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Vehicle Disposal Process JOB AID JW

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

4) ARO1
3) Vehicle is Create
sold and Worklist -
agency is Enter total
informed of revenue from
sale revenue sale of
amount multiple
assets

5) AR30
Display
Worklist -
Enter
Individual
Revenue
amounts

1) Request 2) Contact
permission to Surplus or

6) IE02
Deactivate

7) Send
Worklist

dispose Auction to
vehicle from dispose
OPTFM vehicle

number to
OPTFM for
approval

Equipment
Record (Fleet
Coordinator)

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.
i Time-ds dent ]/ i ]/ Origin ]/ Deprec. Areas I

General data

Description (2014 FORD FUSION J 2]
(2014 FORD FusION |

Asset main no. text (2014 FORD FUSION ]

Acct determination

Serial number

Inwentory number

Select one of the Disposal Types
| from the drop list then click

SoMS Data Sav
e.

Color [ %

Number of Floors C]

Disposal Type E45 Blocked for Surplus v]

B4A Blocked for Auction
B4S Blocked for Surplus

Posting information

Capitalized on iwation on
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Vehicle Disposal Process JOB AID

Change Asset: Master data

[(Menu 4| | 4 [save |[ Back ][ Extt |[ Cancel |[ System a || Frevious tab page |[ Nexttab page |[ Asset values |
Asset o 2014 FORD FUSION
Clazs Vehicles Company Code SOMS

General ]- Time-dependent |- Allocations |- Origin |- Deprec. Areas

General data
Description 2014 FORD FUSION ]
2014 FORD FUSION
Asset main no. text 2014 FORD FUSION
Acct determination
Serial number

Inventory number

50M S Data
Color

Number of Floors.

Dizposal Type E45 Blocked for Surplus -«

Note the information message
Posting di Spl ayw

Capitalize] o Block the asset(s) from any further financial tran

First acqul

Acquisitio)

Inventol

Last inver

Inventory [2]

2) Use t-code IEO5 to deactivate the equipment.

]- Time- |- Allocations |- Origin |- Deprec. Areas
General data
Description 2014 FORD FUSION )
2014 FORD FUSION
Asszet main no. text 2014 FORD FUSION
Acct determination

Serial number

Inventory number

50MS Data
Color

Number of Floors

Note the information message
displayed.

Dizposal Type B45 Blocked for Surplus =

Posting
Capitalized

o Deactivate the equipment rec. via IED2 transaction

First acqu
Acquisitiol

Inventon
Last inver

Inventory [2]
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Vehicle Disposal Process JOB AID

3) After the disposal type is set, use t-code ASO5 to lock the asset record. This will prevent
financial posting to the asset.

Block Asset: Processing screen

[(Menu ] | 4 [ save || Back Cancel || System 4
Asset 0 2014 FORD FUSION
Class Vehicles Company Code SOMS
General data
Description 2014 FORD FUSION
2014 FORD FUSION

Acct determination
Inventory number

Quantity

Posting information

Capitalized on 06/03,/2014 Deactivation on

First acquisition on 06/09,/2014

Acquisition year 2014 12 Pind. retirement on
Acquisition lock Select Locked to Acquisition and
) None then click Save.

(e Locked to acquis.

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
(ARO1).

5) Use t-code ARO1 to Create a Worklist.
Asset Balances

[Menua]| | 4 [Save as Variant... | [ Back | [Cancel] [ System | [ Execute | [ Get Variant.. | [ Dynamic selections | [ Program Doc
Company code SOMS to

Asset number to
Subnumber to If multiple assets are disposed, select the
yellow arrow button to the right on the
Selections e Ty — .
ireErine o PUEEEE LSS Asset number line. Enter the asset
G Lt s 00k e numbers in the single value field or select
Cost center to I:“
Piant to (il the Paste From icon & (the button next
Location to I:l
Asset super number to 1 \to the red X)
=
Worklist =
]
= =
Settings
Report date 12/31/2015
Depreciation area 01 Book deprec.
Sort Variant 0001 Co. code/bus. area/bal. its
Translation method [ [v7] (5] [ [ ][I [mutiple seiecton. ] (TR ][]

