Registering a New Department and Logging In
1. Navigate to The new Surplus Property Website

Password Forgot Password?

{ ®

New Department Registration

2. Click "New Department Registration"

Email

[

Password Forgot Password?

[ ®

fm“\
New Department Rez?jiistration
D 4



http://72.3.181.211/oksps2dev/

3. Enter your agency/department number

D@ Department Name

New Department Contact Person

First Name Last Name

Email (User Name) Security Level

Administrator

4. Ifyour agency/department is already registered, you'll see this message with a contact
person who can add you to your department users.

Department Name

Test Agency

This Department Number is already registered.

John Smith =] john@smith.@

Try Again Cancel




5. Click "Cancel"

Department Name

Test Agency

This Department

John Smith %% john@smith.com
AT

Try Again ‘ ( CanceD

6. Otherwise, fill out the form. The first person to register for a department is assigned as
Administrator.

Department Name
096 Sample Agency
New Department Contact Person

First Name Last Name

Sam Smith

Email (User Name)

sam@smith.com

Save Cancel




7.

8.

Click "Save"

Sampie Agency

New Department Contact Person

First Name Last Name

Sam Smith

Email (User Name) Security Level

sam@smith.com Administrator

Cancel

The email containing a link to create a password has been forwarded to your email
account. If you do not get the email, please contact the Surplus Property staft."

You have been successfully registered.

The email containing password has b arded to your email account. If you do not get the email,
please contact the Surplus Property 5ta

Please login to the application, and fill Gutthe rest of your department profile along with the list of staff
members who will access the Surplus Property application.

Thank you.




9. C(lick "Close"

You have been successfully registered.

The email containing password has been forwarded to your email account. If you do not get the email,
please contact the Surplus Property staff.

Please login to the application, and fill out the rest of your department profile along with the list of staff
members who will access the Surplus Property application.

Thank you.

10. You will receive this email with a link to create your password.

p

ﬁ E ") O ’[‘ J, ¥  [SPS] - New User Account - Message (H... 2 search - (m]

File Message Help

s m E 6_) Reply @ E’J:I Junk Email E\L—I % ¥ 57 Mark Unread p D:ﬂ—)l) Q
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,(é . Delete Archive <) Reply Al EI‘II . All —> To Manager Move a F Follow Up ~ Editing = Immersive  Zoom
—> Forward Apps [ Team Email v B v v
Delete Respond Apps Quick Steps ~ Move Tags = Zoom

[SPS] - New User Account

<
° SPS <webdatadev@gmail.com> { € Reply ‘ © Reply Al ‘ =2 Korward ] @

To gordon@webdatacorporation.com; bobinsondhi@gmail.com; faisalmoidheen@gmail.com Fri 2/13/2026 9:52 AM

Dear Sam Smith,

You have been registered as a user for your Agency on the Surplus Property Office web site. The web site will be used
for management of Surplus Requests.

Your login information to the Surplus Property Office web site is:

User Name: sam@smith.com

Generate Password: http://72.3.181.211/0KSPS2Dev/ResetPassword.aspx?data=d14a7ede-91dd-49f5-
becc-6fdfdc5e7f0a

You may log in to the site at:

http://72.3.181.211/0KSPS2Dev/Login.aspx

Please keep your personal profile current by logging in and updating your information whenever it changes.

Regards,
SPS Team




11. Clicking the link will take you to this screen.

[II"<>,.21)
» Your new password must not be the same as your last 10
passwords.

New Password

h .

Repeat Password

( ®

12. Read the password instructions and enter your password.

Reset Password

Please enter your new password.

» Minimum password length is 8 characters and must include
at least 1 number, 1 uppercase alpha character, 1 lowercase
alpha character and 1 special character (!@#$%"&*()_-+={}
[IN"<>,.2/)

» Your new password must not be the same as your last 10
passwords.

