STANFORD UNIVERSITY

For use with non bar-coded property

Property Management Office

STANFORD UNIVERSITY PROPERTY MANAGEMENT OFFICE




SPARC Non Bar-coded Excess Request User Guide

& SPAET < Hurme - Winuows Intrenet Erplcers

@ o | B bt g stanford eduspar 1y T0RTERL -5 by | 3 | {28 Googe

o Fovorites 55 - § SPARC - Home % | Preperty Merw - Diposals F i F:l e

STANFORD | PrO ADMINISTRATION
UNIVERSITY RESO 2 C ER

Excess

<Available Actions

Stanford Property Administration
Resource Center

Log into the Stanford Property Administration Resource Center web site by simply typing SPARC into the
address bar of your Stanford network computer. If you have multiple authorities for the site, you will
find them listed in tabs on the right below the banner at the top of the screen.

If this is the first time you have ever logged onto this application, there will be a one-page instructional
introduction. Please read the information, it will provide you with some basic procedural rules.

Once you select the activity you desire (in this case, NC Excess is the only one) the available actions will
show in the navigation column on the right side of the screen.

To create a new excess request, click on the link “Create New Non-Cap Excess Request”
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If this is the first request you have made, the fields will all be blank. Subsequent times you log on, the
Contact Information and Collection Information fields will be populated with the same information as
the last request you created, and can be updated as desired.

Fields marked with an asterisk are required. The primary contact and backup contact names must be
different. The primary contact person will receive all email notifications (successful submission of
request, scheduled date when assigned, and completion, plus any additional notifications pertaining to
the request). The backup contact will receive only the notification of when the request is scheduled for
collection.

The PTA requested is for potential proceeds from the sale. Note: This account will not be billed for any
services. If a labor or PSSI charge is involved, the PTA you provide on those separate work orders will be
charged for services rendered by those organizations.
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For contact names, the SUNet ID is required, and each of these name fields is equipped with a lookup tool (the
magnifying glass on the right side of the name line) which will link to the StanfordWho directory. Type in the last
name of the person desired and click on the magnifying glass. The SUNet ID will be at the bottom of the directory
listing. (If there is more than one, select the first one listed.)

Once you enter the SUNet ID, click on AUTOFILL and the contact information will populate.

NOTE: If the person has marked their information in the directory as private view only, the autopopulate feature
will not work, please manually type in the information in that case, or copy/paste the data into the appropriate
fields. More information on this feature is available by clicking on the [?] next to the AUTOFILL operator.
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Next, enter the department and location from which the items are to be picked up. Department names are based on the
org code. As you enter each letter of an org code, a list will appear of departments that match the string being entered,

and will continue to narrow as each letter is entered.
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Once the department is entered correctly, enter the location. You must know the Quad-Building-Floor-Room of the
location as it appears in the iSpace inventory. This is necessary to provide consistency and avoid miscommunication
leading to delays. If you do not know the official designation of your location you can look it up on the Stanford
Basemap online, or contact PMO for assistance. https://basemap.stanford.edu/ pdf/basemaps/Quad-map.pdf

Please enter the earliest pickup date for which the items will be available. The application defaults to the following day,
but if for some reason you do not want the items collected until after a specific date, change that using the calendar
function.

Next, enter the PTA to which you would want any proceeds to be deposited. Currently, only sales exceeding $1,000 per
item generate proceeds for departments, but that may change in the future as enhancements are made for the system,
at which point a percentage of all proceeds may be allocated back to departments. It is recommended that you use a
departmental operating budget account as a default PTA.

If you have made arrangements with the Labor Shop or PSSI for the disposal or removal of your items, please enter the
PSSI customer funded request numbers or the ELS SR number in the appropriate field(s). Both entities require PMO
approval of this form before the work can be performed or the items accepted for disposal.

