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Completing a STD-552

Prior to entering any property into the Surplus Property Report Disposition System,
the releasing agency must complete a STD-552 for each item. Please note that
Separate reports are required for each item or each lot of similar items.

How to Complete and STD-552:

A. Enter the department name, item name, color, a enue code (Fund)
on each tag. See Diagram below

B. DGS will enter the sale price on the tag.

. Secure the tag in a prominent location.
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Using the Surplus Property Report Disposition System

How to Log in to the System:

A.

G.

Open up Internet Explorer (IE) to access the Internet by double
clicking on the Internet Explorer Icon on your desktop

Enter www.dgs.state.pa.us in the address field:

Click the Government Surplus button on the DGS Home Page

. Click the State Surplus Property Program link on the Government

Surplus page.

. Click the State Surplus Online Disposition link on the State Surplus

Property Program page.

Enter your network id, password, and CWOPA as the domain in the
grey Login box that will pop up. If the box has 2 lines, enter the
domain and network id information in the first line(for example:
cwopalrsmith) and your password in the second line. If the box has
3 lines enter your network id.in the first line, your password in the
second line, and CWOPA in the third line (the domain line).

After login, you will be forwarded to the first page of the State
Surplus Online Disposition.

ST
File Edit Wiew Favortes Tools  Help |
dpack ~ = - &4 | Busearch (GgFavorkes media | BN S =1 - 5]

Address [&) http: /funw. das.state.pa. usfsurp_propjcwpfview. asp?a=3aq=120977 | e | < |

Depending on the quantity and/or location of the items, they may be offered for =]
sale to the general public at an on-site auction. Heawvy equipment and off-road

equipment are offered to municipalities first, before being offered to the general

public. &gain, this recycling of your tax dollars enables you to realize the

maximum benefit of all state—owned eguipment and supplies.

Large lots of recyclables are offered to recycling contractors via sealed bid on

an annual contract basis, and specialty items may be offered via sealed bid to

the general public.

inpormation, Fie e S 1]

State Surplus Di:

State Surplus Pr ? Please type your user name and password.
Municipal Bid Sal

Recycling Contre Site: gssvdevstate state.pa.us
Sealed Bid Sale r

Program Regulsti User Name 157

Agencies not urm Passwon " I kkkkkkkkk

State Surplus Or

5

Damain |Ewopa
If you have prok =]
review the Login ¥ Save this password in your password list

the Adobe POF f C
o wiew this doct Cancel

W 2E0DE ., COorT

State Suplus Cnline Disposition Login Instructions

@ Copyrigl ht 2000-2002, Commonweal lth of P& LI
[&] netpitia tate.pa.us/dgs/dgsoslogin, asp ] [ [ [@ mternet
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Entering Iltem(s) into the System

System Functions:
A. Create a New Report
B. Search for a Report or Available Surplus Items
C. Modify your profile

D. Request your verification as a Property Control Officer

——— —— —— ———— ——— — ]
@apwzf mind of ?mmaf Sovioes

‘Home|5urplus '| Search " User Functions '|Item Updates '| Reports |Administration '|

Welcome to the Department of General Services Online Property Disposition System

Create Repo

roperty Disposition
Request: A

Create a new Property Disposition Report.

Enter search parameters and browse results. Find items and check the status of

Search For tems or
gp Property Disposition Reports.

| Report Direct: Enter the Property Disposition Report number and go directly to it.

Enter an item's STD332 Tag and go directly to it.

| Ttem Direct:

Wodify default profile: E %nge your user details. (Email Address, Default Agency, Phane Number, Fax)

pefEncy PCO Request:

D

For Agency PCOs not identified as such by the system. Fill in this form and your
equest will be submitted to DGS for verification.