N;y*?ass{vord
) ®

7
o
Repeat Password

( ®




13. Click "Save Password"

LI 5 <2,.41)
» Your new password must not be the same as your last 10
passwords.
New Password

. . @
Repeat Password

o eed @

Go to Login Bave Password

14. Click "Go to Login"

DO Y I 19 A I U G TS
at least 1 number, 1 uppercase alpha character, 1 lowercase
alpha character and 1 special character (!@#$%"&"()_-+={}
[\"<>,.2/)

» Your new password must not be the same as your last 10
passwords.

Thank you. Your password has been re-set. You may
now log into the system.

Save Password




15. Login with you username (email) and password.

EA O N

Please Login
Email
sam@smith.com

Password Forgot Password?

................ q @

New Department Registration

16. Click "Menu"

bk 4y -
WELCOME, SAM SMITH
"b‘ OKLAHOMA LOGGED IN AS ADMINISTRATORFOR F ® LogouT © HeLp
’ (‘ State Surplus SAMPLE AGENCY [
PN »

To Do List

C  TaskType & Date Module Task Details & Y

Total Records: 0

Refresh Print



17. Click "Departments”

b4
WELCOME, SAM SMITH
- ‘h OKLAHOMA LOGGED IN AS ADMINISTRATORFOR = locouT
v, g‘ State Surplus SAMPLE AGENCY
4 »

To Do LisT | 4 ToDoList

REfreSh -

18. Click "Department Profile"

ah 4y
WELCOME, SAM SMITH
>‘~‘ OKLAHOMA LOGGED IN AS ADMINISTRATORFOR OGOUT
a “ State Surplus SAMPLE AGENCY
PR~

To Do List ‘ To Do List

Task | .
© FAQs

Refresh
% CLose MeENu

19. Enter a short name for your agency/department. If yours is a main agency under the
state of Oklahoma, choose it from the drop-down list. If your agency is a sub-agency or
department in a agency, choose your parent agency (if it's already present in the drop-



down list). As more agencies register in the system, you can return to this screen and
make any necessary changes.

W WELCOME, SAM SMITH =
A L 4 OKLAHOMA LOGGED IN AS ADMINISTRATORFOR B OSoUT © Hewe
’ g‘ State Surplus SAMPLE AGENCY
4 N

DEPARTMENTS: DEPARTMENT PROFILE

DEPARTMENT Users
Notes: [ Approved: u
Dept# Department Name Short Name Parent Department (i)
096 Sample Agency SA State/of Oklahoina v
Addresses Add New
Phones Add New Distribution Accounts © Add New

20. To Add your agency addresses, Click "Add New"

P~ ) e I N N
DEPARTMENTS: DEPARTMENT PROFILE
DEPARTMENT UsERs
Notes: [ Approved: n
Dept# Department Name Short Name Parent Department [i]
096 Sample Agency SA State of Oklahoma v

Addresses ||Add New ‘

Phones Add New Distribution Accounts. © Add New



21. When entering your main agency address, click the "Main" checkbox.

Building Name Street Address
Agency Building 123 High Street

City State Zip

Oklahoma Gity oK 1111]

Save Cancel

22. Click "Save"

Building Name Street Address
Agency Building 123 High Street
City State Zip

Oklahoma City OK




23. When entering your agency phone number, Click "Add New"

Dept# Department Name Short Name Parent Department (i ]
096 Sample Agency SA State of Oklahoma v
Addresses ‘ Add New ’
Agency Building #100 , 123 High Street , Oklahoma City OK, 11111 S o
iy -
Phones ‘ Distribution Accounts © Add New
e

New Department €53 Cancel Delete Print

24. Enter the phone number with no spaces, select the phone type and check the "Main"
checkbox.

Phone Number 2 Phone Type V
4055555555 Dept. Main Phone




25. Click "Save"

Phone Number 2 Phone Type Main
4055655555 Dept. Main Phone v

Cancel

26. To add your agency’s Credit and Debit accounts, click "Add New". Credit accounts are
used for you to receive sales proceeds from Surplus sales (where appropriate). Debit
accounts are used if you purchase property from the Surplus department.

