Job Aid: HCHB/BEA Internal Screening Process

Purpose: The General Services Administration (GSA) requires that all
personal property completes a 15 day internal screening cycle prior to
being sent into Excess. When property is ready for excess (sometimes
referred to as ‘surplus’), the internal screening process begins in Sunflower:
This document outlines step-by-step instructions of the HCHB/BEA Internal
Screening Process.

Step 1: Get Started

1. Log in to Sunflower.
2. Click on the Sunflower Enterprise Forms link.
3. From the Mgmt menu, select the Maintain Inventory Assets option.
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Step 2: Retrieve the Asset Record to Begin the HCHB/BEA Internal
Screening Process

In the “Barcode #” field, enter the barcode of the item you are
submitting for excess.

2. Hit “TAB”.

3. The asset information and details will appear.
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Inventory Assets

Barcode Type Type Barcode # Released? ’Y_
Barcode # ’_ Existing interest asset | |
Unigue Marne |
Default Location™ |
Catalog ldentifier” |12[]4324.:1 Fggmmgdity Asset Parents |0 Children ’[]— CIPAA, ’—
Manufacturer |DELL INC. [ paterial hodel Number |12098 DLP PROJECTOR
Description |PROJECTOR, DIGITAL Madel Name |12095 DLP PROJECTOR
Serial Mumber |ISF'_[][]1 Drawing Mo. |
Initial Event |F'URCHASE User Fields™ |

Asset Walue™ | $800.00 Acquisition Date |08/14/2013 Responsibility Date |08/14/2013
Agzet Condition |4 USED - MAJOR REPAIRS Mi Effective Date |08/23/2013 Expected Return Date

Utilization Code |||\,| SERVICE Flags* W Activity Type |AGENCY OWNED
Bureau or Region |OS Praperty Accountability Office |51OASA
Cust Area |51OASAF'F'MD Accepted? ]Y_ Prap Custodian |OSUSER SMC SMC_DSUSER
Contact ID | Last Mame™ | First | Ilidd ’_
User |cp|:l,q|—|3 Last Mama* |HOUSTOI‘-.I First |ANNA hid ’K_

Location® |WASHINGTON, DC__BUILDING__HCHB__ROOM__35679
Document™ |ATTACHMENT DOCUMENT++123
User Fields™ |
Global User Fields™ |

[ Add Information | [ Commodity Comment / Picture / Attachment | [ Re-Reguest
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Step 3: Submit for HCHB/BEA Internal Screening

1. Double-click in the “User Fields” field.

Barcode Type Type Barcode # Released? ,‘(_

Barcode # |\SP_003 ,7 Existing interest asset |

Catalog [entifier |2(]2535 [ Commodity Asset Parents |g Children |g CiPiA

Model Number [DIMENSION 200
Model Name [DIMENSION

Manfacturer [DELL INC. [ Material

Serial Mumber |\SP_003 Drawing MNo. |
Initial fevent |PURCHASE User Fields* |
Asset VRlue™ IW Acquisition Date ,m Responsibility Date ’m
Asset Condgion |S |SCRAP SWALUE OMLY IN M Effective Date ,W Expected Return Date ’7
Utilization C{de [In SERVICE Flags* s 0 Acthity Type [AGENCY OWNED

Property Accountability Office |550[]3A
Accepted? IY_ Prop Custodian |WATERS BREMDA CPPBB1

Contact Il Last Mame™ | First | Mid ,7
Used [cPPEBA Last Name™ [WATERS First |[BRENDA Mid [

LocationQQVASHINGTON, DC__BUILDING__HCHB__ROOM__3579
Document™ [ATTACHMENT DOCUMENT++123

| User Fields* ||
GlohalUser Fields [

I Add’l Information [ Commodity Comment / Picture / Attachment | I Re-Request

2. This screen will appear:
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3. Double-click in the “Begin Internal Screening Date” field and select

the date to begin the process. NOTE: This must be today’s date or
a future date.
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4. Click “OK”.

5. Double-click in the “Asset Condition” field and select the condition
that most accurately describes this asset.

Asset Condition

&nd[%

Description

GOOD

DEFECTIVE OR NEEDS REPAIR
SCRAP

SALVAGE

4

6. Click “OK”.

7. Hit SAVE




Step 4: Set the Hard Disk Status for Assets with Memory/Internal
Storage* - ONLY APPLIES TO THE FOLLOWING FSC (Federal Supply
Class) CODES:

7010 ADPE SYSTEM CONFIGURATION (DESKTOP OR LAPTOP COMPUTERS)
7020 ADP CENTRAL PROCESSING UNIT(CPU, COMPUTER), ANALOG

7022 ADP CENTRAL PROCESSING UNIT(CPU, COMPUTER), HYBRID

7025 ADP INPUT/OUTPUT AND STORAGE DEVICES (SCANNERS, MONITORS,
PRINTERS, MODEMS, KEYBOARDS, OPTICAL DRIVES, TAPE DRIVES)

7035 ADP SUPPORT EQUIPMENT (SERVERS)

7042 MINI AND MICRO COMPUTER CONTROL DEVICES

e 3610 PRINTING, DUPLICATING, AND BOOKBINDING EQUIPMENT (COPIERS)

*Hard Disks are required to be Sanitized, Degaussed, or Removed. An
asset with one of these FSC codes will not be eligible for excess unless the
Hard Disk Status field is completed.

