FINANCIAL AFFAIRS

The University of Alabama at Birmingham

Logging in to the Surplus Property System (SPS) from the myUAB Employee Hub

1. Goto
my.uab.edu to
'1 T
log in with your Im f U‘AB
BlazerID and
strong
password.

EMFLUYEE HUB

myApps

2. Cickon EEHEEREEE

Manage Apps. o

er Contral Email Directory

Learning iaws
LM OracleHR&  OptiDoc Zoom
Finar

Sunflower onEa

3. Locate the SPS
app.

s5Ps

Launch m

Click on Launch
to login to the
SPS.

Click on Add to
add the SPS to
your list of

apps.
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FINANCIAL AFFAIRS

The University of Alabama at Birmingham

Logging in to the Surplus Property System (SPS) from UAB Administrative Systems Homepage

1. Goto
www.uab.edu/adminsys
HELP STOP COVID.
2. Click on SPS. GET THE APP.
=AcEEE Z* GuideSafe

3. Login with your
BlazerID and strong
password.
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http://www.uab.edu/adminsys

FINANCIAL AFFAIRS

The University of Alabama at Birmingham

SPS: Select Your Department

1. Click on the
Department
drop-down to

select a desired SurPLUS
s
department to

view.
Please Select Department

Department

If you have
access to more
than one Back o Login
department,
you can change

Surplus Property Office v

the view.

2. Click on
Continue.
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FINANCIAL AFFAIRS

The University of Alabama at Birmingham

SPS: To Do List

The To Do List displays a list of tasks for your information. You cannot view or approve disposal
requests from this screen.

The Current Tasks LB i [ el | o oo | oner i

tab will list items

that may require
yo u r a tte nti O n . Internet Explorer is no longer supported. Please Use Chrome, Firefox, Edge, Safari or Opera.

CURRENT Tasks CoMPLETED
o t k h Date ¢ Module ¢ Task Details ¢ A g
n c e a a S a S 09/24/2020  Disposal Requests Authorization required for EDF# 15499 (by Laneitria Head).
been addressed, it 09172020 Dsposa Reuess Achorzteneauod o 07 5455 0y Lot o)
i s recommen d e d 09/16/2020  Disposal Requests Authorization required for EDF# 15491 (by Laneitria Head).
. 09/0212020  Disposal Requests Authorization required for EDF# 15470 (by Laneitria Head)
haty lick h
that you click on the 0300772017 Scheduling - Fickup|Deliveries  An item "FURNITURE" has been deleted from your Equipment Disposition 10500, becauss the item was not avaiable for
pickup.

Xin the C column so
that to remove it
from this view.

Total Records: 5

Print

152029, Dsta corparaton 1 Rihis Reserves

The Completed tab — S
ey LM TRl = ciu | Looour
will list all of the

tasks that were
marked as
complete.

Disposal Requests

ltecnet Explores is no longer supported. Plasse Lise Chiome, Firelox, Edge, Safari o Opera.

Coment Tass | Comeieren
Soarch by Inditual (Gompletod by)
B . Task Dale w I Fram To Al v
Click Search to view
the list of the T
Task Type & Date = Wodule & Task Details & Compisted by &
com pl eted tasks_ Gancaliaton D072017  Disposal Tracking 1 hems whare deleted cuning scheduing from EDFS 1000 Lanetria Haat
Aumaizazan 12032017 | Disposal Reguests Aumizatcn reguted far EDFS 1050 Dy Shana Wite) Shana vine

“Toral Reconds: 2

To narrow this list, Pt
enter a specific date
and/or select an

authorized s 0 o copatn 3 s

individual and click
on Search.
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FINANCIAL AFFAIRS

The University of Alabama at Birmingham

SPS: Department Profile

The Department Profile is an inquiry-only menu option that provides information related to the
departments that you currently have access to.

The Search tab lists
the departments
that you have
access to.

Click on the Edit
(pencil) icon to view
information on an
individual
department.

SeaRcH  DerarTMENT | Usems

A% Deptr s  DepartmentName ¢
171000000  PUBLIC RELATIONS

000000 Surplus Property Office

311851216 SURG-GEN SURG-GASTROINTESTINAL SECTION

Site ¢ Phone & s
(205) 934-1222

AN

SURPLUS AUCTION sl e

WAREHOUSE

Total Records: 3

Print

The Department
tab displays the
department’s
organization code
and name.

Search || DeparTMENT | Usems

Notes: [ Approved:

Dept# Department Name Short Name site

| 171000000 | | PUBLIC RELATIONS ) | Select v
Phones Add New

(205) 9341222 Dept. Main Phone. s o

Print

The Users tab is
available to view a
list of the
department’s
authorized users.

This list is updated
nightly from the
WAM System
AEQ/Auth Signor
document.

PUBLIC RELATIONS.

A% Individual Name 2

u Andrea Davis-Hill
u Laneitria Head
John King

Title = Security Level & Phone & E Y
Administrator (205) 8552 =

Admin Sys Instructor  Manager (205)975-0992 =

testjob Manager (2052038 g e

Total Records: 3
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FINANCIAL AFFAIRS

The University of Alabama at Birmingham

SPS: Disposal Requests

The Disposal Requests menu option lists previously-entered requests for the selected department. New
requests can also be entered here.

The Search tab
lists requests that s = gre—
have been

submitted for the @ Aoo! o

m— —
selected e Rk et oo tas Tl e .

