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Disposal Worksheet Expanded Search Criteria
Statewide Management, Accounting and Reporting Tool
	
Date Created:
	
10/28/2015

	Version:
	2.0

	Last Updated Date:
	9/18/2026

	Purpose:
	This document highlights one of the changes between 9.0 and 9.2 in the Asset Management module.

	Security:
	· Role Security:  The following roles are applicable:
Agency Adjustment/Transfer/Retirement Processor

BU Security:  Business Unit Security is applied.  Agencies will only have access to the assets in their Business Unit.  

	
	The Disposal Worksheet in 9.2 offers expanded search criteria to identify assets that need to be retired.  This page should only be used when retiring many assets at the same time. If a single retirement is needed, the Retire/Reinstate Asset page should be used instead.

	Navigate to: Asset Management > Asset Transactions > Asset Disposal > Disposal Worksheet
	[image: ]

	[bookmark: T8_F8][bookmark: T8_F10][bookmark: T8_F12][bookmark: T8_F28]Enter Category: EQFRN
Enter Location: KTLND

Click the ‘Retrieve’ button.
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	[bookmark: T8_F30]Place a checkmark in the ‘Dispose’ column for all assets to be retired.
	[image: ]

	[bookmark: T8_F32]Click on the ‘Retirement Information’ tab. Scroll to the right and enter any applicable ‘Proceeds’ and ‘Removal Cost’.
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	[bookmark: T8_F41]Click the ‘Submit for Disposal’ button.
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	[bookmark: T8_F43]Click ‘OK’ on the warning message.
	[image: a warning pop up which reads ' Warning -- Are you sure you want to submit selected assets for disposal? You requested to submit the selected assets for disposal. Press OK to continue or Cancel to skip this action'.]

	[bookmark: T8_F45]Next, determine the Interface ID associated with the retirements and run the Transaction Loader process.

Navigate to: Asset Management > Send/Receive Information > Approve Financial Information > Review

Select Trans Load Type: Asset Retirement

Select Load Status: Pending

Search
	[image: ]

	[bookmark: T8_F47]The list of assets processed on the Disposal Worksheet displays in the Search Results.
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	Navigate to: Asset Management > Send/Receive Information > Interface Transactions > Load into AM

Click the ‘Add a New Value’ button.
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	 Enter a Run Control ID name.

Click ‘Add’.
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	Enter Run Control Parameters

Select ‘Process Frequency’: Always

Enter ‘Interface ID’ from the Load Preview – Financial search results page.

Tab to the ‘To Interface ID’ field. ‘To Interface ID’ will auto-populate or enter a value.

Enter AM Business Unit

Click ‘Run’.
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	Click ‘OK’
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	Click on the ‘Process Monitor’ link.

After AMIF1000 process has completed, the assets have been successfully retired.
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