1. Double-click in the asset’s “Global User Fields” field.
|

Inventory Assets
Barcode Type Type Barcode # Released? ,Y_
Barcode # |ISF'_ 003 l_ Existing interest asset ’—|
Unigue Name |
Default Location™ |
Catalog |dentifier® |2025 5 I—ggmmgdityAgget Parents ,[]— Children ,0— CrPSA, l—
Manufacturer |DE|_L[NC. [ Material Model Mumber [DIMENSION 200
Description |COM1LJTER, DESKTOP Model Mame |DIMENSION
Serial Mumber |ISF'_[]|3 Drawing Mo. |
Initial Event |F'URC ASE User Fields* |
Asset Value™ | $800.00 Acquisition Date ’m Responsibility Date ’m
Asset Condition |S |SCRAF' - WVALUE OMLY IN M Effective Date ’M Expected Return Date ’7
Utilization Code ||N serVICE Flags™ W Activity Type |AGENCY OWNED
Bureau or Region ||TA Property Accountability Office |55[][]3A
Cust Area [55003A0ASOP Accepted? IY_ Prop Custodian [WATERS BRENDA CPPBB1
Contact 1D | Last Marne* | First | Mid l_
User [cPPBBY Last Name* [WATERS First [BRENDA Mid [
Location® |WASHIN TON, DC__BUILDING__HCHB__ROOM__3579
Document” |A1TACHI\‘ENT DOCUMENT++123
User Fields* || w
Global User Fields™ |
[ Add Information [ Commodity Comment / Picture / Attachment | [ Re-Reguest




2. Double-click in the “Hard Disk Status” field.

JTES RELATED TO ASSET STATE - saue2010

Common Mame |

Persanal Organization Code |
Line Office |

Document Received Date
yport Control Class. Mo.

o Capitalized Asset r

N

REMOVED

A I | 3

4. Click “OK”.
5. Hit SAVE



Step 5: Save Changes

1. Make sure the HCHB/BEA Internal Screening Information appears
in the “User Fields” and “Global User Fields” fields.

2. Hit SAVE . /
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Inventory Assets
Barcade Type Type Barcode # Released? ’Y_
Barcode # |c|:mgu1771354 l_ Existing infrest asset | |

Unigue MName | /

Default Location® |

Catalog Identifier™ (12062299 [ Commodity Ass Parents [o  Childen 0 CRA [
Manufacturer [DELL INC. [ Material Madel Number |OPTIPLEX 780
Description |COMPUTER, DESKTOP Madel Narme |OPTIPLEX 780
Serial Mumber |DBBD|_N1 Drawing Mo, |

Initial Event |F‘URCHASE User Fields™ |

Asset Value™ | $1,090.60 Acquisition Date |09/20/2010 Responsihility Date
Agset Condition |1 NEW OR UNUSED Effective Date |09/30/2013 Expected Return Date

Utilization Code ||N SERVICE

Flags™ |SB O Activity Type |AGENCY OWNED

Bureau or Region |OS / Froperty Accountahility Office |510ASA
Cust Area |51OASAF’F’MD Accepted? IY_ Frop Custadian |COLLINS DAVYD CPPDXC
Contact ID [CPPDXC Last Nfine* [COLLINS First [DAVYD Mid [
User |MWOOD LasyMame™ |WOOD First |IVIAGGIE Mid ’_

Location™ |WASHINGTON, DC_BUILDINC%HCHB_ROOM_EBM

Document® |PURCHASE ORDER++AA-CIOFWC-0-10-01817

User Fields* |

| Global User Fields™ |

[ Add’ Information | [ Commodity [ Comment / Picture / Attachment | [ Re-Reguest |

NOTE: Once the 15 day HCHB/BEA Internal Screening Process is
complete, the asset will automatically be sent to Moving Services to
schedule a pick-up.

For personal property pending excess in this internal screening process
and available for reutilization, please visit the Asset Screening page:

https://sflwrdoc.eas.commerce.gov/pls/snflwr ext ppmsprd/ext screen assets.
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