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



Vehicle Disposal Process JOB AID

Asset Balances

[Menua] | | 4 [Saveas Variant... el | [ System | [ Execute | [ Get Variant... | [ Dynamic selections | [ Program Documentation
Company code SOMS to =]
Asset number 430000002209 to [&]

Subnumber to

Click the icon with the “check

Selections.
—— o1 mark and the clock” after
Cost center o L] entering the asset numbers.
Plant to Multiple Selection for Asset number
Location to
Asset super number to P——— - ;
Select Single Values (6) |  SelectRanges /é |" Exclude Ranges
Worklist 0...Single value
[ ] 430000002285
Settings [_] 430000002287
Report date 12/31/2015 [__]430000002438
Depreciation area o1 Full Accrual [] 430000002553
Sort Variant 0001 Co. code/bus. area/bal. tem/B/S acc []430000002582
Transiation method ]
]
(7] 6] (B8 (A FIEd
Display options S

Display variant

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.

Asset Balances

[Menu ]| | 4 it | [ cancel | [ System || First cowmn | | Column Lett | [ Column Right | [ Last column | [ Choose detail || Sort in ascending order | [ Sort in descending order | [ Set fiter
Report date: 06/30/2015 Asset Balances - 01 Full Accrual
Created on: 05/18/2015 1
CompanyCode BusinessArea Bal.sheetitem Bal.sh.acctAPC AssetClass
SOMS 1711 8000000 16301000 EQO30025
Asset SNo. [Cap.date Asset description Acquis.val. Accum. dep. Book val. |[Crcy
430000002209 |0 08/01/2006|2000 INTERNATIONA 8000 SERIES 19,900.00 17,910.00- 1,990.00 |usD
430000002266 |0 07/01/2000|2000 DODGE CARAVAN 15,771.00 14,193.90- 1,577.10 usb
430000002297 (O 0&/01/2000(2000 FORD EXPLORER 20,292.00 18,262.80- 2,029.20 usb
430000002438 |0 12/01/2000(2001 JEEP CHEROKEE 18,364.00 16,527.60- 1,836.40 uso
430000002553 |0 07/01/2001|2001 DODGE RAM VAN 14,743.00 13,268.70- 1,474.30 |usD
430000002592 |0 07/01/2001|2001 FORD TAURUS 15,057.00 13,551.30- 1,505.70 usb
b Asset Class EQO30025 vehicles 104,127.00 93,714.30- 10,412.70 uso
e Bal.sh.acct APC 16301000 vehicles 104,127.00 93,714.30- 10,412.70 usb
==z Balance sheet item EB000000 Accounts not assigned 104,127.00 93,714.30- 10,412.70 usb
#*2& Business Area 1711 Department of Public Safety 104,127.00 93,714.30- 10,412.70 uso
=====Company Code SOMS state of mississippi 104,127.00 93,714.30- 10,412.70 usb
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Vehicle Disposal Process JOB AID

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.

1g order || Sort in descending order || Set fitter || Display sum || Subtotal... || Spr - || Local file... || Mail recipient || ABC bysi || Change layout... || Select layout... | o
Save layout... (Ctri+F12)
1 Information (Shift+F2)
More reports...  (Ctri+Shift+F10)
Assets. (Cirl+Shift+F1)
WL, (Ctri+Shift+F8) |
Add toWorklist  (Ctri=Shift=Fg)