Create a New Report

A. From the main menu, click on “Property Disposition Report”

5
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B. Your agency will automatically populate the Releasing Agency field.
If it doesn't, click on the drop down menu and pick your agency

C. Select the action you are requesting from the drop down menu:
Trade-in, Fair Market Exchange or Surplus

e Trade-in — complete the Surplus Disposition Report and submit to
DGS State surplus along with appropriate purchase documents

e Fair Market Exchange — prior to completing the online form, obtain
the agreed upon price from the receiving agency. Complete the
Surplus Disposition Report indicating the receiving agency and the
agreed price

e Surplus — complete the form for validation of disposition: scrap,
recycle, or no cost exchange. The selection of surplus will place your
items on the intranet site for advertisement

D. Enter Iltem Purchase Fund information

E. Enter the date acquired, if known

A ra Department of General Services Property Disposition Report - Microsoft Internet Explorer

Fle Edit View Favortes Toos Help

2 d @ _;. /-‘Search ‘V“ Favorites @Madia €‘ﬁ - 7,‘,. * E ‘8 ﬁ VI% Q i‘s

Address @ Documents and Settings|Brett Daniels{My Documents'Projects|DGS sceens\PA Department of General Services Property Disposition Report.him (% | Go

Welcome to the Department of General Services Online Property Disposition System

gperfT Disposition Report Number New'

" & Releasing o e A SERVICES

gency

Cost

r Dept. No. Org. No. Function Fund

e, gNumber(s) D “ (5 Item Type I i @ Quantity |
* o STD- Date
552 @ Model 10y Serial Tagged
Tag Number  QTY (s Manufacturer No. No. au Color  (mm'ddyvvy) Picture
] (Browse.. ]

F. Select the item type of property to be surplus from the drop down
menu

e If the item type is not found on the drop down menu, select
“Other.” Advance to box #17 where you can enter a complete
description of the item

6
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¢ Note: Depending on the item selected you will be required to
validate that files and information has been removed

G. The guantity of items to be surplus will automatically populate as you
perform step H

H. Enter the STD-552 numbers

e Complete reports for like items only

e Enter the following information, if kn
model, serial number, color, date

nufacturer,

I. (Optional) Enter a picture of the It
button and navigating to the directo
Item(s)

hat contains the picture of the

2 PA Department of General Services Property Disposition Report - Microsoft Internet Explorer

File Edit Yiew Favorites Tools Help

) Bk “¥) iﬂ g ;\| /._.3 Search ‘i\?Favorltes @Med\a {2} -" _,'. 5 7J‘ E| ‘3 ﬁ é% (.D “5

Address I@ Documents and Settings\Brett Daniels|My Documents'Projects|DGS\sceens'PA Department of General Services Property Disposition Report. htm Vi B G0 | Links ™ | Norton Antivi
o O PCCTAr T T FICrCd
& N N : i yyvy
Plahhse Dept. No. IOrg. No. Function Fund Revenue Code mm/'ddyvvy
Fund | I I I | I | B
* o STD- Date
552 & Moadel aoy Serial Tagged
TagNumber QTY @ Manufacturer No. No. ap Color  (mm/dd'vyvy) Picture
\ I || I I I I | |[(Browse.. ]

* 12 Item(s) Considered * 13 Is Item a Fixed Asset Valued at 114 Original Acquisition Cost

Anfique? 525,000 or More?
OYes ONo O Yes O No 1rves, submit paper copy of ihe Praperty Dispasition Repart with | |

FAAS Document

J. If the item is considered an antique, indicate by clicking the Yes or
No radio button

K. If the item is a Fixed Asset Valued at $25,000 or greater, click the
“Yes” radio button
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e If you click the “Yes” radio button, you must submit a paper
copy of the FAAS document to State Surplus and enter FAAS
Control numbers in box #17
L. Enter the Original Acquisition Cost

M. Click on the radio button that best describes the “Condition of the
Property”

N. Click on the radio button that best describes the reason for the item
being surplus

O. Enter the current location of the items

Q. Enter the “Deadline for the Re
in mm/dd/yy

the location

#3) Is Ttem a Foeed Asset Valued
525,000 or More? K

0O Yes (O No 1f ves, submit paper copy of ihg

f12) Item(s) Considered
Antique?
O Yes ONo J

114 Original Acquisition Cost

L[]

f O Serviceable O Used - Good Condition ' O Non-Serviceable O Cannibalized

O New M (OUsed - Fair Condition § O Parts No Longer Available O Scrap
X Minor Repairs O Used - Poor Conditig O Cost of Repairs Exceeds
Mepjgcement Price

