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How to Transfer Items to Surplus

hoose item(s) to
kurplus and ope

Property Inventor

Select the Campus

Surplus and info will
auto-populate. Save.

Choose
Inventory>Surplus
Pickup

Choose your

Choose

Choose your
Campus Surplus.

Inventory>Surplus
Pickup

Campus Surplus and
your Orgn.

Initiate a Stars work
order to cleanse the

device(s). Record |«
Stars number and
Save request.

Indicate “IT Services
Needed.”

Select all items, or
choose by date or
filter.

Do any of the
items store
any type of

data?

A

Complete request by
entering “Surplus

V

Approved” sticker
number.

HINT: For older,
unnumbered
“Surplus
Approved”
Stickers, use
“Legacy” as the
number.

List non-inventoried
items.

Orgn is unnecessary.

Initiate Pickup Request

Enter building and

Add any other
documentation and
check the

certification box.

What Happens Next?
The appropriate campus surplus receives notification and contacts you to schedule a

pickup. Please keep in mind, each campus surplus still has limitations on space and will

work with you to dispose of items from their current location if necessary.

room number.

Hint: If items are
in multiple
rooms, use the
room number of
someone with
access and
knowledge of the
items.

HINT: The
building and room
number fields are
searchable. Type in

name, address, or room
number and the
selection will filter based
on the information
provided.



https://www.fiscal.ttuhsc.edu/propinv/Report/Dashboard