Book wal. |Crcy

1,930.00 uso
1,577.10 usD
2,029.20 uso
1,836. 40 usD
1,474.30 usp
1,505.70 usD

10,412.70 usp

10,412.70 usp

10,412.70 usp

10,412.70 usp

10,412.70 usp

The Create Worklist: Choose Workflow Task pop-up will then display.
|

Asset Balances
[en ]| A [Back] [Ex2 | [Cancel First couma | [ Coimn Lef | [ Colime Right | [ Lnst cotimn | [ Caeeas demi | [ Sont in nscendng order | [ S2rt n deacending order Dispiny sum | [ Eubsceal | [Epreassheet | Local fie
REpOTT date: OG/30/201%  ASSeT Galances - 01 Full Acerual
Created on:  05/18/2015 1
Companycode Businessarea ual.sheetien a1, 5h. accTAR asserclass
] 1r11 8000000 16302000 Q030025
Asset SHO. [Cap.date |asset description Acquis.val. Accum. dep. Book val. [crey
Snonon0azz0% |51 |on/01/ 2006 | 2000 INTERNATIONA S000 SERICS 19,900, 00 17,910, 00 1,990.00  |uso
o701 CODGE CARAVAN 1,577.00  |uso WL name [Fetirtment of assets
snoooooazzez (o | |on/o1/2000| 2000 Fonn cxeorir us
430000002438 (0| |22/01,/2000|2001 JEEP CHEROKEE uso
= = Task anlection
430000002553 |0 07/01/2001 (2001 CODGE RAM VAN 14,743.00 uso
430000002592 |0 07,/01/2001 (2001 FORD TARUS 15,057.00 usn Name
| Retrement winout revenve
= asser class qolonzs venicles 104,127.00 23,712, 30 10,42.70  |usn H
|| Retrement with revenue
s pal.sh.acct APC 16301000 vehicles 104,127.00 93,714, 30- 10,412.70 |uso || change ssset wio diicg (buk change)
Intercompany Assel Transfer
sss palance sheet item 8000000 Accounts not assigned 104,127.00 93,714, 30- 10,412.70 |uso I
E Impsirment Posting
sess Business Area 1711 Department of Fublic Safety 104,127.00 33.714.30- 10.412.70 |usp L
*++eeconpany code ] state of Mississipod 104,127.00 93,714.30- 10,412.70 |uso
i
< >
[+#1[%
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8) Name the Worklist and select Retirement with revenue as shown below. Then, click the
green check.

Asset Balances

[Menu ][ 4 [ cancel ] [ System 4 | [ First column | [ Column Lett | [ Column Rignt | Last column | [ Ct | [Sort in ascending order | [ Sartin order || Set fiter | [ Display sum | [ Subtotal_ || ] [Locafie...||
Report date: DE/30/2015  Asset Balances - 01 Full Accrual
Created on: D5 /18/2015 1
companycade Businessarea Bal.sheetiten Bal.sh.acctarc assetclass
soms 1711 8000000 16301000 £Q030025
Asset SNo. |Cap.date |Asset description Acquis.val. Accum. dep. Book val. |crey Create Worklist: Choose Workflow Task
420000002208(0 08/01/2006|2000 INTERNATIONA 8000 SERIES 19,900.00 17,910.00- 1,990.00 |uso
o 07,/01/2000 | 2000 DODGE CARAVAN 15,771.00 14,193.90- 1,577.10 |usp WL name. retirtment of assets
430000002257 [0 |06,/01/2000|2000 FORD EXPLORER 20,292.00 18,262.80- 2,029.20 [usp
430000002438(0  12/01/2000|2001 JEEP CHEROKEE 18,364.00 16,527.60- 1,836.40 |uso -
430000002552|0 | |07,/01,/2001|2001 DODGE RAM VAN 14,743.00 13,268.70- 1,474.30 |usp Task selection
430000992852 |0|07/01/2001 2001 FORD TAURUS 15,057.00 13,551.30- 1,505.70 |uso Hame
| | Retrement without revenue
= asset Class E£Qo30025 vehicles 104,127.00 93,714.30- 10,412.70 |uso A
| with revenue
== Bal.sh.acct APC 16301000 vehicles 104,127.00 93,714.30- 10,412.70 |usp | change ssset wio cialog (bulk change)
| | mtercompany Asset Transfer
#%+ Balance sheet item 000000 Accounts not assigned 104,127.00 93,714.30- 10,412.70 |uso — -
|| impairment Posting
===s gUSiness Area 1711 Department of Public safety 104,127.00 93,714.30- 10,412.70 |uso [
=====Company Code soms state of Mississippi 104,127.00 93,714.30- 10,412.70 |uso -

~

>
[o7][%]

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.

Retirement wiRevenue

Posting Date
Document Date

Transaction Type

]
=
o

Azzet Value Date 05 ,/18,/2015

Dist. of reven. () Acquisition costs

) Net val.

