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Logging in to the System

When logging in to the system enter the user id and password assigned by the security
administrator for your agency. User Ids and passwords are not case sensitive. Passwords can be
6-10 characters and may contain letters and numerals or a combination of both.

Make sure to set a bookmark in your browser for the Logon Screen. The page link for the logon
screen is http://www.ncstatesurplus.com/ssp/agency/logon.asp .

Figure 1 - Login Screen
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System Conventions - Locator Menu

Located on every screen is a “Locator Menu”. This menu will take you to any type of screen.
Use this menu or other buttons on the screen as opposed to clicking your browser back button to
navigate the system. Using the browser back button may produce unexpected results.

Figure 2 - Locator Menu
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System Conventions — Idle Timeout

For security reasons, the system will automatically log you out if your session has been idle for
20 minutes. If you were in the middle of processing a new document you will be able to continue
from the point that the last item that was added.



System Conventions — Required Fields

Throughout the system, certain fields will be required before you may progress to a next step.
You will notice these fields denoted by a red star.

Figure 3 - Required Fields Denoted by Red Star
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User Profile Screen

The User Profile Screen allows you to change your password. To change your password, enter
the old password and then enter your new password. Enter the new password again to confirm it
and then click “Submit”.



Figure 4 - User Profile Screen
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If you attempt to log on to the system and forget your password, you will be prompted with the
option to have your email password sent to you by clicking “E-Mail My Password”.

Password Expiration

As an extra security measure, passwords will expire every 90 days (3 months). At the end of this

time you will be prompted to create a new password.



The Main Menu

After logging in to the system you will be presented with the Main Menu from which you can
choose the appropriate option. Each menu item has a brief description with the function of that
item. You may also use the Locator Menu to navigate the system. Note: Some options are only
available to the Agency Administrator.

Figure 5 - Main Menu
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Inbox

Your inbox contains any pending items that are awaiting action from you. The Inbox provides
the date received, a short message and options under the “Action” column depending on the type
of action that is necessary.

Figure 6 - Inbox items for Review
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Property Screens

After clicking on any of the property screens: Property — Computers, Property - Miscellaneous
or Property Vehicles you will be taken to the Property Menu Screen. This screen works the same
for every type of property that you will enter in the system. So that you can keep track of the
type of inventory you are adding, the title in the upper right corner of the screen will change
depending on the type of property that you are entering.

From this screen you can add inventory, edit or delete current inventory or search for all active or
closed inventory (inventory that has been sold). To add inventory click “Add” and you will be
presented with the Add Document Screen.

Figure 7 - Property Menu

~lsx]
File Edit ‘ew Favorites Tools Help ﬁ
GBack + = - (D . at | @Search (3] Favorites @Medla @ | B-rSmM-E 22
Address IE b U 5 a j G0 |Link5 &
=
Take Me To ... Choose Menu Location j Gc‘l ér re & o=
et~ porlets
Property - Inventory Menu
Add | Edit/Delete | Search |
# Add - Create a new document and add misc. items.
# Edit/Delete - Edit or Delete Miscellaneous Inventory
# Search - Search for items in inventory.,
|&] Done ’_l_’_ 4 Internet



Add Document Screen

After clicking “Add” from any type of property screen, you will be presented with the Add
Document screen. A “Document” is the electronic form by which all like items are entered in the
system. This document may contain one or many items that will be sent to surplus. The Add
Document screen is the same for adding any type of Inventory except when adding computer
inventory. In this case, all equipment is automatically assigned to the State Surplus Property
Computer Recycling location for disposition.

At this screen you will see pre-filled information (including today’s date) about your agency. If
any of this information is incorrect, please contact your Security Administrator or Fiscal Officer.
You may manually override these options, however this is not recommended. See below for a
description of the fields. Once you fill in the fields you will click “Next” to continue to add
inventory items. Note: Only one document at a time may be started. You cannot process two
documents simultaneously.

Locations

Because items can be sold at locations around the State, make sure to always check that the
proper location is chosen on the “Add Document Screen” before adding them.

If items are being sent directly to State Surplus Property warehouse, there are three main
locations from which to choose.

State Surplus Property Warehouse — Choose this location if you will be sending items other than
computer equipment and vehicles.

State Surplus Property — Vehicles — Choose this location if you will be sending any licensed vehicle. This
includes boats, all terrain vehicles etc.

State Surplus Property — Computer Recycling —This location will be automatically selected when adding
“Computer” inventory.

If items will be sold on-site or at an alternate location, make sure that your security administrator
has added the location information and that is appears in the drop-down list of locations.
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Figure 8- Add Document Screen
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Document Screen

Once you click “Finish” from the Add Items Screen you will be presented with the “Document”
screen. This screen will allow you to edit or delete inventory, add more items, review tracking
and submit items to the next reviewer or location for disposition. Always review the entire
document for accuracy before submitting the items for review. When you are ready to submit the
document to the next reviewer, choose that individual from the reviewers list at the bottom of the
screen and click the “Submit” button.

Figure 9 - Document Review Screen
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Request Processing Screen

Once you click the submit button on the Document Screen the items are sent to the appropriate
reviewer that you chose from the list. You will briefly see a status screen displayed. Once the
screen changes you will then have the option to print the document. You may want to print the
document so that you have verification of the equipment information and date submitted to the
reviewer.

Figure 10 - Request Processing Screen
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Working with Inventory

Adding Property - Computers

When adding a computer, all equipment that is delivered to the State Surplus Computer
Warehouse is checked and recycled for the Computers for Kids program. (Note: If you are a
remote location and disposing computers you will enter computer items under Miscellaneous
Inventory). Once the computer is released to State Surplus it may be used in whole or in parts.
Note: For computers or computer related inventory there is only one category that is
automatically pre-selected for you.

See below for a description of the Add Computer Items Screen.

Figure 11 - Add Computer Items Screen
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Adding Computer Items
1. From the Main Menu choose “Property — Computers”

2. Click “Add” to create a new document. Note: Once a new document is started you must
complete processing of the document or delete the document in order to process a new
one.

3. Fill in the appropriate information on the Add Document Screen. Most of the information
is already pre-filled according to how you were originally set up on the system.

4. Click “Next” when complete to go to the Add Computer Items Screen.
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10.

11

14.

15.

If you have multiple items and would like to track them separately, click the “Retain
Field Values?” Add each item as a single item and change the serial number and/or FAS.
Press tab or move the cursor to the “Short Description” field to add a short, one line
description of the item.

Press tab or move the cursor to the “Long Description” field and enter a more lengthy
description if necessary such as the size of Hard Drive, RAM, Processor, CD etc.

Press tab or move the cursor to the “Qty” (Quantity) field and enter the quantity of the
items.

Press tab or move the cursor to the “Serial No” (Serial Number) field and enter the serial
number of the item if applicable.

Press tab or move the cursor to the “Fixed Asset No.” (Fixed Asset Number) field and
enter the fixed asset number of the item if applicable.

. If you have more items to add, click the “Add Item” button at the bottom left corner.
12.
13.

If you are finished, click the “Finish” button to continue to the Document Screen.
Review the document and item information for accuracy and select the next person at
your agency to review from the “Reviewers” list and click “Submit. Note: From this
screen you may also add more items if necessary or you can edit or delete items on the
document. See Editing a Document later in this section for information on how to edit or
delete items or documents.

The Request Processing Screen will appear. During this time do not click until your
property has been successfully submitted to the next reviewer for processing.

Once the Request Processing Screen disappears you will be presented with the
Computers Document Screen with an option to print the document. You can print this
document for your records and continue adding other inventory by using the Locator
Menu at the top of the screen.
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Adding Miscellaneous Property

Miscellaneous Inventory is any government owned property other than vehicles or computer
equipment (includes fax machines, copiers etc.). Equipment can either be delivered to the State
Surplus Warehouse or can be sold from a remote location. After State Surplus has reviewed the
items, all inventory is first sent to the “Classifieds” section for a 4 day holding period to make it
available for other agencies and non-profit organizations. After the 4-day hold, items will be
released for sale or bid.

Figure 12 - Add Miscellaneous Property Screen
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Adding Property — Miscellaneous

1. From the Main Menu choose Property - Miscellaneous.
2. Click “Add” to create a new document.
3. Fill in the appropriate information on the Add Document Screen. Most of the information is

already pre-filled according to how you were originally set up on the system. Make sure to
choose the appropriate “Surplus Location.” depending where this will be sold.