Foperty Disposition Repart with

(17 Other Descriptive Data (Weight, Capacity, Dimensions)

' P
a5 Location of Itemis) 8 Deadline f_iate for inspection of item(s
Room No. Building * u | mm'dd vy
‘ | ‘ | o] zadline fpr removal of item(s
* Address 7| mayedyyyy 1
\ |
! |
* City = State * Zip
Harisburg |lea | [7o3 |

R. Your personal data will automatically populate in the Releasing
Agency contact information fields. You can click on the drop down
menu and select another individual to be the contact person

S. If the Item(s) are marked for “Fair Market Exchange” (see box #2/
step C)
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Click on the drop down menu and select the name of the
person from the receiving agency. The contact information
will drop down list is pre-populated with all registered site
visitors

Once you select the name from the drop down menu, the
contact information populates in the fields below

Note: Some items will require acknowledgement of removal of
files and/or data such as file cabinets, computers and desks

T. Enter the “Negotiated Price” of the Fair Market or No Cost Exchange

U. After the above steps have been completed

Click on the “Submit” button. Once you select the “submit”
button, your Agency PCO will receive an email notifying them
to review and either approve or reject the report

The Originator will also receive an email notification verifying
that the submission of the report to the PCO did occur

Reset will delete ALL of the information entered for this
Item(s)

* Address

* City = State * Zip
Harrisburg PA 17103
* 1 Releasing agency contact person R
Lname-user, Fname-state %
First Name Last Name 22; Telephone No. Fax No. E-mail address

cerving agency conta on

S hd

- - - 24 Fair Market N st Excha

Firg e Last Name T_EIEpthE Fax No. E-mail address - Pu"r Ivk?‘.t o Cost Exchange
No Negotiated Price

General Co S

Submit to Agency PCO Reset

V. If you wish to submit another report, click on “Home” menu located at
the top of the page and the repeat the process

W. NOTE: Agency PCOs with items listed and not claimed within the 10
days will receive an email with a disposition notice from DGS State
Surplus.
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Search the Online Site for Surplus Property

The Search Function allows you to search by report number, tag number or by
other search parameters. If you know your report or tag number, enter the
information in the field and click on the “Report Direct” or “Item Direct.” This will

take you directly to that information.

General Searching:

A. If you do not know a report or tag number or if you want to view
items available for disposition, you can do one of the following:
e Click on “Search for Items or Reports.” Located on the left

side of the screen.
e Click on “Search” drop down menu at the top of the screen

and then click on one (1) of the three (3) options.

-—
‘E’:;’umf mend. of ?mmaf Sorviees

|Home| Surplu5{'| Search '|I\_)fer Functions '|Item Updates '| Reports |Administration '|

A

Welcome &g, the Depdrtment of General Services Online Property Disposition System

Create Report
Froperty Dispasition Create a new Property Disposition Report.
Request:

earch

A

ter search parameters and browse results. Find items and check the status of
Froperty Disposition Reports.
Enter the Property Disposition Report number and go directly to it.

Search For tems or
ports:

| Report Direct:

| ttem Direct: Enter an item's STD552 Tag and go directly to it.

User Functions
Modify default profile: Change your user details. (Email Address, Default Agency, Phone Number, Fax)

Agency PCO Request: For Agency PCOs not identified as such by the system. Fill in this form and your
request will be submitted to DGS for verification.

B. Enter the parameters for your search.

e You can also search by Property Disposition Number, STD
552 Tag number, Requested Action, Type, Antique or
Keyword.