Sales revenus (net) [s000. 00| % [UsSD

Trading Partner |:|

Text [RETIRTMENT OF ASSETS |

[+7][X]
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Vehicle Disposal Process JOB AID

The Worklist number will then display on the lower left side of the screen:

[ work queue 000001381599 added

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

Asset Balances
[ 14 [ Cancel | [ System . |  First column | [ Column Let | [ Column Right | [ Last column | [ Choose detail | [ Sort in ascending order | [ Sort in descending order | [ Set fiter || Display sum | [ Subtotal__|[

Report date: 06/30/2015 Asset Balances - 01 Full Accrual

Created on: 05/18/2015 1
CompanyCode EusinessArea Bal.sheetitem Eal.sh. acctAPC AssetClass
SOMS 1711 8000000 16301000 £Q030025
Asset SNo. |Cap.date |Asset description | Acquis.val. | Accum. dep. ‘ Book val. |Crecy |
420000002208|0  |08/01/2006(2000 INTERNATIONA 2000 SERIES e =i
420000002266(0  |07/01/2000|2000 DODGE CARAVAN
430000002297 |0 06/01/2000|2000 FORD EXPLORER == IC = | »
430000002438|0  |12/01/2000(2001 JEEP CHEROKEE
4300000025530 |07,/01/2001|2001 DODGE RAM VAN
430000002592 |0 07/01/2001(2001 FORD TAURUS Work queue 000001381599 added
= Asset Class EQ030025 vehicles Message no. WL879
=+  Bal.sh.acct APC 16301000 vehicles
==z  galance sheet item 8000000 Accounts not assigned
#+:+ Business Area 1711 Department of Public Safety
==ss=Company Code SOMS state of Mississippi

10) Go to t-code AR30, enter the Worklist number, and then click [Execute |

|2 ECC Webgui - State of Mississippi - MAGIC Partal - Windows Internet
- -

262F%2F60del73636d50b413dc745234 chbb556 & PrevMavTarget=t

Z7 https://qas.magic.ms.gov/irj/portal’Navigation Target=navurl

Display worklist

[ Menu 4 || | 4 [ save as Variant... |[ Back || Cancel | [ System 4 | [ Execute | [ Dynamic selections
Selections
\Worklist x
Settings
Repor dte
Depreciation area Full Accrual
Sort Variant 0001 Co. code/bus. area/bal. item/B/S acc

Translation method

DIE

Further options
Layout

H
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Vehicle Disposal Process JOB AID

This will display a list of the assets for retirement. Notice the Planned Revenue field on the

worklist.

Display worklist
I T t

[ cancel | [ System. || Refresn | [ Sort in ascending order | [ Sort in descending order || Set fiter | [ Dispiay sum || Subtotal... | | Print preview || Spreadsheet.. | [ Local fiie... | ABC ai

Worklist 1381599 RETIRTMENT OF ASSETS

with revenue - amount 5,000.00 USD
Status ) Ready

SNo. Capitalized on  |Asset description Acguis.Val £ Accum. dep. £ Book Value £ Planned Rev. [Crcy
"430000002209 o 08/01/2006 2000 INTERNATIONA 8000 SERES 18,900.00 17,910.00- 1,980.0 0.00 WSk
- 430000002288 0 07/01/2000 2000 DODGE CARAVAN 15,771.00 14,193 50~ 15771 0.00 USD
.. 430000002297 0 06/01/2000 2000 FORD EXPLORER 20,252.00 18,262.80- 2,028.21 0.00 US>
.. 430000002438 0 12/01/2000 2001 JEEP CHEROKEE 18,364.00 16,527 60- 1,836 41 0.00 USD
.. 430000002553 o 07/01/2001 2001 DODGE RAM VAN 14,742.00 13,268.70- 1,474.31 0.00 UsD
.. 430000002582 o 07/01/2001 2001 FORD TAURUS 15,057.00 13,551.30- 1,505.71 0.00 WSk
104,127.00 93,714.30- 10,412.71 0.00 USD
104,127.00 93,714.30- 10,412.71 0.00 USD
104,127.00 93,714.30- 10,412.7¢ 0.00 UsSD
| 104,127.00 93,714.30- 10,412.71 0.00 USD
104,127.00 93,714.30- 10,412.71 0.00 UsD

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.