Disposal T Status o
department. sposai e .
Tum into Surplus v | Penang v “ Cancel [ —r—

=Menu | ®Llocour | @HeLp

£R FOR
. SOFTWARE SURG-GEN SURG-GASTROINTESTINAL SECTION

Department ¢ Disposal Type + EDF# ¢ EDFDate ¢  Status ¢ Authorizer & Auth.Date & v

The A column will pPgll SURG-GEN SURG-GASTROINTESTINAL SECTION Tum into Suplus 15504 10082020 Pending Laneitia Head a
indicat heth 'SURG-GEN SURG-GASTROINTESTINAL SECTION Tum into Suplus 15503 10082020 Pending Laneitia Head a
I n Ica e w e e r x® 'SURG-GEN SURG-GASTROINTESTINAL SECTION Tum into Surplus 15502 1009/2020 Pending =Y
or not a saved ol surc cusums ssstronTEsTIAL secron et won oman mess  leeveres  woan g
re q uest h as bee n Il SURG-GEN SURG-GASTROINTESTINAL SECTION Tum into Surplus 15500 1000622020  Pending Laneitia Head 1010772020 a (o
auth orize d ‘SURG-GEN SURG-GASTROINTESTINAL SECTION Tum into Suplus 15400 09/142020  Pending Racann Bailey 7zl
: 'SURG-GEN SURG-GASTROINTESTINAL SECTION Turn into Surplus 15489 09102020 Pending Laneitria Head P a

v 'SURG-GEN SURG-GASTROINTESTINAL SECTION Tumn into Surplus 15454 081252020 Pending Laneitria Head 08/10/2020 m a

Authorized
requests will have
a green checkmark
displayed in this e
column.

Total Records: 8

H SURPLUS 'WELCOME, LANEITRIA HEAD
Th e Ad d Ed it ta b BROPERTY LOGGED N AS MANAGER FOR =Menu | ®Locout | @HELP
. STROINTESTINAL SECTICN

SOFTWARE SURG-GEN SURG-

gives you the
ability to create |
and submit

Department Contact Person for this Disposal Request Who will authorize this Disposal Request?
d iSpOSal req uests. SURG-GEN SURG-GASTROINTESTINAL SECTION #3118512 | | Laneitria Head v G ] | select vl[el[=
EDF# EDF Date Status )

| [Pending | 101082020 P v

Pickup Type Req. Delivery Date Estimated Time For self.deliveries, please take a printed copy of your

Seff-Delvery ~| [y 02:00 AM | Disposal Request when you deliver property to the surplus
warehouse. Co-ordinate your delivery dateltime with the
warehouse: 934-3344
Import Items._. ~ Add New Item

Buiding  Room  item aty  Assets Serial# Model

Total Records: 0

Created October 2020 6



FINANCIAL AFFAIRS

The University of Alabama at Birmingham

SPS: Disposal Request Tracking

The Disposal Request Tracking menu option allows you to locate all disposal requests for your
department.

SunpLUS L coE, LR HERS
PRoPERTY

LoGeeD B 45 Msween For
SorrwaRE SURG GEN SURG GAS TROINTESTINAL SECTIGN

The Disposal

Requests tab |ists Disposat Reauests | Line Ireus
Department
the current status UM OEN SURD-GASTROMNTESTIARL SECTIGN #01B512 | Pleas matk e Disposa Requess 15 Close cnee ol en have bee feceived by Srpus Prcpety Offce.
© 2|l Desposal Typa 3 EDFR 3 Data 3 Contact Porson 3 Authorzed by + O Status 2 T
of requests that ST el
have been T - -
. Tt o30ma  Hess e v nrrogss =
submitted for T L — e
authorization. [—— e T reTp——" Head Lanaia I Frogress s
Tenito 5 abi0w | Bertareis pT— fer— 5
Tt 4 000208 VemngonKie [re— nPropes )
Completed Tu nta Surlus 151 00200 Worbinglon Kiea Worsingion Koea Clozed s
. s ez e vk — P 5
disposal requests L o a1
can be marked as Turm nto SUrplus 15478 031102020 Head Kreg Wortnington Kreg In Frogress. 8
| d hi s e oonze s s prevrp—n prem— =
closed on this T TR [T =g [T r—— pr— =
screen by clicking - o st — - =
” Tenvto S 1S 00752020 | e e — f—— 5
on the X located in . e — s |1
the C column. s frenie s s im0 sohwe i P conpies 5
s s e oo ES— compites 5
wlresans e s sz prr— comsites 5
s e e sz rr— Conpites =
—
oEno T Rt 20
Print
Loz ot s s

surpLUS WeLcoue. Lavermma Heso
BropeRTy LooGen w3 Mawcen rox =Meny | @ Locour | @HEP

SOFTWARE SURG-GEN SURG GASTROINTESTINAL SECTION

DisposaL ReuesTs
-
The Line Items tab S [ o | K
lists the item detail P
ists the item detai o oueee
or each request e s
listed h nonrooeses 1o Towaas ouovesok ez e T
isted on the Tumnto Suplus ses ooz CHAR 20 mprogess
Di IR i e
ISposa equests Tum into Suplus is84 08102020 BEAM PROFILER. T inProgress
b P
tab. oo ooz Taoonces s

Created October 2020



FINANCIAL AFFAIRS

The University of Alabama at Birmingham

Logging Out of the Surplus Property System (SPS)

1. Click on the Logout
menu option located in
the top right-hand
corner of the screen.

= Locout

MTHE UNIVERSITY OF
ALABAMA AT BIRMINGHAM.
2. A confirmation will be

displayed concerning UAB Central Authentication System

your system status. Logout successful

You have successfully logged out of the Central
Authentication Service. You may log in again.

For security reasons, exit your web browser.

Disclaimer | Web Pages Policy | Contact | @ 2017 UAB
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