
Excess Process Job Aid 
 

 
For Property Custodians: 

Submit Excess Receival Requests 
 

1. Navigate to Excess->Request Excess Receival->Request Inventory Asset Excess Receival. 
2. In the Pickup Location field, enter the location at which the assets are to be picked up  
3. In the Deliver To Location field, enter the location to which the assets will be delivered  
4. Place your cursor in the Barcode field 
5. Click the flashlight icon 
6. In Custodial Area field, enter the custodial area of the excess assets 
7. Click “Execute” 
8. Using the scroll bar to the right, go through each asset record and be sure each has an Asset 

Condition assigned (Condition Code “4 –Used-Major Repairs Not Required” should be the code 
assigned when null).  

9. Click Save. Excess Requests will be generated for each of the assets. 
 

 

 
 



For Property Management Officers/Designated Approvers 
 
Generate Report for Assets with Pending Excess Requests to See if Acceptance is Necessary 

1. Navigate to Excess > Excess Reports. 
2. Select Assets with Pending Excess/Inactive Requests. 
3. In the Include Only Request Recorded Between fields (scroll down the page to view), specify 

the Date Range of the request for Excess Assets. 
4. Specify the Pick-Up Location information of the request for Excess Assets (or leave it blank, and 

Group by Pick-Up Location. 
5. Select the Submit button. 
6. Review your parameters and select the eXecute button. 

 
Accept Excess Receival Requests 

1. Navigate to Excess->Maintain Excess Assets 
2. Enter the barcode of the asset that has been requested to Excess as seen in the report above 
3. Hit TAB and the asset’s information should come up 
4. Place your cursor in the Rvw Category field and type FULL SCREENING to select it 
5. Place your cursor in the Last Name field associated with User line and enter the last name of 

the user and hit TAB. Select the desired user. 
6. Hit SAVE 

 

 



For all users with Sunflower Access 

 
Review Excess Assets that are Available within the Bureau and the Department 

1. Navigate to Sunflower Enterprise Reports->Excess Reports-> Excess Assets 
2. Scroll down to the field Review Type 
3. Select Department to see all Excess assets available in the Department level of internal 

screening. Select Bureau to see all assets that are available in the Bureau level of internal 
screening. If you select bureau, it is suggested that you put your bureau’s name in the Bureau 
or Region Field at the top of the report. 

4. Select the Submit button. 
5. Review your parameters and select the eXecute button. 

 

 
 
 
 
 
 



 
 