4. Click “Next” when complete to go to the Add Inventory - Items screen. Depending on the
type of inventory that you are adding you will have different fields available for you.

5. If you have multiple items and would like to track them separately, click the “Retain Field
Values?” Add each item as a single item and change the serial number and/or FAS.
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10.

11.

12.

13.

14.
15.
16.

17.

18.

Add a short description (up to four lines) of the item. Make sure to be fairly descriptive in
this field. For example if you are submitting a “Chair”, describe the type of chair; executive
office chair w/ high back, wooden office chair, leather chair.

Press tab or move the cursor to the “Long Description” field and enter a more lengthy
description if necessary. Make sure to always include a description of the condition of the
items and notate if any parts are missing or broken.

Press tab or move the cursor to the “Qty” (Quantity) field and enter the quantity of the items..
Press tab or move the cursor to the “Serial No” (Serial Number) field and enter the serial
number of the item if applicable.

Press tab or move the cursor to the “Fixed Asset No.” (Fixed Asset Number) field and enter
the fixed asset number of the item if applicable.

Press tab or move the cursor to the “Category” field. Select the category from the drop down
list. If you are unsure of the category, choose one from the list and click “Category Desc.” to
the right of the selection box. A small box will appear with examples of types of items in that
Category. It is very important to choose the correct category when classifying equipment.
Press tab or move the cursor to the “Min. Amt.” (Minimum Amount) to enter a minimum
acceptable amount, if a specific dollar amount is required from the sale, otherwise leave this
field blank.

For miscellaneous equipment, you are also given the option to add a picture. If you have
access to a digital camera it is recommended to include a picture of every item so that it can
be viewed from the website. See Figure 13 — Add Item Picture Screen below.

If you have more items to add, click the “Add Item” link at the bottom left corner.

If you are finished, click the “Finish” button to continue to the Document Screen.

Review the document and item information for accuracy and select the next person at your
agency to review from the “Reviewers” list and click “Submit. Note: From this screen you
may also add more items if necessary or you can edit or delete items on the document. See
Editing a Document later in this section for information on how to edit or delete items or
documents.

The Request Processing Screen will appear. During this time do not click until your property
has been successfully submitted to the next reviewer for processing.

Once the Request Processing Screen disappears you will be presented with the
Miscellaneous Inventory Document Screen with an option to print the document. You can
print this document for your records and continue adding other inventory by using the
Locator Menu at the top of the screen.
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Adding Pictures

You can add one picture or multiple pictures for almost any type of inventory. Adding pictures
will enable agencies/buyers across the state to see your merchandise and enables quicker sales
and immediate feedback for the buyers as to the condition of the item.

Figure 13 — Add Item Picture Screen
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1. From the Add Item Picture Screen choose the “Browse” button.

N

Find the picture that you want to attach to the item and click “Open”.

3. Click “Upload” if you need to add another picture or click “Finish” if you are done
adding pictures.
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Property - Vehicles

When sending vehicles to surplus, authorization must be obtained by the Fleet Manager at State
Surplus. All other items such as tires, parts, accessories will go under Property — Miscellaneous
using the Transportation,Vehicles,Trailers,Suppl category.

In order to surplus a vehicle you must have:

e The Title. The original title of the vehicle must be present. Please verify that the Vehicle
Identification Number (VIN) matches what is listed on the title.

e VIN and or Serial Number. This is located on the driver’s side dashboard and can be
viewed through the windshield.

e (Odometer Statement — MVR180A — This statement for the odometer must be completed.
State Surplus Property can fax or send this form if necessary. The form is also obtainable
from the DMV. Important. If you are delivering the vehicle to State Surplus do not record
the mileage, it will be recorded when the automobile arrives at the State Surplus
Warehouse.

Figure 14 - Add Iventory - Vehicles Screen

<} Add Inventory - ¥ehicles - Microsoft Internet Explorer =181 =]

File Edit “ew Favorites Tools  Help |
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Field Description
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| information about Name
the current Retain Field Click to check this field if you will
document. Values enter many of the same type of
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Form No.: o a 0
Budget Code: 2066 information. All values will be
o bntered By: Jefhalel s retained except Mileage, Agency 1D
Email: jerry kaiser@ncmail.net F and VIN.
Contact Division: State Surplus Property " "
Mileage Enter current mileage. Note: If the
vehicle will be delivered to State
*=Required Fields Surplus this will be recorded at the

time of delivery. Do not enter it

Retain Field Values?: [© when adding vehicles

Mileage: Agency ID Use this field if you agency tracks
AgencyID:I by a special ID number.
[ VIN Enter the Vehicle Identification
P— |_ Number.

FIneess: Cylinders Enter the number of cylinders.
*"'eaﬂl_ Year Enter the Year of the vehicle.
*Make:l - Make Select the Make from the drop down
*Style:l—;[ list.

*Category: [ —Select category — B ol Style IS_Setlect the style from the drop down
ist.
M. Amt':lu Category Depending on the type of vehicle

choose the appropriate. Click
“Category Description” to the right

DB TTE to identify what type of items are
included in that category.
SElEEE Gds el 80 Rl 6 Desei T Min. Amt. Enter the minimum acceptable price
Air Conditioning: [~ if applicable.
4WD: [7 Options Check the appropriate options to
Extended Cab: [~ assist in completing the description.
Crew Cab: [~
Dual Rear Wheels: [~
Handicapped Lift: [
Manual Transmission: [~
Station Wagon: [

Add Picture Add ltern Finish Cancel
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Adding Property - Vehicles

1.
2.
3.

b

O 0

10.
11.
12.
13.

14.

15.

16.
17.
18.

19.

20.

From the Main Menu choose “Property - Vehicles” to Add.

Click “Add” to create a new document.

Fill in the appropriate information on the Add Document Screen. Most of the information is
already pre-filled according to how you were originally set up on the system.

Click “Next” when complete to go to the Add Items Screen.

Enter the current Odometer reading in the mileage field if the vehicle will not be going to

the State Surplus Property — Vehicles Warehouse.

Press the tab key or move the cursor and enter the Agency ID if applicable.

Press the tab key or move the cursor to the VIN number and enter it.

Press the tab key or move the cursor and enter the number of cylinders in the vehicle.

Press the tab key or move the cursor and enter the Year.

Press the tab key or move the cursor and select the Make from the drop down list.

Press the tab key or move the cursor and select the Style from the drop down list.

Choose the appropriate category. If the vehicle has a license plate, this will be entered under
the Transportation,Vehicles,Trailers,Suppl category. School buses should always use the
School Buses category.

Press tab or move the cursor to the “Min. Amt.” (Minimum Amount) and enter a minimum
acceptable amount, otherwise leave this field blank

Press the tab key or move the cursor and complete the description. You can check the options
at the bottom to assist in filling this field. Also, put in information pertinent to the mechanical
condition of the car: ie. Engine blown, transmission only works in reverse etc.

For vehicles you are given the option to add a picture. If you have access to a digital camera
it is recommended to include a picture of every item so that it can be viewed from the
website. See Figure 13 — Add Item Picture Screen above.

If you have more items to add, click the “Add Item” link at the bottom left corner.

If you are finished, click the “Finish” button to continue to the Vehicles Document Screen.
Review the document and item information for accuracy and select the next person at your
agency to review from the “Reviewers” list and click “Submit”. Note: From this screen you
may also add more items if necessary or you can edit or delete items on the document. See
Editing a Document later in this section for information on how to edit or delete items or
documents.

The Request Processing Screen will appear. During this time do not click until your property
has been successfully submitted to the next reviewer for processing.

Once the Request Processing Screen disappears you will be presented with Vehicles
Document Screen with an option to print the document. You can print this document for your
records and continue adding other vehicles by using the Locator Menu at the top of the
screen.
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Notification of Pending Items

Each time new inventory is added to the system it is forwarded to the “Reviewer” for approval. If
you are a reviewer you will receive two types of notices to indicate there are pending items
awaiting your approval.

The first type of notice is via electronic mail. When your id was originally set up on the system,
your e-mail address was added. As long as your e-mail address is still current when a new item
is added to your Inbox for approval you will receive an e-mail notification of new items added to
your Inbox. You can click on the link to automatically be brought to the logon facility.

The second type of notice is via your inbox. If you have items for review you will automatically
be brought to the Inbox when you log in to the system.

