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This job aid describes the process for disposing vehicles, (Auction or Surplus).  

 

1) Use t-code AS02 and select the appropriate Disposal Type. 
 
The B4A Disposal Type must be selected unless the asset is being disposed through 
Surplus Property.  If is being disposed of through Surplus then Disposal Type must be 
B4S. 

 

  

1) Request 
permission to 

dispose  
vehicle from 

OPTFM

2) Contact 
Surplus or 
Auction to 

dispose  
vehicle

3) Vehicle is 
sold and 
agency is 

informed of 
sale revenue 

amount

4) AR01 
Create 

Worklist  -
Enter total 

revenue from 
sale of 

multiple 
assets

5) AR30 
Display 

Worklist -
Enter 

Individual 
Revenue 
amounts  

6) IE02 
Deactivate 
Equipment 

Record (Fleet 
Coordinator) 

7) Send  
Worklist 

number to 
OPTFM  for 

approval

Select one of the Disposal Types 
from the drop list then click 
Save. 
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2) Use t-code IE05 to deactivate the equipment. 
 

 

 

 

 

 
 

 

 

 

 

 

Note the information message 
displayed. 

Note the information message 
displayed. 



 
Vehicle Disposal Process JOB AID 
 

Vehicle Disposal Process                       3/10/2016   Page 3 of 11 

 

3) After the disposal type is set, use t-code AS05 to lock the asset record.  This will prevent 
financial posting to the asset. 

 

 

 

 

 

 

 

 

 

 

 

 

Please note that setting the disposal type does not retire the asset from the system.  It only 
prevents additional financial posting to this asset. 

Once you receive notice that the asset is sold, dispose of the asset by creating a worklist 
(AR01). 

5) Use t-code AR01 to Create a Worklist.

 

If multiple assets are disposed, select the 
yellow arrow button to the right on the 
Asset number line. Enter the asset 
numbers in the single value field or select 

the Paste From icon  (the button next 
to the red X).

Select Locked to Acquisition and 
then click Save.
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Note: Only the first asset number will be displayed on the screen. 

6) After clicking  on the previous screen, all assets for disposal will be listed. 

 

 

 

 

Click the icon with the “check 
mark and the clock” after 
entering the asset numbers. 
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7) Select the double arrow on the right side of the menu bar (if needed to see the WL option) 
and then select WL (Create Worklist) or click Ctrl+Shift+F8. 

 

The Create Worklist: Choose Workflow Task pop-up will then display. 
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8) Name the Worklist and select Retirement with revenue as shown below.  Then, click the 
green check. 

 

9) Select the User-def radio button and enter the amount that you received from the sale of the 
vehicles. This should be the total of all the assets sold. Then select the green check button. 
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The Worklist number will then display on the lower left side of the screen: 

 

Hint: You can double-click on this number to display it larger and copy it by highlighting and 
then pressing Ctrl-C. 

 

10) Go to t-code AR30, enter the Worklist number, and then click . 
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This will display a list of the assets for retirement. Notice the Planned Revenue field on the 
worklist. 

 

11) Enter the corresponding sale amount in the Planned Revenue column for each vehicle and 
press Enter after each entry. The total planned revenue amount must equal the Revenue 
amount entered in Step 9 when setting up the Worklist.  

12) After the last value is entered, click the Refresh button. 
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A save pop-up will display. Select Yes to save the data.  

 

Note: If the total of the values entered does not equal the total revenue amount entered when 
the Worklist was created, an error message will appear: 
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If all information is entered correctly, the Worklist will appear as below: 

 

13) Inform the Fleet Coordinator that the vehicles are ready for deactivation and provide them 
with the Worklist number. Fleet Coordinators must complete the following steps to 
deactivate an equipment record: 

1) Enter transaction code IE02  
 

2) Enter the equipment number for the vehicle that needs to be deactivated 

 
 
3) Follow the menu path Menu > Equipment > Functions > Active > Inactive > Deactivate.
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4) Click the Save button. 

 

After all steps above are completed, the Property Officer should send an e-mail to DFA OPTFM 
to inform them that the Worklist is ready for approval, including the Worklist number. Be sure to 
attach the proper paperwork needed for review and final approval for disposal. 

Additionally, Property Officers should communicate with the agency accounting department to 
make sure everyone is aware of new process for posting asset sales.   

 

 