Display worklist

[Menua] |

| 4 [Back][Ext]

J—
[Cancel || System 4 | Refresh |[ Sort in ascending order | [ Sort in descending order | [ Set fiter | [ Display sum | [ Subtotal... | [ Print preview | [ Spreadsheet... | [ Local fie... | [

Status ) Ready

Worklist 1381599 RETIRTMENT OF ASSETS

Retirement with revenue - Revenue amount 5,000.00 USD

T Status Asset SMo. |Capitalized on jAsset description »C\cquss.\f'a\.‘z Accum. dep. | E Book Value|® Planned Rev. Crcy
‘j @ R... 430000002209 0 08/01/2006 2000 INTERNATIONA 8000 SERIES 19,900.00 17,910.00- 1,990.00 1,000.00 USD
\j 2 R... 430000002266 o 07in1/2000 2000 DODGE CARAVAN 15,771.00 14,193.90- 1577.10 1,000.00 USD
‘j @ R... 430000002297 o 06/01/2000 2000 FORD EXPLORER 20,292.00 18,262.80- 2,029.20 500.00 USD
\j @ R_.. 430000002438 0 12/01/2000 2001 JEEP CHEROKEE 18,384.00 18,527 60- 1,836 40 500.00 USD
D @ R... 430000002553 o 07/01/2001 2001 DODGE RAM VAN 14,743.00 13,268.70- 1,474.30 1,000.00 USD
}:‘ @ R_.. 430000002592 o 07/01/2001 2001 FORD TAURUS 15,057.00 13,551.30- 1,505.70 m x USD
ij AssetC 104,127.00 93,714.30- 10,412.70 0.00 USD
I 104,127.00 93,714.30- 10,412.70 0.00 USD

104,127.00 93,714.30- 10,412.70 0.00 USD

104,127.00 93,714.30- 1041270 0.00 USD

104,127.00 93,714.30- 10412.70 0.00 USD
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A save pop-up will display. Select Yes to save the data.

Display worklist
| Menu 4 H | 4

it | Cancel || System.a H Refresh || Sort in ascending order || Sort in descending order || Set fitter || Display sum H Subtotal... || Print preview H Spreadsheet. || Local file... |[

Worklist 1381599 RETIRTMENT OF ASSETS

with - amount 5,000.00 USD

Status @ Ready

Ty Status Asset SNo. |Capitalizedon | Asset description |= Acquis Val = Accum. dep.| = Book Value| = Planned Rev. Crey
) A... 430000002209 0 (OB/01/2006 2000 INTERNATIONA 8000 SERES 19,900.00 17,910.00- 1,990.00 1,000.00 |USD
TR 430000002266 0  OFA0M/2000 2000 DODGE CARAVAN 15,771.00 14,19390- 1,577.10 1,000 00 |USD
TR 430000002297 0 06/01/2000 2000 FORD EXPLORER 20,292 00 18,262 80- 202920 50000 |USD
7 R... 430000002438 0 12001/2000 2001 JEEP CHEROKEE 18,364.00 16,527.60- 1,836.40 500.00 USD
) A... 430000002553 0 O7A01/2001 2001 DODGE RAM VAN 14,743.00 13,268.70- 147430 1, usp
R 430000002592 0 OFA0M/2001 2001 FORD TAURUS 15,057.00 Refresh workiist

i Ac=et C 10512000 Data will be lost s

Acquisit 104,127.00 usp
| assalal 08,127 00 0 Do you want to save? L2
Busines 104,127.00 usp
| | Compan 104,127.00 IE e 1 o % Cancel uso

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:

Display worklist
[eenua][  |d

System 4 || Refresh | [ Sort in ascending order || Sort in descending order || Set fitter | | Display sum || Subtotal... | | Print preview || Spreadsheet... || Local file... || ABC analysis || Char