10
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e Disposed (Unchecked by default) allows a PCO to view items
taken by other agencies

C. Click the Search Button to retrieve item(s) that meet your parameters

@ofmﬁmmf of ?mcwf Sewvices

|Home‘5urplu5 ~| Search ~|User Functions '|Item Updates '| Reports |Admir|istratim| "

Welcome to the Department of General Services Online Property Disposition System

-

Property Disposition Report Number(s)

233, 48855)

Requested Action | Any

Item Type .Any

Antiques? | Any %

Keyword(s)
(s=parate by commas)

Viewing the search results:

o] |

condition

Serviceable

Newve

Miner Repairs

Used - Good Condition
Used - Fair Condition

Used - Poor Cendition

A. To view the entire disposition form click on the Form #. This
provides detailed information on DGS disposition status

Form #

= T R N
p =

To request an item, click on the tag number of item desired. A copy
of the Disposition Report will open. Select “Request Item” if you
would like to receive this property. If any other agency has requested
the property, their information will be listed. No property will be
exchanged without the approval of your agency PCO.

Search Results
Links will open a new window.

Item Type

Requesting an Item:

Filing Cabinet 4 Drawer Legal

2222238 Refrigerator

555556 Filing Cabinet 4 Drawer Legal
123452

44444 Chair, Metal

Location

Dgs/Harrisburg
DGS/ Harrisburg
DGS/ Harrisburg
Filing Cabinet 5 Drawert Letter GODSPEED/ Harrisburg

office/Harrisburg

north

kb

Antique?

Condition

Used - Fair Condition
Used - Poor Condition  Surplus
Used - Fair Condition
Used - Fair Condition

Used - Good Condition  Surplus

Action Requested Form Stat

Surplus Approved
Approved
Surplus Approved
Surplus Approved
Approved

A. Once you select “Request Item” an email notification will be
generated to the requester and your PCO informing them of the
property request. The PCO must approve the request for the process
to continue. You will be notified in an email of the approvers

decision

If the Item is approved, an email notification is generated to Surplus
Agency PCO informing them of the disposition

11
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Modify Your Profile

If any of your personal information changes, you can modify your profile within the
system.

Changing Profile Information

D. Select “Modify Default Profile” from the mai

*Replace Image*

2 PA Department of General Services Online Property Disposition - Microsoft Internet Explorer

JF\\E Edit  Wiew Favorites  Tools  Help ‘

| ek - =2 - D ot | @search GelFavorkes (Bistory | B Sh -

| aceress [ http: o dgsapp. state.ps.usfimsginepafdisposiionjdgsost ogin,asp =] @en |[unks

[ |

Welcome to the Department of General Services Online Property Disposition System

Create Report

Property Disposition Request:  Create a new Property Disposition Report.

Search

Search For Items or Reparts:  Enter search parmeters and browse results, Find items and check the status of Property
Disposition Reports,

Report Direct; Enter the Property Disposition Report number and go directly o it

Itern Direct: Enter an iter's STD352 Tag and go directly to it

User Functions
Modify default profile: Change your user details, (Email sddress, Default Agency, Phone Murmber, Fax)

Agency PCO Request: For Agency PCOs not identified as such by the systemn. Fill in this form and your request will
be submited to DGS for verification,

Click to go back to the General Services Home Page

&1 [ [ [ mkernet
stort| | 1] & (@ || Ervaiing el doc -t | Dlinbox - Microsoft cutiosk|[£1pA Department of en.. [REE®  amsen

Enter your user inf’mation and click on “Save.” *Replace*

12
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-0soft Internet Explores —|=] x|

JF\\a Edit Wiew Favorites Tools Help

| wpack - = - @ [ A Qoeach [GaFavorites (st | By S ] - 2]
Jnddrass I@ http:/fwiwm, dasapp skate.pa.usfimaginepa/ dispositionfdgsoslogin, asp j PGD |JLmks =
Bl

7) - PENNSYLVANIA DEPARTMENT OF

’/:5 GENERAL SERVICES

DSF ID: |mseninu

Last Mame: |Semnn

First Mame: IMlke

Email Address: Imseninu@state pa.us

Phaone Nurmber: |7050083
Fax Mumber: [783B681

Agency: |Depanment of General Services j

Save User Details

Return to Online Property Disposition main page
Click to go back to the General Services Home Page

El
[&] bone [ [ mkemet
#fjstart H I & | EYrraining Manua\.doc-Mi‘..l [l inbox - Microsoft outlack || htep:/ swew.dasapp.s.. ‘Qm(ﬂ%cﬂ 4:01 P

Request to be a Primary/Secondary

No Agency PCO or Alternate will b i ritten acknowledgement to

DGS from the Agency Head, per Ad i i i 02-24 of August 26,
2002.