Dept# Department Name Short Name Parent Department (i}
096 Sample Agency SA State of Oklahoma v
Addresses Add New
Agency Building #100 , 123 High Street , Oklahoma City OK, 11111 P

o,
Phones ‘ Add New ’ Distribution Accounts € Add Ne ‘

(405) 555-5555 Dept. Main Phone S

New Department =3 Cancel Delete Print



27. Select the "Credit" option. (Your account structures may be different)

Type Account Org
Credit @
Function Project Program User Defined

Save Cancel

28. Fil out the fields and click "Save"

Type Account Org Fund
Credit v 1M 11111 1M1
Function Project Program User Defined

1111 1MM11M111111111 1111 11111111




29. Click "Add New" to repeat the process for a debit account.

Dept# Department Name Short Name Parent Department (i ]
096 Sample Agency SA State of Oklahoma v
Addresses Add New
Agency Building #100 , 123 High Street , Oklahoma City OK, 11111 P

Phones Add New Distribution Accounts

(405) 555-5555 Dept. Main Phone & o Credit 11111-11111-111111-11111-
111111111111111-11111-111111

Alt+S
New Department €23 Cancel Delete Print

30. You'll notice your account is not yet approved by the Surplus department, so you are
limited to filling out your agency profile and users until your account is approved.

WELCOME, SAM SMITH

ah 4y
>‘~‘ OKLAHOMA LOGGED IN AS ADMINISTRATORFOR ® locour | @©HEeLp
v ﬂ»‘ State Surplus
4 S

SAMPLE AGENCY

DEPARTMENTS: DEPARTMENT PROFILE

DEPARTMENT Users

Notes: [
Dept# Department Name Short Name Parent Department ‘
096 Sample Agency SA State of Oklahoma v
Addresses Add New
Agency Building #100 , 123 High Street , Oklahoma City OK, 11111 VS o
Phones Add New Distribution Accounts © Add New

73  (405) 555-5555 Dept. Main Phone &y Credit 11111-11111-111111-11111- » Mlw W2



31. Click "Users"

NV
WELCOME, SAM SMITH
"h OKLAHOMA LOGGED IN AS ADMINISTRATORFOR S ilmar © Help
v, (‘ State Surplus SAMPLE AGENCY
AP

DEPARTMENTS: DEPARTMENT PROFILE

DEPARTMENT
Notes: [ Approved:iu
Dept# Department Name Short Name Parent Department (i)
096 Sample Agency SA State of Oklahoma v
Addresses Add New
Agency Building #100 , 123 High Street , Oklahoma City OK, 11111 S o
Phones Add New Distribution Accounts € Add New
93 (405) 555-5555 Dept. Main Phone & Credit 11111-11111-111111-11111- 2 w12

32. Click the Pencil icon to edit your own user profile.

I\ T o TR T e
“ >t Surp‘us S W-_

DEPARTMENTS: DEPARTMENT PROFILE

DEPARTMENT Users
T
Sample Agency
Individual
A $ Name 3 : Security Level & Phone & ES
n Sam Smith Admin Administrator I~ @

Total Records: 1

Alt+N
New User



33. Check the box to confirm you have a signature on file with OMES.

Assign Existing User
Select:

Notes: [

First Name Last Name Job Title Security Level

Sam Smith Administrator

Email

sam@smith.com

Phones Add New Authorized to approve Disposal Requests

u Dept# 096 Sample Agency

Save Cancel

34. "Add New" to enter your main phone number.