Figure 15 - Example of Notification E-Mail

il
J File Edit Wew Tools Message Help |
By T B = > @ E
Reply Reply Al Forward Print Delete Previous Mext Addresses
Fron: jerry. kaiser@ncmail. net
Date: Tuesday, March 19, 2002 3:52 PM
To: jerry kaiser@ncmail.net
Subject:  55P System Matifier
Please logon to
hittp:ffwrww e statesurplus. cotn'ssplagencylozon asp Tuid=ikaiserd to view
items recently added to your Inbox.
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Document Review

Once you click “Review” from your inbox you will be presented with the “Document Review”
screen. The Heading Section (in gray) displays all information about the current document.
When reviewing documents you have three options. You can:

Accept Signifies that you as the reviewer accept this inventory as entered and have

reviewed the information for accuracy. This is the default.

Reject If you are not satisfied with the information or the type of inventory, you can reject
a document. When rejecting you must provide a reason. You can choose
“Incomplete Description” or “Other”. When an item is rejected the originator of the

document will receive notice in the system and on e-mail with the reason.

Transfer Allows you to delete the item from the document so that it can be transferred within

the agency.

Other options available on the document review screen include the “More...” option that allows
you view detailed item information; the [Review Tracking] option which allows you to see
everyone who has reviewed the document thus far; and also the [Edit] or [Delete] option which
gives the reviewer the ability to edit or delete the information on the document before submitting
it to the next reviewer. You may also edit a particular item by clicking the Inventory number.

Figure 16 - Document Review Screen

/A Document Review - Microsoft Internet Explorer _18] x|
File Edit ‘ew Favorites Tools Help ﬁ
G Back * = - @ ﬁ | @Search [#] Favarites @Media @ | %‘ 5 - ‘% ,g
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the document. View who has reviewed =
' this document Document Review
Add | Edit/Delete | Search | -
Edit][Delete Review Tracking
Document No.: 02034000003
Disp Form Date: 3/11/2002 Agency: Paragon
Form MNo.: Location: State Surplus Property- puter Rec
Budget Code: 2066 Division: State Surplus Property
Entered By: 1eff Kaiser Receipt Supported: Mo
Contact Name: Jeff Kaiser Phone No.: 219-733-3389 Ext.:
Email: jerry kaiser@ncmail .net Reviewer Name: Jirn Kaiser H
Contact Division: State Surplus Property CourierfMSC: 0000 _VIeW age_ncy
information.
- 47 Review
Action Transfir/kﬂ Check if the item is ription Status owner
|Accept j r 04 tO. b? transferred [ Monitor More... Agency Review Jeff Kaiser
within your agency.
IAccept ;‘ r 02034000004  Cell Optiplex Computer More... Agency Review Jeff Kaiser
[Accept = r 02034000005  Tandy Power Switching System More...«— a4 .CIICk .tO VIS qeta” I
item information.
Click the inventory
number to edit the . s :
. Reviewers: |[EVCRSIIT Submit Cancel
e [ ==
[& ’_l_’_ # Internet
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Accepting a Document

1. From the Inbox click “Review” under the “Action” column.

2. On the Document Review Screen make sure that all items under the “Action” column are set
to Accept.

3. Move the cursor to the Reviewers field and choose the next reviewer in the process.

4. Click “Submit”.

Rejecting a Document

1. From the Inbox click “Review” under the “Action” column.

2. On the Document Review Screen under “Action” change the action from Accept to
“Incomplete Description” or “Other”.

3. Click “Submit”.
Note: You do not need to change the reviewer. If an item is rejected, the entire document is
sent back to the originator regardless of who is checked in the Reviewer field and all items
will need to be re-submitted.

4. You will be prompted with a Send Mail form that will be sent back to the originator. On this
form you can add a description along with the e-mail that will be sent back to the originator.
In addition, the originator will receive an item in their inbox to re-submit.

5. Enter any additional information and click “Send”.

Transfer Intra-Agency

Many times, assets will be transferred within the agency. If a reviewer sees that this item can be
transferred internally, they have the option to transfer the item and remove it from the document.

Transferring Items
1. From the Inbox click “Review” under the “Action” column.
2. You will be presented with the Document Review Screen .
3. If one of the items is to be transferred intra-agency, check the transfer box before you
approve or disapprove the other items.
Submit the items to the next reviewer. The item will enter a deleted state and show as deleted
due to an Intra-Agency Transfer when it is later searched.

Editing a Document

To modify the document information:

1. Click [Edit] at the top of the screen to edit document information.

2. You will then be presented with the Edit Document Screen from which you can modify
contact information, division, estimated delivery date, surplus location etc.

3. Once you are satisfied with the changes click “Save” at the bottom of the screen.

To modify individual inventory items

1. Click the Inventory No. (this is a link).

2. You will be presented with a screen to modify the inventory information.

3. Once you are satisfied with the changes click “Save” at the bottom of the screen.

Deleting Items or Documents

At any time during the process, except when an item has been sold or awarded through a bid, you
can delete an item or document from the warehouse inventory. Each time you delete an item or
document you will be asked to provide a reason so that the asset may be later tracked.
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To delete items:

1. Wherever you see the [Delete] button click it.

2. You will then be presented with the Delete Items Screen. In the right corner you will see
a title of the type of inventory you are deleting and the associated Inventory Number.
Next to the Delete Reason field select one of the reasons in the list and then click Delete.
4. Once you click delete a dialog box will appear. If you are deleting an individual item you

will see this dialog box.

Microsoft Internet Explorer i x|

@ This iterm will be removed from the document, Are wou sure?

Zancel |

el

If you are deleting the entire document you will see this dialog box. Click OK when
deleting a document will delete all inventory items that are in the document.

Microsoft Internet Explorer x|

@ You will lose all items associated with this document. Are wou sure?

Zancel |

hd

Choose OK.

6. The item or document is deleted. When a search for that item or document is executed
you will be able to see date deleted and the reason for deletion. At the end of the month
your fiscal officer will also receive a report of deleted equipment and the reasons
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Figure 17 - Delete Items Screen

£} Delete Computers - 02034000009 crosoft Internet Explorer = |
File Edit Wiew Favorites Tools  Help ﬁ

daBack + = - (D [2] & | Qsearch  [EFavorites EfMedia £4 ‘ - &b - 2B

Address I@ htkp: e st abesurplus .comssplrainfinventory fcomputers, asp? action=deleteinyno=020340000088dno=02 03400000534ty pe=C j et | Lirks ¥

Take Me To ... IChDOse henu Location j ﬂ éj{:}t‘;;jz.(,(_é
Delete Computers - 02034000009

-

Document No.: 020340000058

Disp Form Date: 3/19/2002 Agency: Paragon
Form No.: Location: State Surplus Property-Computer Rec
Budget Code: 2066 Division: State Surplus Property
Entered By: Jeff Kaiser Receipt Supported: Mo
Contact Name: Jeff Kaiser Phone No.: 919-733-33589 Ent.:
Email: jerry.kaiser@ncmail .net Reviewer Name: lim Kaiser
Contact Division: State Surplus Property CourierfMSC: 0000
Delete Reason: |—Select de\ete_reasun—j

*Short Description: Dell Optiplex GXS000
Lony Description: 800 GIG, Pentium III, CORW
*0ty: 1
Serial No:
Fixed Asset No.:
Category: Computers (Related)

Delete | Cancel

|&] pone ,_ ,_ ,_ | mternet
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Review Tracking Screen

At any given point after the first submission of inventory in the State Surplus Property System,
you can track the Reviewer process. Note: This process tracks the review process only (does not
track changes to inventory) through the final submission to State Surplus Property. Wherever

you see [Review Tracking] click and you will presented with the Review Tracking Screen.

Figure 18 - Review Tracking Screen

; Review Tracking - Microsoft Internet Explorer

=101

Review Tracking - 02034000003

Date Description

3/11/2002 12:53:20 PM Document Process Started. Under Agency review,
371172002 1:22:46 PM Re-Submitted by Jeff Kaiser

3/11/2002 1:27:21 PM Re-Submitted by Jeff Kaiser

3/11/2002 1:27:31 PM Agency review complete, Document sent to State
Surplus for review.

3/11/2002 1:28:38 PM  Document approved by State Surplus.

close window

371172002 1:20:46 PM  Document rejected by agency reviewer Jim Kaiser.

3/11/2002 1:26:57 PM  Document rejected by agency reviewer Jim Kaiser.

Reviewer
Jeff Kaiser
Jim Kaiser
Jeff Kaiser
Jim Kaiser
Jeff Kaiser

Jim Kaiser

Jerry Kaiser
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Send Mail

When rejecting an item during the review process you will be presented with the “Send Mail”
screen. At this screen you can change the contents of the e-mail and choose to copy or blind copy

other recipients.