Worklist 1381599 RETIRTMENT OF ASSETS

IRetiremem with revenue - Revenue amount 5,000.00 USD I

Status @ Ready

Acquis.Val. £ Accum. dep.|= Book Value = Planned Rev. Crey

T Status |Asset |Sho. |Capitalized on | Asset description
| | ©2R_|430000002208 |0  |0B/1/2006 2000 INTERNATIONA 8000 SERES 18,300.00 17,910.00- 1,930.00 1,000.00 USD
|| GPR.. 430000002285 |0 070122000 2000 DODGE CARAVAN 15,771.00 14,193.90- 1,577.10 1,000.00 | USD
| | §9R. 43000000227 |0 |0B01/2000 2000 FORD EXPLORER 0,252.00 18,262.80- 2,028.20 1,000.00 USD
| | §PR. 430000002433 |0 12012000 2001 JEEP CHEROKEE 16,527.60- 1,836.40 500.00 {USD
| | GR.|+3:0000002553 |0 (07012001 2001 DODGE RAM VAN 14,743.01 13,268.70- 1,474.30 1,000.00 | USD
| | §9R. 430000002892 |0 07012001 2001 FORD TAURUS 15,057.00 13,551.30- 1,505.70 1,000.00 USD
:Asselc 104,127.00 9 I"!";‘;mm'io n

Acquisit 104,127.00 kS -
i 104127.00 Fotal revenue s nof equal fo fhe sum of
— p— T individual revenues:  5,000.00 <>
| Compan 104,127.00 AREN
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Vehicle Disposal Process JOB AID

If all information is entered correctly, the Worklist will appear as below:

Display worklist
| 4 System.a | [ Refresh | [ Sortin ascending order | [ Sort in descending order | [ Set fiiter | [ Display sum | [ Subtotal... | [ Print preview | [ Spreadsheet... | [ Local file... | [ ABC analys

Worklist 1381599 RETIRTMENT OF ASSETS

with revenue - Ri amount 5,000.00 USD

Status @ Ready

T Status Assst |sMo. |capitaized on  |Asset description © Acquis.Val [T Accum dep. | Book Valus Planned Rev. Crey
| g2 R.. 430000002200 0 03012008 2000 INTERNATIONA 2000 SERES 19,900.00 17,910.00- 1,390.00 1,000.00 | USD
j ) R_. 430000002266 |0  |07/01/2000  |2000 DODGE CARAVAN 15,771.00 14,183.90- 1,577.10 1,000.00 |USD

| G2 R.. 430000002267 0 |06/01/2000 2000 FORD EXPLORER 20,202.00 18,262.80- 202020 500.00 |USD
:| P R... 430000002438 |0 |12001/2000  |2001 JEEP CHEROKEE 18,364.00 16,527.60- 1,836.40 500.00 |USD
i| ) R 430000002553 0 |07/01/2001 2001 DODGE RAM VAN 14,743.00 13,268 70- 1,47430 1,000.00 |USD

| 2 R.. 230000002592 |0 (070172001 2001 FORD TAURUS 15,057.00 13,551.30- 1,505.70 1,000.00 | USD
| Assetc 104,127.00 93,714.30- 10,412.70 5,000.00 USD
| Acquisit 104,127.00 93,714.30- 10,412.70 5,000.00 USD
| Balance 104,127.00 93,714.30- 10,412.70 5,000.00 USD
j Busines 104,127.00 93,714.30- 10,412.70 5,000.00 USD
| compan 104,127.00 93,714.30- 10,412.70 5,000.00 USD

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

Change Equipment : Initial Screen

[Menu ]| | 4 [Back][Ext |[Cancel |[Syzem 4|

Equipment 10000000

3) Follow the menu path Menu > Equipment > Functions > Active > Inactive > Deactivate.

| &7 https://tng.magic.ms.gov/irj/ portal?’MavigationTarget=navurl %3 A%

| Change Equipment : Unit Data

e ] | 4 [Sae] (Bt | [t (G5
Equipment ¥ Other eguipment Category =
Edit ¥ Create _— =
Goto ¥ Change
Extras ¥| Display EE
Structure #| Display -» Change Valid
Environment ¥ List editing DN Organization
System »
Help * Save (Ctrl+5)
Class Pl Vehicle: S0I
Vehicle Type| Functions L$ m
AuthorizGroy ——— | Deletion flag
Weight Exit (Shift+F3) I Size
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4) Click the Save button.

|MEI‘IIJ.J|| |l|Sa'.re|

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.
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