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Logging In

Logging in to the new AIR Asset Disposal Report will require an IDIR ID for ministry clients and a BCelD for all Broader Public Sector
Clients. Go to https://assetdisposal.gov.bc.ca/

Logon
» Contact Us

BCZID » How to get 2 BCeID

assetdisposal.gov.be.ca requires you to logon. IDIR Users will
select this option

Business, Personal or Basic
BCelD User

BCeID: [ |

Password: I

Broader Public
Sector Clients will
log in using BCelD

Access to or unauthorized use of data on this computer system by any person other than the
authorized employee(s) or omner(s) of an account is strictly prohibited and may result in legal
action against such person.

BPS Customers can acquire a BCelD here: www.bceid.ca


https://assetdisposal.gov.bc.ca/
https://www.bceid.ca/
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Logging In

Once you have logged in, you will be presented with the first “Prepare ADR” screen.

Customer Number is

@ 5, | Asset Disposal QR opec in the top

i) (2 ® a o

Iagaare ADR My Apgrirenh Custvers § 1937 Stz by Crosduamen

Prepare ADR

\

Click the “Switch
Customer” icon and

Onginator Contact Information

Current Custamer: 1917 select the customer

Hrst Name y
Company/Organtzation: for whom you are
OFC OF THE ASST DEPUTY MINISTER S .

Last Narme: declaring surplus
Address:
1001 DOUGLAS ST 7TH LR
w;,10"?,'\',l,:_-‘ ik Telephone:  (250) 387-6366 s assets. j
vew 20s

Emall

The default customer
information will be
displayed on the left.
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®
The Switch Customer button will choose a customer
open up a popup box that will
display all of the customers you
are responsible for, simply Mote: Changing the active customer will reset the form being created
select the correct customer and © and update the draft and submitted form lists. Be sure to save the
click “Submit” current form as a draft if necessary.

) ((Address not available))
@ 1937 (Current customer, 1001 DOUGLAS ST 7TH FLR)
) 6483 (800-4720 KINGSWAY)

0 38679 (742 VANALMAN AVE)
You can set the \
account to be the J [ set as default customer

default account.

[ Submit ] [ Cancel
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Preparing an Asset Disposal Report

Once you are satisfied that you are using the correct customer number, enter your details in the “Originator Contact Information”
fields, and then click “Next”.

Help | ContactUs | Logout

SIS | Asset Disposal

D ) a

Prepare ADR My Approvals Customer # 1937

Prepare ADR

First Name, Last
Name, Telephone
number and Email
are required fields

Originator Contact Information
Current Customer: 1937

First Name: [Joe
Company/Organization: -

OFC OF THE ASST DEPUTY MINISTER i
Last Name: |Test
Address:
1001 DOUGLAS ST 7TH FLR
VICTORIA,BC Telephone:  |(250) 387-6366
V8W 2C5

Email: {j@est@testcom

[¥] Save as Draft Web Form ID: T20141007133236397 Last Saved: Never
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The “Originator Information “ page contains important information about the Owner of the assets, the location of the assets, and
whether or not they will be shipped to AIR for disposal

cormeia | Asset Disposal

(2 ©

My ADRs

Prepare ADR

2. Select the check box if the assets t Coding
are coming AIR for disposal

@ Victoria () Surrey (7)
Prince Gsorgs

lease select disposal method:

Assets are coming to AIR facility

D Client to Arrange Shipping lns=tructions

2 IR o Arrasge Enter specific shipping
Instructions here

3. Select the radio button, dependant
on whether you will arrange shipping to
AIR, or if you will contact AIR to have
them take care of the shipping details

1. Select disposal
Method from the
drop-down menu

Forfeiture
Demolition

Custodian Contact Information

Current Customer: 1937
[l Same as Originator
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Once you have determined the shipping
requirements, you will need to fill in the
“Custodian Contact Information” form.

If you are the custodian, as well as the
Originator, click on the “Same as Originator”
check box. The fields will populate and you
can click “Next”

TIP: If you select, the check box, then un-
select the check box, the information in the
form becomes editable. This is handy when
the custodian has similar information to the
originator and only a few fields will need to be
modified.

If the custodian information is completely
different than the originator, fill out the
required fields, then click next.