Request for a PCO

" from the main screen. *replace*

J File Edit %ew Favortes Tools  Help
| ¢pak - 5 - @D [H A QSearch GaFavortes (BHstory | By S

JAddrEss I@ http:/fwww, dasapp skate,pa,usfimaginepa/dispositionfdgsosLogin, asp j PGD |JLmks E

El

Welcome to the Department of General Services Online Property Disposition System

Create Report

Property Disposition Request:  Create a new Property Disposition Report.

Search

Search For Items or Reparts:  Enter search parmeters and browse results, Find items and check the status of Property
Dispasition Reports.

Report Direct; Enter the Property Disposition Report number and go directly o it.

Itern Direct: Enter an item's STDSS2 Tag and go directly to it

User Functions

Modify default profile: Change your user details, (Email Address, Default Agency, Phone Mumber, Fax)
Agency PCO Request: For sgency PCOs not identified as such by the systern. Fill in this form and your request will
be subrmited to DGS for verification,

Click to go back to the General Services Home Page

-

[ [ [4 meermet

| B raining Marwsaldoc - ... | [linkex - Microsaft Cutiock | [Z]PA Department of Gen... | QBTG ® 355

&
i#listart H o @

B. Enter your user information and click on “Submit Request.” *replace*

13
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PA Department of General Ser s Agency PCO Request rosoft Internet Explorer —[=] ]
| Fle Edit vew Favortes Tools Help ‘
| wpack - = - @ [ A Qoeach [GaFavorites (st | By S ] - 2]
Jnddrass I@ http:/fwwm.dgsapp state.pa.usfimaginepa/disposition AgencyPCORequest. asp j PGD |JLmks =
PENNSYLVANIA DEPARTMENT OF
GENERAL SERVICES
Request to be identified as the Primary or Secondary Agency PCO
Agency Type Agency PCO First Name Last Name
IDeparlment of General Services d IanavyAgeﬂw PCO ﬂ IMIkE ISeﬂmD
E-mail address Date Telephone Mo, Fax No.
[msetino@state.paus [ave2002 7050083 7336681
Submit Reguest
*rou will be notified via email address entered above when your request has been reviewed.,
Click to go hack to the General Services Home Page
]

[ [ mkemet

| By rraining Manual.doc - M., | [l inbox - Microsoft outlack |[£7Pa Department of Ge... ‘Qm(ﬂ%cﬂ 3:59 P

hstart ||

e
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Administrator Functions

Administrator Login Screen

Welcome to the Department of General Services Online Property Disposition System

Create Report

Property Disposition
Request:

Search

Search For Items or
Reports:

Report Direct:

I |Item Direct:

User Functions
Madify default profile:
Agency PCO Request:

Administration
Administration Pages:
Sale kems:
Inventory

Reports:

Receipt Processing

ntory page:

Create a new Property Disposition Report.

Enter search parameters and browse results. Find items and check the status of
Froperty Disposition Reports.

Enter the Property Disposition Report number and go directly to it.

Enter an item's STD552 Tag and go directly to it.

Change your user details. (Email Address, Default Agency, Phene Number, Fax)

For Agency PCOs not identified as such by the system. Fill in this form and your
request will be submitted to DGS for verification.

Area for State Surplus to Perform Administrative Tasks.

Area to update items that have been sold.

Entering / Receiving Surplus Item(s) inte State Surplus Locations:
Area to Query and Run Reports.

Area to Generate a Sales Receipt.