Figure 19 - Send Mail Screen

/A Send Mail - Microsoft Internet Explorer

File Edit ‘ew Fawvorites Tools Help

151
=

GBack v = - (@ ot | Qhsearch  [GFavorites @liMedia £3 | By S v 2B

Address I@ hiktp: f fuwwa, ncstatesurplus , comssptrainfinventory/doc_review, asp?dno=020330000048tyvpe=Y&invno=&action_sysno=230

j o |L|nks i

=
cearplecs
Send Mail
To: IjErry.kaiser@ncmall.net
From: IjErry.kaiser@ncmall.net
Subject: IDac:u.ment, 02033000004 rejected by agency reviewer
cc: |
BCC: |
Please logon to http://www.ncstatesurplus.cowd sspdagency/ logon.asp? ;I
uid=jkaisera
Body: |The following items have heen rejected...
Inventory No. 02033000004-Other
[
Send Cancel
[

@owe R T
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Items Not Received at State Surplus Property

After all reviewers, including State Surplus Property, review the items to be sent to surplus, an
agency can check the status of what has not been received by the State Surplus Property
Warehouse. Note: An item only appears as “Not Received” after the estimated delivery date
entered in the Add Document has elapsed.

1. From the Main Menu choose Warehouse — Computers, Warehouse — Miscellaneous,
Warehouse — Vehicles depending on the type of inventory that you are checking.

2. Click Not Received. (Note: If you are checking the status of Vehicles not received you
will be prompted to check by Vehicle or Title if the information was received.
Remember, both vehicle and title must be received if the vehicle will be sold at the State
Surplus Property - Vehicles. If the vehicle is sold at a remote site the title must be sent to
State Surplus property before a vehicle may be sold.)

3. You will be presented with a report of inventory items not received at the State Surplus
Property Warehouse. See Figure 20 - Items Not Received Screen — Initial Screen with
Document for an example. From this screen you can view the detailed information by
clicking the document number under the document column. Once you click the document
number, you can view the actual inventory items. See Figure 21 - Items Not Received
Screen — After Clicking the Corresponding Document Number for an example. From this
screen you can view the information by clicking the inventory number or you can click
the [Delete] button to delete the item. See Deleting Items under the Document Review
section for an explanation of how to delete items once they are entered.

Figure 20 - Items Not Received Screen — Initial Screen with Document

-2} Computers Mot Received - Microsoft Internet Explorer 1= x|
File Edit ‘“ew Favorites Tools  Help ﬁ
GBack + = v (D 7 | Qhsearch [ElFavorites HfiMedia £ | - S b 2B
Address I@j hiktpe v nestatesurplus.com/ssprainfinventoryfiney_not_received_list.aspritype=C j @GD |Links 2x

Ch tenu Locati ~| Go Tt e
Take Me To I oose Menu Location =l é_‘l,,_;_,z_b(_ﬁ
Computers Not Received
F Mot Received |
Document Agency Contact Phone Disp Date
02034000014 Paragon Jeff Kaiser 919-733-6666 03/26/2002
02034000018 Paragon Jeff Kaiser 919-733-6666 03/26,/2002
E
[& l_l_’_ ) Internet
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Figure 21 - Items Not Received Screen — After Clicking the Corresponding Document Number

j Computers Not Received-Paragon - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

=151
[ = |

GBack - = - (3 i) | Qisearch [GFavorites {lfMedia (% | Ey-S M - 2R

Address I@ hEtp e, nostatesurplus, comy'sspraingreports rpt_not_received, asprbegin_date=8end_date=8agency_sysno=355&account_sysno==&itype=C

=] @ao [unks >

State of North Carolina
State Surplus Property System

Computers Not Received

Retum to Menu |

-

Paragon
Agency Contact Disp Date Inventory No Item Description
Paragon
State Surplus Property leff Kaiser 919-733-3389 03/19/2002 02034000009 [Delete] Dell Optiplex Gx¥9000
State Surplus Property Jeff Kaiser 919-733-33589 03/19/2002 02034000011 Dielete HP Laser let Series II

|

@oee R T
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Searching Property

You can easily search for all types of property entered in the system. When doing a search, the
fields on the search screen will change according to the type of property i.e., Computers,
Miscellaneous Property, or Vehicles. For every type, however, you will be able to do three
major types of searches.

Type 1 — Active — Allows you to search all items that are actively in process or ready to
be sold and invoiced but not paid.

Type 2 - Closed — Displays all inventory that has been sold and for which have been
paid, deleted or transferred

Type 3 — All — Displays all inventory

Figure 22 - Computers Search

<2} Computer Search - Microsoft Internet Explorer =&l
File Edit ‘“ew Favorites Tools  Help ﬁ
GBack + = - (D | Qusearch [GFavorites Elmedia <4 | By S - £ O
Address I@:l hittpef s nicstatesurplus  corn/ssptrainfinyventoryfiney_srch.aspPetype=08dtype=cia=6 j @GD |Links 2x
=
Take Me To ... | Choose Menu Location =l EI éﬂ::_;;z-_b(,ﬁ

Computer Search

Add | Edit/Delete | ¥Search |

This page allows you to locate inventory

Agency: Paragon Enter the division
Surplus Location: | Al =l name or first few
BudgetCode:[ letters to search by a

o specific division.
Dl\nsmn:l

Document No.:
Inventory No.:

Serial No.: Search active (not sold or
Fixed Asset No.: | paid, closed (paid or
’—/ transferred) or both type Enter a part of the
Agency Form No.: be selecting “All". description or one word of
Status: [Active =] the description to search
Key Words: | by a keyword.
SJearch | Reset |
.- |
[€]pone [T [@mwene

Procedure for Searching Property

1. From the Main Menu choose the appropriate Property Menu, i.e. Property — Computers,
Property Miscellaneous, Property — Vehicles.

You will then be presented with the Property Menu.

Choose “Search”

You will then be presented with the Property Search Screen

By leaving all of the fields blank you will search all “Active” Inventory at all Surplus
locations by default.

Sk W
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6. Once you enter the appropriate search criteria click “Search”. Click “Reset” to clear criteria

and start over.

You will then be presented with the Search Results Screen.

At this screen you can sort any column by clicking the column heading. If there are multiple

pages of information you can click the “First”, “Next” or “Last” to go to the appropriate

page. You may also click the inventory item to view detailed information.

9. Click the Search Again link at the top left of the report to create a new search or use the
Locator Menu to choose another option.

~

*®

Figure 23 - Search Results Screen

/@ Search Results - Microsoft Internet Explorer

File Edit Wew Fawvorites Tools Help
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Address I@j hiktpe fiwaw nestatesurplus.com/ssplrainfinventory jiney_ikem_srchresults, aspretype=0ika=1

]|

=18

| Pa |Lir|ks 2
=

[=r= ==
s prlecs

Search Results

Take Me To ...

|Choose kenu Location

Add | Edit/Delete | Search |

What did I search far? Agency=Paragon
Status=Active/Closed

Search sgain

First Mext Last Page: 1 of 2
Inventory No. Description Location Asﬁn. Si;_al Status

02022000001 Refrigeratar, Westing House State Surplus Property-warehouse 1234 Meg Sale - Paid

02032000002 old kitchen sink State Surplus Property-Warehouse fsadfasd 2346435435 Deleted

020320000032 Picture Frame State Surplus Property-warehouse 34256 Deleted

02032000004 Desk Calculator State Surplus Property-warehouse Deleted i

02032000005 Executive Desk Chair State Surplus Property-Warehouse 31151 Deleted

02032000007 chair, office State Surplus Property-warehouse 567 232534 Deleted

o2oz2000002 Office Desk Paragon Warehouse 4566 789243 Deleted

02032000009 Picture Faragon Warehouse Deleted

02032000010 Big Telephone Paragon Wwarehouse Deleted

02032000011 Piano State Surplus Property-Warehouse 78965 Deleted

02032000012 Executive Office Chair Paragon Warehouse 78945 Deleted

02022000012 12 Wolt Battery Paragon Warehouse 34234 Deleted

02032000014 pair of tennis shoes State Surplus Property-warehouse Deleted LI

@0 R T

Status Types

Active Inventory

Agency Review The items are being reviewed within the

agency.

Awaiting Receipt of Inventory Items are approved by State Surplus, labels
have been sent. State Surplus is awaiting

delivery to its warehouse.

Awarded The item was awarded on a bid but net yet

paid.