V| Assets are coming to AIR faolity

Please selact disposal method: ¢ Victona Surrey Prince George

Chant to Arrange
Surplus Assets

|
wl

@' AR to Arrange October 1lth

! Custodaan Contact Information
Select s check box o

e\ populate af of the fiekds in fhis
section of the form Unchack it, 7] Same 3% Originator
and the fields become 4
editable
Farat Name:
Addres A o
1001 DGOGLAS ST 7TH LR
YICIOMAG Last Name:
VaW 205
Originator: Joo Test Talaphone: R0 3 7EA0E
Tek: (250) 387-6366
Emall: testatest tost o
Emaid tasTnitast tost
Address: {1001 DOUGLAS
Address 2!
City: VICTOR
Province: Britsh

Postal/Zipcode: VEW 2C5

Flease pick up cn Thursday,

STITHFLR
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Declaring Surplus Assets

Help | ContactUs | Logout

SR | Asset Disposal

® a2 @)

From the Asset List field, Customer #1937 Switch Customer
click the dropdown menu
and select the asset type
from the list.

Prepare ADR

This list is based on the

drop down selection on the At S and Dt L
DFEViOUS screen, whether Please Select an Asset Type: Fumiture/EquipmentE] =
you selected Surplus Vehicle
Assets, Forfeiture, or :;rurniture/Euiment 1. Select your surplus
Demolition. Seneral asi?ﬁ,?ﬁ;ﬁ?ﬁ‘;f”e
+ Add an Asset

2. Click the
Add button

Once you have selected the Add
Asset Type, click the “Add”

button. This will open a

pop_up menu. Change to add a spreadsheet..

— There are no assets in this ADR

[M Save as Draft Web Form ID: T20141007151720977 Last Saved: Never
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Add an Asset

[

Household

1. Select from the menu

3

BOOKCASE - OFFICE .
CHAIR - OFFICE
CREDENZA - OFFICE
DESK - OFFICE
FILE CABINET - 2 DR
LAMP - OFEICE 2. Select from the

OFFICE FURNITURE - MISC sSUD menu

1

MCCTTE Sl ITRRCRT RATC

You have selected:
Office » DESK - OFFICE

Commodity code auto-
populates, based on selection

Commodity Code: |9950000203

Quantity: 1 Enter Quantity

Client Asset |
Number:
(If applicable)

+ Upload File Attachment

No files selected.

Antiqgue Mahogany Desk, double pedestal, with
brushed nickel handles. In good condition.

3. Add a detailed
description

Save

Cancel

The Add and Asset form
contains all of the fields
required to declare an item
surplus.

First select an asset
category, then select the
asset type from the next
menu. The commaodity code
will be populated
automatically, based on your
choice.

Next, add the quantity of
items being declared and
finally, a detailed description
of the item.

The client Asset number is
an optional field that is used
in the event of an asset
having an internal 1D
number, useful in the case of
IT assets and vehicles.

To add pictures and
attachments, click the
“Browse button. You can
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navigate to the folder on your computer where %
you have saved your files and add them to the Add an Asset
ADR
= BOOKCASE - OFFICE 2
Household CHAIR - OFFICE \

m

CREDENZA - OFFICE
FILE CABINET - 2 DR =
LAMP - OFFICE

OFFICE FURNITURE - MISC

MECTIE CNLITDMERT  MTCH

You have selected:

Office > DESK - OFFICE

Commodity Code: 9950000203 | Antique Mahogany Desk, double pedestal, with
brushed nickel handles. In good condition.
Quantity: | | =
Client Asset |
Browse to any folder on your computer and Number:

i f applicabl
select files to attach to the ADR (If applicable)

Successful uploads are shown in a list at the sl Upload File Attachment
bottom of the form. No files selected.

File Name

Attach any photos, appraisals, and Click to add file
attachments, Pictures, PDF

documentation available for the asset. files. Documents. etcetera

antigue-partners-desk.jpg

1%

uploaded

Click “Save”

Lorem ipsum dolor sit amet.doc X uploaded

Save Cancel
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Help | ContactUs | Logout

s | Asset Disposall

i) [ ® 2 @)

Customer # 1937 Switch Customer

The asset is now shown in a list
along with any attachments.

Prepare ADR

There is an Edit and a Delete icon
to the left if you need to make any

Asset List and Details changes.