Revised 10/18/2013 Page 6


https://basemap.stanford.edu/_pdf/basemaps/Quad-map.pdf�

SPARC Non Bar-coded Excess Request User Guide

B G o " ¥ Tl -‘=s#m
@\ \.Iv B Wetpscfspare stambordedhaspan = 00 107608 531 SBT3 Crstebben ML = | ] e | X[ e =i
Fie Ede View Farbes Toch  Help P
- e
7 Faeeies - | B Dncess Property Collectio- 3 | {8 Preperty Mem - Dispeiat S [ v Pagew Safetyw Tookw e |
Excess Property Collechon Request i GJ
Exeess Request =
11 60 1o i st b e 10t s it e sesuered »
ex: 2
B35
Contact Information
1z
Primary Contact
o Harrm * s om Fomg Fhane* 885} T %
Backup Contact -
== e o PO = L
uto
Cellection Infermation

Cug Cote i Desartment

Add an Item

Gtp  Gabeyery Descrptin

@ Internet | Protected Mode: Off a- Rwx - B

Now you can start entering the items to be collected. Enter one line for each specific type of item (computers,
laptops, printers, faxes, chairs, spectrophotometers, etc). There is a maximum of 20 items per line, and a total of
100 items per request. Cables, cords, mice and keyboards can be placed in a box and listed as a single line item.

The more granularity you provide for description, the better. For example, manufacturer is helpful, or type of
chair, or size of table or bookcase — this helps us understand the time and labor required for the pickup, and helps
quickly identify the items at point of collection. While requests will not be rejected for lack of specifics, they may
be returned for adjustment if unlike items are mixed on one line.

Once you enter the quantity, please use the pull-down menu to select the appropriate category. Please note that
furniture, refrigerators and other chilling units follow a different pathway than other equipment and supplies, so
the two cannot be combined on a single request, and the application will prevent this.

Once you have entered the quantity, category and description, click ADD
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When you click ADD, a new section is created showing the items you have entered for the excess request. You
may now save the request for later completion, revoke the request (to cancel it altogether) continue to add
additional items, or if complete, click review prior to submit to continue with the submission of the request.
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Once you have added all the items for disposal on your request, review it for accuracy. You can change quantities
or categories, descriptions, or remove entire lines as needed. To remove a line, simply check the box to the left of
the line to be deleted, and click REMOVE SELECTED.

If the request is now complete and you wish to continue with the submission, click REVIEW PRIOR TO SUBMIT at
the bottom right.

NOTE: There is still one more step!
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You can now review the completed request to ensure all information is correct.

This is also where you can add notes for PMO — such as to call ahead to gain access to the room, provide more specific
location or other information necessary to ensure the collection takes place efficiently.

To make changes now, click on EDIT REQUEST. Once satisfied that you have completed the request as desired, click
SUBMIT. The request will now route to PMO for approval and scheduling, and you will see that you have made a
successful request:
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THE EXCESS LABEL

The final step for preparing your items for collection is to affix the Excess label to the items. Each item (or box of
miscellaneous small items) must have the label affixed to it, and the request number written in. Please use a black
marker to write in the Excess Request number

The labels are 2’ x 4’ and bright orange, designed to be visible to the collection crew at a glance when entering a
location. Please make sure they are facing forward.

The label is self-adhesive and easily removed, so as not to damage the surface of the items to which it is affixed. It
also identifies the item as Stanford Property — excess items are NOT available for students or staff to take.

Failure to label the excess items may result in the items being left behind. The request may be rescheduled, or it
may be terminated entirely by PMO. The volume of excess requests makes the labeling very important, please
ensure you have an adequate supply on hand prior to generating your requests.

Labels can be ordered from PMO free of charge using the Property Tags Order Form available online in Section 5.1
of the Property Management Manual.
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ADDITIONAL FEATURES

Saved Drafts and Pending Requests — The DASHBOARD
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If you have saved changes to a request but not yet submitted it, it will be saved on your dashboard under a section
for MY DRAFTS. To continue working on it, simply click on the request number, and it will open so you can
continue working on it.

Pending requests that have not yet been scheduled by PMO can still be retrieved and edited (add items, delete
items, contact info, etc) by clicking on the Edit link to the right of the request information. Once a request is
scheduled, this function disappears.