In Inventory Items are in active inventory and have not been

processed or sold.

Negotiated Sale The items have been sold by negotiated sale

but payment has not been received.
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Not Awarded — Resell

The item was put on bid but was not sold. State
Surplus will attempt to resell it.

Not paid — rebid or resell

The item was invoiced but not paid.

Not picked up — rebid or resell

The item was not picked up.

On Bid

The items are on bid. Note: These items may
not be deleted.

SSP Review

The items are awaiting review from State
Surplus. Processing has not begun.

Closed Inventory

Deleted

Items have been deleted from inventory. You
must click the item to view the reason.

Neg Sale — Paid

Items were sold by negotiated sales in the retail
store or through negotiation at the agencies.

Bid — Paid

Items were sold through the bid process.
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Check Register Example

State of North Carolina
State Surplus Property System
Department of Administration
(919) 733-2650

Date: 10/01/2002
Page: 1 of 6

Dept of Public Instruction

Attn: Larry McLamb

Cash Management

6338 MSC/301 N. Wilmington St.
Raleigh, NC 27699-6338

6338 MSC

Listed below are the items that were sold for your agency during the month of September, 2002.
A check will be mailed to you.

Fund No./ Division Name/ Fixed Amount
Invoice No. Item Description Asset No. Sold For
13510 DPI

02091335 cloth chair 5.00
02091493 small computer table 5.00
02090991 table 15.00
02090828 computer desk 5.00
02090825 push cart 3.00
02090811 Vinyl chair 6.00
02091568 eating table 1.00
02090850 conference table 15.00
02090854 push cart 3.00
02090861 couch 10.00
02090608 Fax 10.00
02090597 Fax 5.00
02090330 Sharp LCD projector model XG-E650UB 460.01

Bid: 908132 Item: 27

13510 Subtotal $543.01
13510 Handling Fee of 5% $27.15
13510 DPI $515.86
13510 Public Instruction

02091086 Fax machine 6315 5.00

10/01/2002 1:01:03 AM
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Reports - Available for Sale
At any time you can print a report of items that are available for sale or bid. You can report this
one of two ways, either by Agency or Division.

Figure 24 - Reports Available for Sale Menu

/A Reports - Available for Sale Menu - Microsoft Internet Explorer _18] x|
File Edit ‘ew Favorites Tools Help ﬁ
G Back * = - @ ﬁ | @Search [#] Favarites @Media @ | %‘ 5 - ‘% ,g
Address Iﬁj Rkt f e, ncstatesurplus . comyssptrain/reports/sale_repaorts_admin, asp j @Go | Links **

El
Take Me To ... IChDDSB Menu Location j GDl éf aTe
tea—prlecs

Reports - Available for Sale Menu

# [tems Available for Sale for a Division - List of Items Available for Sale for a Division

# [tems Available for Sale for An Agency - List of Items awailable for Sale for an Agency

# [tems on Bid for a Division - List of Items on Bid for a Division

# [tems on Bid for an Agency - List of Items on Bid for an Agency
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To see all items available for sale by your agency:

1. Choose Reports — Available for Sale from the Main Menu or the Locator Menu.

2. You will then be presented with the Reports Available for Sale Menu.

3. Choose Items Available for Sale for An Agency.

4. You will then be presented with an Items Available for Sale Report (see below) of all items
that you have for sale. This report does not include items that have not yet been received by
the State Surplus Property Warehouse or are listed on a State Surplus bid.




Figure 25 - Items Available for Sale Report

2 Items Available for Sale for Paragon - Microsoft Internet Explorer 18] x|
File Edit Wiew Favorites Tools  Help ﬁ
GBack - = - (3 i) | Qisearch [GFavorites {lfMedia (% | By 5 < &R
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State of North Carolina
State Surplus Property System
Items Available for Sale (I@IERTL]
Inventory Number Division Item Description

02032000017 SSP 1 Remington Shotgun W775029M 6310033600

02032000031 State Surplus Property 1 table

02032000023 State Surplus Property 1 Magazine Rack 78397

02032000030 State Surplus Property 1 table

02033000006 State Surplus Property 1999 Acura 190E 5 234234 234241234

02033000007 State Surplus Property 4444 Chrysler Breeze 4 44444 4444

02033000005 State Surplus Property 1978 Acura Integra 6 71894 1V376253492043902

Retum to Menu | Search Again |
E
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To see all items available for sale for a division of your agency:

1.

2.
3.
4

Choose Reports — Available for Sale from the Main Menu or the Locator Menu.

You will then be presented with the Reports Available for Sale Menu.

Choose Items Available for Sale for a Division.

You will then be presented with an Inventory Reports Criteria Screen see Figure 31 -
Inventory Reports Criteria Screen.

Enter the exact name or the first few characters of the Division as it was originally entered
when adding the Inventory and click “Submit”.

You will then be presented with an Items Available for Sale Report. This report is identical
to an agency report (see above) but only shows information for a division. This report does
not include items that have not yet been received by the State Surplus Property Warehouse or
are listed on a State Surplus bid.

To see all items available on Bid by your agency:

1.

2.
3.
4

Choose Reports — Available for Sale from the Main Menu or the Locator Menu.

You will then be presented with the Reports Available for Sale Menu.

Choose Items on Bid for an Agency for An Agency.

You will then be presented with an Items on Bid for an Agency Report of all items that you
are on a bid at State Surplus Property. This report does not include items that have not yet
been received by the State Surplus Property Warehouse.




Figure 26 - Items On Bid Report

e
File Edit Wiew Favorites Tools  Help ﬁ
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State of North Carolina
State Surplus Property System

Lt Nilifor Paragon

Inventory Number Division Bid No Item No Item Description
02032000026 State Surplus Property 10 3 50 lot of white binder
02032000024 State Surplus Property 10 2 50 Lot of Black Binder
02032000027 State Surplus Property 10 1 1 stereo speakers

Return to Menu | Search Again |
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To see all items available on Bid for a division of your agency:

Choose Reports — Available for Sale from the Main Menu or the Locator Menu

You will then be presented with the Reports Available for Sale Menu.

Choose Items on Bid for a Division.

You will then be presented with an Inventory Reports Criteria Screen

Enter the exact name or the first few characters of the Division as it was originally entered
when adding the Inventory and click “Submit

You will then be presented with an Items on Bid for an Agency Report. This report is
identical to an agency report (see above) but only shows information for a division. This
report does not include items that have not yet been received by the State Surplus Property
Warehouse.
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Inventory Reports Criteria
When viewing inventory for a Division, enter the exact name of the Division as it was originally
entered when adding the Inventory and click “Submit.

Figure 27 - Inventory Reports Criteria Screen

a Inventory Reports Criteria - Microsoft Internet Explorer ;Iilll
File Edit ‘ew Favorites Tools Help ﬁ
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Reports — Total Inventory Menu

Choose an option to view inventory sold for an agency/division. You may also view the total
dollar amount of sales for an agency/division

To view Inventory Sold for An Agency

Figure 28 — Reports Total Inventory Menu

/A Reports - Total Inventory Menu - Microsoft Internet Explarer _l&] x|
File Edit ‘ew Favorites Tools Help ﬁ

GBack v = - @D | @search [GelFavortes Elvedia F | By S - 29

Address |g’| bt f v, nestatesurplus, camy'ssptrainrepartstat_reports_admin, asp j ereo | Links **
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Reports - Total Inventory Menu

# [nventory Sold for a Division - List of Items Sold for & Division
# [nventory Sold for an &gency - List of Items Sald for an Agency
# Total Sales for a Division - Total Dollar Amount of Goods Sold for an Agency for a Selected Division, Type of Sale and Type of Inventary

# Total Sales for an Agency - Total Dollar Amount of Goods Sold by Division, Type of Sale and Type of Inventory for an Agency
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1. Choose Reports — Total Inventory from the Main Menu or the Locator Menu.
2. You will then be presented with the Reports — Total Inventory Menu.
3. Choose Inventory Sold for an Agency.
4. You will then be presented with an Inventory Reports Criteria Screen for Total Sales
5. Enter the Begin Date and End Date. Remember all dates must be in mm/dd/yyyy format.
Example: 03/25/2002.
6. Click “Submit”
7. You will then be presented with an Items Sold Report for your division. (see below)




Figure 29 - Items Sold Report

2 Items Sold for Paragon for the Period 03/01 /2002 - 03/31/2002 - Microsoft Internet Explorer

_l=]x
File Edit Wiew Favorites Tools  Help ﬁ
GBack - = - (3 i) | Qisearch [GFavorites {lfMedia (% | Ey- S - 2R
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=
State of North Carolina
State Surplus Property System
Items Sold for Paragon
03/01/2002 - 03/31/2002
Inventory Number Diwision Item Description
02032000017 SEP 1 Remington Shotgun Y775029M 6310033600
02032000031 State Surplus Property 1 table
02032000030 State Surplus Property 1 table
02032000001 State Surplus Property 1 Refrigerator, Westing House 1234
Returm to Menu | Search Again |
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To view Inventory Sold for A Division

1. Choose Reports — Total Inventory from the Main Menu or the Locator Menu

2. You will then be presented with the Reports — Total Inventory Menu.

3. Choose Inventory Sold for a Division.

4. You will then be presented with an Inventory Reports Criteria Screen for Total Sales

5. Enter the Begin Date and End Date. Remember all dates must be in mm/dd/yyyy format.
Example: 03/25/2002.

6. Enter the exact name of the Division or the first few characters as it was originally entered
when adding the Inventory.