Loc” drop down menu to change the location of an item

Sug. List Price” to change the price of an item
e “Update” button to save the changes in status of the item

15
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90‘9me‘»1' of ?mwmf Services

|Home|5urpkus ~|Search ¥|User Functions '|Item Updates ‘| Reports | Administration '|

Welcome to the Department of General Services Online Property Disposition System

Form Item Type Tag Status NV Loc A Sug. List Price
B /
i Chair, Metal 321 Warehouse SF1 0.00 o
444 Warehouse SF1 = 30.00
8 Bookcase, Metal FIFTITT Warehouse |SF‘\ v| ‘BD.DD |

9 Chair straight back w/c arms 2121212 Warehouse |SF‘\ V| ‘4D.DD |

() ¢ )

Reports:
Viewing submitted reports:
A.
B. From the main menu, dentified in the email

into the “Report Direct” “Report Direct” to go to the
report.

16
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Create Report

Froperty Dispasition
Request:

Search

Search For Items or

| Ttem Direct:

User Functions

Administration

Sale tems:
Inventory
Reports:

Receipt Processing

Modify default profile:
Agency PCO Request:

Administration Pages:

Welcome to the Department of General Services Online Property Disposition System

Create @ news Property Disposition Report.

Enter search parameters and browse results. Find items and check the status of
Froperty Disposition Reports.

Enter the Property Disposition Report number and go directly to it.

Enter an item's STD352 Tag and go directly to it.

Change your user details. (Email Address, Default Agency, Phone Number, Fax)

For Agency PCOs not identified as such by the system. Fill in this form and your
request will be submitted to DGS for verification.

Area for State Surplus to Perform Administrative Tasks.

Area to update items that have been sold.

Entering / Receiving Surplus em(s) into State Surplus Locations:
Area to Query and Run Reports.

Area to Generate a Sales Receipt.

C. Review the form for Approval or Rejection

e An Agency PCO can modify any data on the Surplus
Disposition Report prior to approval or Rejection

D. Before approving or rejecting the report, the PCO must click in the
box “I the Agency PCO have read and accepted the above:”

e After you click the box, your personal data will automatically
populate the Agency PCO fields. The list contains only the
names of approved PCOs

17
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General Comments

(2s6) Initiating Agency Approval

Agency PCO Date mm/dd/yyyy Telephone No. Fax No. E-rnail address

Last DGS Action
Date

(i ddyyyy) Action By Action Disposition
3/25/2004 dgs pca Warehouse Deliver to Distribution Center
(27) Disposition
O Deliver to Distribution Center O Ha Agency View ) Haeld For Auction
O Approved Trade-In ) Fair Market Exchange (2 No Cost Exchange
O Limited Sale O Fixed Price Sale (O General Sale
O Recycle O Scrap @ Trash
P ..'ifﬁ‘{rﬁﬁé'f s (DnE: E:Ef dd/yyyy) Acten _ Wl acde
v 4/2/2004 __I;J_i_gpos_e_-d__ =

[ Update ] ’ Reject ] [ Reset ]

Report Approval:

A. Click-on the “Approve” button on the property disposition report.

e Upon your approval, DGS State Surplus will receive an emalil
notification of the approved report.

e The originator of the form will receive an email informing them
the report is approved by their PCO.

e Upon approval of the report by your agency PCO, the
information is posted to the DGS Online Property Disposition
System. The report will indicate that DGS has not yet
approved the form. Following DGS approval the items are
available for disposition for ten days.

e DGS State Surplus will change the disposition of the item.
This removes it from availability to other agencies. The first
PCO to submit an approval of the request receives the item

. If the items are not claimed while posted, DGS State Surplus will

finalize the disposition and that disposition instructions will be
emailed back to the Surplusing Agency PCO and originator.

18
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Report Rejection:
A. Click on the “Reject” button on the property disposition report.

e Upon your rejection of the report, the originator will receive an
email informing of the rejection.

e The form may then be edited and re-submitted.

Receipts Processing:

19