Please Select an Asset Type: Furniture/Equipment v b

To add more items, click the add
button again. When you are done,
Click to add more ] click “Next”

+ Add an Asset assels

Add

Options Commodity Code Category Client Asset Number Quantity Description Attachments

antigue-partners-
Antique Mahogany Desk, double
X 9950000203 DESK - OFFICE 1 pedestal, with brushed nickel

handles. In good condition. ‘L“[—’W—IML
sitam ocC

Used these icons
to edit or delete
your entry

[M Save as Draft Web Form ID: T20141008090117820 Last Saved: 2014-10-08 9:11:18 AM
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Entering in ACK Coding

A ol | Asset Disposal

Prepare ADR

After clicking the next button you will Arssiry chusis wil need

then enter in the ACK coding for your e iz .
department_ xcw( o u?."'.".'my MR Mol o
Address:
) . 1001 DOUGLAS ST TTHFLR o LR 0E? -

Then hit the next button to continue odurie o
your ADR and start entering in your gt
assets. T

e

Mepcr

[¥] Save as Draft Web Form 1D: T20141008050117820 Last Saved: Neyer



Electronic Asset Disposal Report

‘ BRITISH
COLUMBIA

Prepare ADR

Current Customern: 11600

Company Ovganization:
OV

QOMMEPUDLE. ENGACENSE

Address

e

1/ COVEENMVENT SI

VIC TORIA I
ot ds Ay

NI

Asset Disposal

Expense Authorty Information

FA Tormid
Lot bivwit

IA Notwes

2 Account Coding

Fivend Your

poycs shafgov be ca
pyce shef@gov be ca

Flease approve this
request by tOmOTITON

2015
067
32001
35000
6501

3200000

If you are not an expense authority
the system will automatically present
you with the Expense Authority
Information fields together with the
ACK Coding.

After an ADR is submitted to the EA,
the EA will receive an email with a
link to the ADR details page link. By
clicking the link, EA can log into
ADR details page, and approve or
reject the ADR. After ADR is
approved or rejected, the originator
will receive an automated
confirmation email.




Electronic Asset Disposal Report

Confirming ADR

Prepare ADR

2 Confem and Subtenit

¥ Ongnator Contact Informaton B Custodhan Contact information

First Name: los First Name:

Last Name: Tast Last Name: Teat

Company/ Organization: IONS ERANCH Company/Organization:

Address: Address:

2250 TRANS CANADA HWY W XAMLOOPS, BC iglas St 7th FLR VICTORIA, BC

Telephone: (250) 337-03008) Telephone: (250) 367-03060
Fax: Fax:
Emall: tastRiest.test Emall: testPtest tast
® ADR Infarmation Expense Authority/Account Coding
Disposal Method: Surplus Assats Fiscal Year: 2015
Assels are coming to AIR fadility: Victong Client/ Ministry: O
Chent To Arrange Responsibility:
Account Number: 15102
Shipping Instruction: STOoB:

Project

Then confirm all the
information is correct and

List of Assets hit the Submit button.
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Confirming ADR

ADR Detail

Wob Form TD: T20141528122010073 Customer #: 1759

Status: Submtted
Comments:

¥ Ongnaror Contacet Enformation ® Custodian Contact Information
After hitting the submit button a confirmation of PR —"1- First Name: Joe
. . . . o Last Name: Test
the ADR will be presented and it will show that it Company /Organization:CORRECTIONS BRANCH
has now been completed. The ADR number is Address: Mdresss
. 2250 TRANS CANADA HWY W KAMLOOPS, BC ‘"?‘l‘ UG LT FLR VIS TORIA, BC
located in the top left corner. vac sMB e
Talaphone: 387- 6366 Telephone: {250) 387-63000
Emall: tosttest. tes - Email; testDlost test

® ADR Informabon 8 Account Cedng
Disposal Method: Surplus Assets Fisca) Year: 2015
ASSELs are coming 1o AIR facility: Vi tona Cliant / Ministry: 057
Client To Arrange Responsibility: 22901
Account Nomber: 15102
Shipping Instruction: STOB: 6501
Project: 1200000

List of Assets

[ Agprovsl Simtus_ Agprowed and subimitted 10 A3 on Nov 28, 2014 12 4030 PA |