7. Click “Submit”

8. You will then be presented with an Items Sold Report for your division. This report is
identical to an agency report (see above) but only shows information for a division.

To view Total Sales for an Agency

The Total Sales for an Agency Report lists the agency/division and the subtotaled amount of
sales for the time period for each method of sale, ie. Store Sale (sold at retail store, negotiated
sale, bids or e-auctions. The last column displays the total sales for all types of methods used.

Choose Reports — Total Inventory from the Main Menu or the Locator Menu

You will then be presented with the Reports — Total Inventory Menu.

Choose Total Sales for an Agency.

You will then be presented with an Inventory Reports Criteria Screen for Total Sales

el
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5. Enter the Begin Date and End Date. Remember all dates must be in mm/dd/yyyy format.
Example: 03/25/2002..

Click “Submit”

You will then be presented with a Total Sales for an Agency/Division Report (see below) for
your agency.

e

Figure 30 - Total Sales for an Agency/Division

3 Total Goods Sold for Paragon for the Period 03/01,/2002 - 03/31 /2002 - Microsoft Internet Explorer

_[8]x]
File Edit ‘ew Favorites Tools Help ﬁ
GBack v = - (@ ot | QhSearch  [GFavorites @liMedia £3 | By S v 2B
Address I@j p:waw.ncstatesurplus.com,l’ssptrain,l’rep0rts)’rpt_tot_sales_oneagency.asp?begin_date=03,l’01,1’2002&end_date=03,|’31,|’2DDZ&agency_sysn0=355&acc0unt_sysno=&itype=j @Go |Links Z
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State of North Carolina
State Surplus Property System
Total Goods Sold for Paragon
03/01/2002 - 03/31/2002
Store Sale Negotiated Sale Sale Bid E-Auction
Agency fDivision Misc. ¥ehicles Misc. ¥Yehicles Misc. ¥ehicles Misc. Total Sales
sSSP $30.00 40,00 40,00 $0.00 40,00 40,00 40,00 $30.00
Stats Surplus Property $144.,00 $52,000,00 40,00 £0.00 40,00 40,00 40,00 $52,144.00
Total $174.00 $52,000.00 $0.00 $0.00 $0.00 $0.00 $0.00 $52,174.00
Return ta Menu | Search Again |
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To view Total Sales for a Division

1. Choose Reports — Total Inventory from the Main Menu or the Locator Menu

2. You will then be presented with the Reports — Total Inventory Menu.

3. Choose Total Sales for a Division.

4. You will then be presented with an Inventory Reports Criteria Screen for Total Sales

5. Enter the Begin Date and End Date. Remember all dates must be in mm/dd/yyyy format.
Example: 03/25/2002.

6. Enter the exact name of the Division or the first few characters as it was originally entered
when adding the Inventory

7. Click “Submit”

8. You will then be presented with a Total Sales for an Agency/Division Report. This report is
identical to the agency report (see above) but only shows information for a division.)



Inventory Reports Criteria — Total Sales

Reports for total inventory use date specific time periods. Enter the Begin Date and End Date.
Remember all dates must be in mm/dd/yyyy format. Example: 03/25/2002. You can also click
the small calendar icon to view an online calendar to assist with the entry of dates.

Figure 31 - Inventory Reports Criteria Screen

3 Inventory Reports Criteria - Microsoft Internet Explorer ;Iilll
File Edit ‘ew Favorites Tools Help ﬁ
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El
Take Me To ... IChDDSB Manu Lacation j EI éf otle
taa—prlees

Inventory Reports Criteria

&

Begin Date:l
End Date:l

Cancel |

&

.|
@owe R T

10



Inventory Reports Criteria — Total Sales for a Division

Reports for total inventory use date specific time periods. Enter the Begin Date and End Date.
Remember all dates must be in mm/dd/yyyy format. Example: 03/25/2002. You can also click
the small calendar icon to view an online calendar to assist with the entry of dates. Enter the
exact name of the Division as it was originally entered when adding the Inventory and click
“Submit

3 Inventory Reports Criteria - Microsoft Internet Explorer = | = |1|
File Edit ‘ew Favorites Tools  Help ﬁ
GBack + = - @) o1 | Qisearch [Favorites  GMedia L% | BN S - 2 9
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Reports —Vehicles

The Reports — Vehicle Menu allows you to view the total dollar amount of sales for an
agency/division and lists the vehicles sold for an agency/division.

To view Vehicles Sales for An Agency

1. Choose Reports — Vehicles from the Main Menu or the Locator Menu
2. You will then be prompted with the Reports — Vehicle Menu.

Figure 32 — Reports - Vehicle Menu
15|
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Reports - Vehicle Menu

# Total Yehicle Sales for an Agency - Total Dallar Amaunt of Yehicle Sales by Division and Type of Sale for an Agency

# Yehicles Sold for an aAgency - List of Yehicles Sold for an Agency by Division

& l—l—ﬁoxntemet—_'

3. Choose Total Vehicle Sales for an Agency.

4. You will then be presented with the Vehicle Reports Criteria Screen.

5. Enter the Begin Date and End Date. Remember all dates must be in mm/dd/yyyy format.
Example: 03/25/2002.

6. You will then be presented with the Total Vehicles Sold Report for your agency.

12



Figure 33 - Total Vehicles Sold Report

3 Total ¥ehicles Sold for Paragon for the Period 03/01,/2002 - 03/31,/2002 - Microsolt Internet Explorer = | = |1|
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State of North Carolina
State Surplus Property System
Total Vehicles Sold for Paragon
03/01/2002 - 03/31/2002

Division Negotiated Sale Sale Bid E-Auction Total Sales
State Surplus Property $52,000.00 $0.00 $0.00 $52,000.00
Grand Total $52,000.00 $0.00 $0.00 $52,000.00
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To view Vehicles Sold for An Agency

Choose Reports — Vehicles from the Main Menu or the Locator Menu

You will then be prompted with the Reports — Vehicle Menu.

Choose Vehicles Sold for an Agency.

You will then be presented with the Vehicle Reports Criteria Screen.

Enter the Begin Date and End Date. Remember all dates must be in mm/dd/yyyy format.
Example: 03/25/2002.

You will then be presented with the Vehicles Sold Report for your agency.

SNk W=

*

13



Figure 34 - Vehicles Sold Report

A List of vehicles Sold for Paragon for the Period 03/01,/2002 - 0 2002 - Microsoft Internet Explorer 18] x|

File Edit ‘ew Favorites Tools  Help ﬁ
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State of North Carolina
State Surplus Property System
Vehicles Sold for Paragon
03/01/2002 - 03/31/2002

Inventory No Division Bid Item Item Description Amt Paid
02033000007 State Surplus Property 1] 1} 4444 Chrysler Breeze 4 44444 4444 $5,000.00
02033000005 State Surplus Property o 1} 1975 Acura Integra 6 71594 1V37523492043902 $2,000.00
02033000008 State Surplus Property u] a 1999 Acura 190E 5 234234 234241234 $45,000.00
Total $52,000.00
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Vehicle Reports Criteria

Reports for vehicles sold use date specific time periods. Enter the Begin Date and End Date.
Remember all dates must be in mm/dd/yyyy format. Example: 03/25/2002. You can also click
the small calendar icon to view an online calendar to assist with the entry of dates.

