer.
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