As you continue using the application, it will store your completed requests, and provide you with data on the total
number of requests created, items excessed, turnaround time between submission and collection, and even the
most frequent category of items you have excessed.

Any request can be viewed by clicking on the request number. There you can find information regarding when it
was scheduled or completed, or what items were involved.
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EMAIL NOTIFICATIONS

When you successfully submit a request, the Primary Contact will receive an email notification to that effect. (As a

result, you may want to either list yourself as the Primary Contact, or communicate with that person so they know what
you are doing)

i) il * wih ¢ TPATT: Txcess e 44 - Mestag - "
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Subject SPARC: Lotesi Request Submitted KR 044
Fxcess Request Submitted =
flequest ID B44
Status Submitted
Primary Contact  Stan Dunn
Email standunn@stenford.edy
Phone (658) 735-BE#1
Backup Contact Jonathan Harvey
Email harwviztenford.edu
Phone (658) 731-G5RR
Lecation 06-040 92, 122
Department  Property Management Office Operations
PaT-f 1334867 -100-AMADT
Earliest Ready for Plekup 411772018
QTY: CAT: DESC:
2 Computers and Perlpherals Laptop
3 Office Equipment printers
Elrst/Last Note {for full history, plesse log Lln):
DISCLATMER: PMO prowides this spplicatlon and communicatlon far Lnformatlonsl purpases only, Thls application does nat Incorparate any warranties, exprossed or Implied. Scheduled dates may
change at any time, Requests may be terminated at any time by PAO without warnlng. PMO Ls not Llable for any Leoss or damage suffered on behalf of client depsrtments through the use of this
applicatlon, Please plin accordlngly.
The email will list the request information, including request ID number, the contacts, location and items submitted for
collection. It will also include any notes you have added to the request.
Likewise, when PMO schedules the request for pickup, an email notification will be sent to both the Primary and Backup
Contacts indicating the date scheduled:
o2 e v P8 HE D S i i e
MeiTage o
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Reply Heoly forward | Deébete Mowve to ate  Other Dok » CMteponze folow Mk ot &nd to
Al - e Adionl ¥ Sended = Up* Undena of eied ™ ote
Frami rodot-bi ford s o of proa-nee-0L =3, Senk P V16010 L6 P
To harvistanford.edu; sdhervey@omad com
e ity bk plob it sbardord od
Subject FMO NCL Deme) SPARC, Liceid Raguedt Mkup had been Scheduled LR 46
Fxcess Request Plckup has been Scheduled =
feguest 1D 45
Status Scheduled

P
<

Date Scheduled A3/ a010
Scheduled 1 time

Primsry Contact  Jansthan Hirvey

Email harvigstanford.edy

Phone {658) 721-6588

Rackup Contact Jahnny Boy

Email fdherveygymelil.com

Phone 13345

Lecatlon @7-040 91, 126

Department Offlce of Resesrch Administration
PT-A 1238765 -2 -QRABA

Carliest Ready for Plckup AraTIIR10

3 Sclentiflic/Lab Equipment test

Flrst, Last Note (for full history, please log in):

DISCLAIMER: PMO provides this spplication and communicatlon for Lnformatlonsl purposes only. Thls spplication does mot Incorporate any warranties, espressed or implled. Scheduled dates may
change at any time, Requests may be terminated ot any time by PRO without warning, PMO 15 not liable for any loss o damage suffered on behalf of client departments through the use aof this
applicatlen. Please plan sccardlngly.

ORA Security List

Contact PMO immediately if there are significant conflicts with the date. We cannot provide exact times. Please ensure
that one or both of the contacts will be available, especially if there are access issues with the location.
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WORKGROUP MANAGER

This application may be made available to staff beyond the DPA. If you wish to have additional persons given access,
please contact your Property Service Representative (PSR) in the Property Management Office, and such access will be
granted. Access will be managed centrally through the Workgroup Manager, which is similar to the Authority Manager.

The Workgroup Manager will also be used for granting access to future applications developed and launched in the new
SPARC system. Only applications for which authority has been granted will appear on the dashboard for each user.
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