Figure 35 - Vehicle Reports Criteria Screen
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Custodian Responsibilities

The custodian of property at remote sites is an integral part of the “surplus” process. As a
custodian in the State Surplus Property system you will receive various notifications via e-mail
and your inbox when certain events occur. All items sent via e-mail will have attachments with a
PDF format (Adobe Acrobat Reader is required to open these documents) and will be duplicates
of the copies generated at State Surplus Property as well as those items that are sent to the person
who is purchasing the item.

Bid Confirmation

If you are the custodian of the property and your inventory is processed under a bid at State
Surplus Property, you will receive a confirmation notice in your Inbox and on your email system.
The purpose of the confirmation is to ensure that all property is on-site and still available for the
bid. Before any inventory is sold on bid it must be confirmed.

To confirm bid items:

1. Choose Inbox the Main Menu or the Locator Menu. If you have an item in “pending”
status you will automatically be brought to your inbox every time that you log in to
the system.

2. Click the “Confirm” option next to the bid items that you wish to confirm.

You will then be presented with the Confirm Bid Items screen.

4. Next to each inventory item, choose Available if the item is still at your site, choose
“Not Here” if the item is not longer available and make sure to list the reason why the
items is not available. Choose Unselect if you made a mistake and need to restart your
choices.

el




Figure 36 - Confirm Item in Inbox

2 Inbox of Jim Kaiser - Microsoft Internet Explorer 18] x|
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Confirm Bid Items Screen

Each time that inventory is sold as a bid item, State Surplus Property will send a notification to
your e-mail inbox and system inbox to confirm bid items.



Figure 37 - Confirm Bid Items Screen

2} Confirm Bid Items 10 - Microsoft Internet Explorer =2 %

File Edit ‘ew Favorites Tools  Help i
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Bid Number: 10
Description: 3/25/02 BID
Bid Opening Date: 3/25/2002
Bid Type: State Surplus Property
Item Locator:
Bid Comments:

Item

ND Description Inventory

1 stereo speakers T pvailable © Not Here © Unselect
2 Lot of 50 Lot of Black Binder ¢ available © Mot Here © Unselect
3 Lot of 50 lot of white binder © available © Mot Here © Unselect

Submit Return
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Bid Award Invoice

As soon as a bid item located at your site has been awarded to the highest bidder, a “Bid Award
Invoice” will be sent to your e-mail address. (in Adobe Acrobat format). Copies of this invoice
are also sent to the purchaser. If the purchaser arrives at your location without this copy you can
print a copy so that they can pay for the item at your site. Note: In many cases, the purchaser
should have a copy of the paid invoice if payment was sent directly to State Surplus Property.

Figure 38 - Custodian Copy - Bid Award Invoice

P& Acrobat Reader - [020400031.PDF] I

IEﬁile Edit Document Wiew Window Help

==
=180

= B
CUSTODIAN COPY
NOTIFICATION - Award of Property
Page: 1of 1
Morth Carclina Department
of Administration Date: 0411272002
Stale Surplus Properly Agency Sale Bid No.. 30108
Ralelgh N, .
{010) 733-3880 Invoice Ho.: 02040003
Pay To: M.G. Depl. of Admin.
Ta: KAISER TEST LINE 1 Siake Surplus Fropery
KAISER TEST LINE 2 (NCASIDR 5611300570}
JERRY KAISER Tin# B5-1130957
2500 CLERESTORY PL Siate Surplus Preperty
RALEIGH MC  27&15 Ml To: 1210 Mail Servies Canter
Raleigh, NC
27600-1310
MNotice of Award

o are being awarded ihe sUES proparty listed Eebw for the amourt indcaled. Al payments must b mads payeb to State
Sumpls Proparty Agency and must be reczived by Stale Surplus Froparly offica wihin ieen (1) days fom the data of his
Involce, Propery Is to b= ramaved from Stales premises wilhin Afean (15) days. Al Supbs propary nol ocated st Sopus
Froparty n Relelgh wil ot 0 puichaser by owning agency wihiout lefter of ralaase showing ul payment.

N REMINDER NOTICES WILL BE SENT and falre 1o comply with 1he North Caralina Stake Sumphus Froparty Agency's lamis
K] CONAONS Wil CAUSE YOU 10 KIS YOur (0. PIEse BN e bolom partonor s ivolce sin your peymant.

Tom Tomaipion v Aot
11| Fujisu M304X line printer 050053 $352.00
SEE: Donald Austin ASU-New River Light & Powsr Company, Boans NG
Telepheons: (328)254-8521

D0 HOT SUBMIT CASH OR PERSONAL CHECKS.

TOTAL DUE $358.00

North Carolina Department Invoice Number: Invoice Amount:

of Administration 02040003 $358.00

State Surplus Property Agency BID Number:
30108
Mail To:  State Surplus Property Amount Remitted: §
1310 Mail Sarvice Center We accept ONLY Cashler's checks, certiled checks
Raleigh, NC 27598-1210 o money orders.

L) 1 4] 10f1 b M BExilin = T




Notice of Sales Invoice

As soon as State Surplus Property receives and processes a purchasers payment you will receive
a copy of the sales invoice which denotes the amount paid, check number and the date it was
received at State Surplus Property. The purchaser should always arrive with a copy of this
invoice at your site before they can pick up their items. This will match the copy that is e-mailed
to you. In the case that the purchaser lost their invoice you can use this copy as proof of

payment.
P& Acrobat Reader - [02040003P {1).PDF] R = |E| ﬂ
E File Edit Document Wiew ‘Window Help = |
RS 8B B> [er][vR-R-8 o -e|0O0OE|2-|H
CUSTODIAN CORY
NOTIFICATION - Sale of Surplus Property
Page: 1of 1
Morth Carclina Department
of Administration Date: 04/12/2002
slalesurgluaprunenyAgenq Award Date: 041272002
l'manljelﬂnj-]én Invoice Ho.: 02040003
EID Ho. 30108

To: KAISER TESTLINE 1
KAISER TEST LINE 2
JERRY KAISER
250 CLERESTORY PL
RALEIGH NG 27615

Maotice of Sale of Surplus Propert

“our payment in Tul Ior the: kams of surplus praperty lsted bakow has baen facelved by the Stake Surplus Praperty Agency. Thase
IEMS MUSE D2 picka Lp WIlNN 16 0EyS TOM N8 SWErD dak SOown o Yo il Becording 1o ne Tams and conations of Stae
SUiphs, foriit your rioht b the property and to ihe mories pad.

o must prasent i1 lelter In croer b cieim ihis property.

W REMINDER NOTICES WILL BE SENT and falre 1 comply with 1h Nerh Caning Steta Supius Propary Agency's tams
and condtions Wil cause you to et your bd.

[FEm Rumar Domriplion Award Amount
1 Fujitsu M304X line printer 050083 $3E8.00

SEE: Donald Austin ASU-New River Light & Power Company, Boons NC
Telephone: (328)264-8521

AMOUNT FAID: $358.00
Check Mo, 234234
Dali Rec.: 0471272002
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Notice of Close of Bid

If an item at a custodian location was not purchased during a bid, a notice is sent to the custodian
that provides a description of the item, the bid number item number (line number on the original
bid). Note: Once a bid is closed and the item is not sold, it is deleted from the active inventory on
the system. To re-bid or re-sell the item the custodian must re-enter it in the system.

B& Acrobat Reader - [40108.PDF] =& x|

@Eile Edit Document Yiew Window Help _|ﬁ' Ll

EBS @8- B e [ B-8ek -0 0O0E2-H
CUSTOOIAN COPY
North Carolina
Department of Administration

Michael F. Easley, Governor J. Arthur Leaston, State Purchasing Officer

Gwynn T. Swinson, Secrelary Division of Purchase and Contract
1. C. Nance, Officer
State Surplus Property Agency

Te.

From: J. C. Nance
State Surplus Property Officer

Date: April 17, 2002

Re:  Sale Bid Number 40108

This is to advise that we are closing Sale Bid Number 40108, The following items were not sold.
Bk Gt e it Fosiet et bak Al SR 1 A e e vl THies Pl i
Thank You.

Item- 9 Lot ofapprx. 13 wooden student desks

Item- 12 Lot of approx 7 pieces of laptops & equipment
Item- 14 Lot of approx 3 assored typewriters
Tem - 16 Lot of approx 18 pieces including-printers, fax machines & scanners

Tem - 19 Z-person modular workstation

[ab) 14 «[ 101 b M 85xi1in | O =2 M 4



Notice of Transfer
Each time property is transferred from one agency to another, the custodian will receive a copy

of the “Transfer Document”. This document provides a description of the items transferred and
the value of each item.

& Acrobat Reader - [3T.PDF] == x]

IEﬁile Edit Document Wiew Window Help = |

A3 BB T bes][n&- B8 ek - EEE W
R o Graphics Select Tool (5]
TRANSFER DOCUMENT e
North Carolina Department Transfer Ho.: 3
of Administration e S e
Receiving Agency:
To: PARAGOM - EAST
Tl MCGUINNES
PEACHTREE PARKWAY

SOUTHPCRT NG 30135
2476

(g Doscription Paperty Valus
50 Lot of Black Binder §0.00
Inventory No: 02022000024

See James Andrew Kaiser al the Paragon Warehouse Raleigh
Telephone: 9193503212
TRAMSFERRED FROM: PARAGON

THIS IS NOT AN INVOICE - AMOUNT $0.00
DO NOT PAY TRANSFER:

W) 1 4] 10f1 [k M 8Exitin jO 2 = 4
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Classifieds

Before property is put on bid or sold to the public it is put in a “hold” status and is advertised to
all State Agencies and Non-Profit organizations for 4 days. During this 4-day time frame
agencies may purchase the property. It is very important for the agency listing the property to
ensure that all information is correct when adding inventory in to the system.

There are two options to search the Classifieds. The first method is by Category and the second
method is by searching.

1. Logon to the State Surplus Property Agency Home Page: www.ncstatesurplus.com
2. Choose “Classifieds for State Agencies and Non-Profits.

Search by Category

1. To search by Category, click on “Classifieds by Category” on the Classifieds Home Page.
2. You will be presented with the Classified by Category Screen.

Figure 39 - Classifieds by Category

3 Classified by Category - Microsoft Internet Explorer =13 LI

File Edit ‘ew Fawvorites Tools Help ﬁ

GBack v = - (D 7t | Qhsearch [GFavorites @Media 5% | By S - 2D

Address Iﬁj http: ffwaeow, nestatesurplus .com/sspfpublic/clsfied_category.asp j @GD |L|nks 2
é{ [= &=
tta—palees
Classified by Category

| SSP Home Page | Classifieds Home Page | Search

Items on this page, with the exception of schoal buses, are advertised to state agencies, institutions and non-profits OMNLY .
Mon-profits must provide a 501{c)3 to State Surplus Property prior to purchase.

Agriculture, Supplies - (34
Agricultural Tractars, Feed & Bedding, Fish & Fowl, Lawn & Garden Tractars, Livestock & Animals, Mowers, Poultry Equipment, Seeds, etc.

Appliances - (53
Washers & Dryers, Electric Water Coolers, lce Makers & Dispensers, laundry Equipment, Sewing Machines, Spraying Equipment, Window Air Conditioners & Filter
Cartridges, refrigerators etc.

Athletic/Outdoor Recreational Equipment & Supplies - (5
Sports equipment, Carmping and Hiking Gear, Fishing equipment, Tennis and Raguetball equipment, Scuba gear, Ski equipment etc.

Audio-Yisual and Phatographic Equipment - (43)
Audio-Visual Stands/Cabinets; Laminating Transparency Equip/Supplies; Projectars /LCD Panels; Sound Recording/Reproduction Equip; Intercom, Public Address, Tape
Recarders, Etc; Microfilm, Microfilming Equip/Supplies; Photographic Equip/Supplies

Building - (0)
Storage, houses, bams, mobile office, mobile classroom, etc. Demolition

Building taterials - (11

Maint Supplies, Abrasives, Fasteners, Fencing, Hardware, Heating/Air Cond, Nails, Packing Equip, Pumps, Signs, Steam VWater/Boilers, Strapping, Wire Products, Tile,
Bricks/Stone Products, Prefab/Pre Engr Buildings, Insulation/Supplies

Cardhoard - ()
Re-Cycle cardboard products

Carpet and Floor Maintenance Machines - (1 LI

@owe BRI T
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Click on one of the categories that you wish to view.

4. You will then be presented with Classifieds Search Results Screen see Figure 41 -
Classifieds Search Results. You can Click the Inventory Item number to be presented
with the Search Inventory Display Screen. See Figure 42 - Search Inventory Display




Search the Classifieds

1. To search by Category, click on “Search the Classifieds” on the Classifieds Home Page.

2. You will be presented with the Classifieds Search Screen.

3. Choose the appropriate option from the drop down fields that you wish to search or enter
a key word by which you want to search

4. Click “Search” after you enter the appropriate criteria. Note you can enter multiple
criteria, i.e. You can enter the location and specify that you want to search for items
containing the key word “book”.

5. You will then be presented with Classifieds Search Results Screen. See Figure 41 -
Classifieds Search Results

6. Click the Inventory Item number to be presented with the Search Inventory Display
Screen. See Figure 42 - Search Inventory Display

Classified Search Screen

The Classifieds Search Screen allows you to search by multiple criteria. You can search by the
selling Agency, Surplus Location, Category, or by a key word.

Figure 40 - Classifieds Search Results Criteria Screen

2} Classified Search - Microsoft Internet Explorer METES

File Edit ‘“ew Favorites Tools  Help ﬁ
GBack + = - (D 7 | Qhsearch [ElFavorites HfiMedia £ | - S b 2B
Address I@ hittpe v nestatesurplus.com/ssplpublic/clsfied_srch.asp j @GD |Links 2x
et~ prlecs
Classified Search
| SSP Home Page | Classifieds Home Page | Cateqories
Items on this page, with the exception of school buses, are advertised to state agencies, institutions and non-profits ONLY.
Mon-profits must provide a 501(c)3 to State Surplus Property prior to purchase.
Select an Agency, Location, Category or enter a word in the description to locate an item.
Agency:l Al j
Surplus Lucatiun:l Al j
Categnry:l Al j
Key Words:l
List each keyword separated by a comma. To search for apples or oranges type Apples, Oranges.
Search | Reset |
]
[&] Done l_l_’_ ) Internet



Classified Search Results Screen

The Classified Search Results Screen presents all inventory items sorted by Inventory number
that are available for sale to agencies. You can sort by any column by simply clicking on the
column heading.

Figure 41 - Classifieds Search Results

/A Classified Search Results - Microsoft Internet Explorer =12]

File Edit ‘ew Fawvorites Tools Help ﬁ
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Address I@_‘] http: oo, nestatesurplus .com/sspfpublic/clsfied_srchresults.asp j @GD |L|nks 2

=]

é{ caade
tta—prlees

Classified Search Results

what did I search for? Keywords=truck

Search Again

First Last Page: 1 of 1
Lt |

Inventory No. Description Location Date Classified Picture
02032003200 Ottawa Commando "Thirty" Yard Truck Ports authority-Wilmington Rogers 3/27/2002 9:15:21 AM
02033000039 1989 Chevrolet Truck State Surplus Property-Yehicles 3/13/2002 11:09:01 AM
02033000142 1983 Dodge Truck State Surplus Property-Yehicles 3/27/2002 8:07:01 aM
02033000144 1991 Ford Truck State Surplus Property-Yehicles 3/27/2002 5:30: 15 AM
02043000081 1988 Chevrolet Truck Agriculture-Cherry Farm Unit 4/2/2002 4:47:20 PM
02042000082 1988 Chewvrolet Truck Agriculture-Cherry Farm Unit 4/2/2002 4:47:20 PM

First | Last | Page: 1 of 1
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Search Inventory Display Screen

The Search Inventory Display Screen displays information about a particular inventory item.
Note: It is very important to put an adequate description in the “short description field” when
adding inventory. This field will be displayed in the Classifieds.

Figure 42 - Search Inventory Display

-2} Search Inventory Display - Microsoft Internet Explorer MEIES
File Edit ‘iew Favorites Tools  Help ﬁ

GBack + = - (D | Qusearch [GFavorites Elmedia <4 | By S - £ O

Address I@j hiktp: f v nestatesurplus.cam/'sspfpublic/clsfied_display _item. asprinvno=020320032008itype=m&odr=inventary _nafodr_direction=ASC&spage=clsfied_srch.asp j @GD |Links 25
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Search Inventory Display
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Items on this page, with the exception of school buses, are advertised to state agencies, institutions and non-profits OMLY.

Inventory No.: 02032003200
Description: Ottawa Commando "Thirty" Yard Truck
Asset No.: W-2210
Agency: NC State Ports Authority
Location: Ports Authority-Wilmington Rogers
Contact: Ted Rogers
Phone No.: (910)343-6426
City: Wilmington
Search Again Search List
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