Notes: [
First Name Last Name Job Title Security Level
Sam Smith Admin Administrator

Email Signature with OMES?

sam@smith.com

Phones : Authorized to approve Disposal Requests

u Dept# 096 Sample Agency

Cancel




35. Type the phone number with no spaces select the phone type and click the Main
checkbox.

PHONE

Phone Number 3 Phone Type

4055556666 Phone

Sam Admin
Email Signature with OMES?
sam@smith.com
Phones Add New Authorized to approve Disposal Requests

n Dept# 096 Sample Agency

36. Click "Save"

PHONE

Phone Number . Phone Type

4055556666 Phone

-
FIrst Name LasTNanw

Sam Admin

Email Signature with OMES?

sam@smith.com

Phones Add New Authorized to approve Disposal Requests

n Dept# 096 Sample Agency




37. Click the red X to authorize yourself to approve Disposal Requests. As you add users,
you, as the administrator, can assign this privilege to selected individuals.
Notes: [

First Name Last Name Job Title Security Level

Sam Smith Admin Administrator

Email Signature with OMES?

‘ sam@smith.com

Phones l Add New ' A ized to app isp q
(405) 555-6666 Phone S ept# 096 Sample Agency

Save

38. Click "Save"

Email Signature with OMES?
\ sam@smith.com
Phones Add New Authorized to approve Disposal Requests

(405) 555-6666 Phone I Dept# 096 Sample Agency




39. Add as many users as you need for your agency.

VEPAKIMENI USERS
Sample Agency
Individual
A S Name 3 Title ¢ Security Level & Phone 2 ES Y
Sam Smith Admin Administrator (405) 555-6666 = ’ m

Total Records: 1

Alt+N
-

40. When the Surplus department has approved your agency profile, the next time you log
in you will have access to the other menus items.

PLEASE LOGIN

Please Login
Email
sam@smith.com

Password Forgot Password?

................. @

New Department Registration



41. Click the Menu button

a

WELCOME, SAM SMITH
LOGGED IN AS ADMINISTRATORFOR
SAMPLE AGENCY

ah 4y
»‘ﬁ‘ OKLAHOMA

® L H
g‘ State Surplus oGout | @ HEeLP

v
4 >

To Do List
Disposal Requests
C  TaskType & Date + Module Task Details & Y
Total Records: 0
Refresh Print

42. Click "Departments”

WELCOME, SAM SMITH

ol
- £ OKLAHOMA LOGGED IN AS ADMINISTRATORFOR ® LogouT
a (‘ State Surplus SAMPLE AGENCY
4PN

To Do LisT | B ToDalList

Disposal Requests
& INVENTORY v

C  Task Type & Date & Module $
Refresh
© FAQs

sE MENU



43. Click "Disposal Requests”

v o gta‘t—e §{,w|;}'s' SAMPLE AGENCY e
DAL statesu

To Do List ¥ To Do LisT

Disposal Requests

DEPARTMENT PROFILE

DEPARTMENT INVENTORY
Refresh

INTERDEPARTMENT TRANSFER

DisrosAL REQUEST TRACKING

Pickups / DELIVERIES

& INVENTORY v

44. Click New Disposal Request"

Sample Agency #096 v Disposal Request Number v

pisposal Type Plckup Type st e ’ ‘

All v Al v Al v New Disposal Req

o

Total Records: 0

New Digposal Requestm Print




45. Click the checkbox to certify that your signature is on file with OMES
create disposal requests without having a signature on fie.

EQUIRED: By checking this box, you certify that your signature is on
file with OMES Central Purchasing as an employee of the agency
named herein and authorized to surplus items for the agency.

Agencies may not dispose of surplus property without prior approval of OMES.
It is the responsibility of the surplusing agency to:
(1) delete these items from its inventory and notify OMES Risk Management, if

applicable, for deletion from insurance coverage; and,
(2) maintain surplus records in accordance with 74 O.S. § 62.1 et. seq.

46. Click "OK"

REQUIRED: By checking this box, you certify that your signature is on
*= file with OMES Central Purchasing as an employee of the agency
named herein and authorized to surplus items for the agency.

Agencies may not dispose of surplus property without prior approval of OMES.
It is the responsibility of the surplusing agency to:

(1) delete these items from its inventory and notify OMES Risk Management, if
applicable, for deletion from insurance coverage; and,

(2) maintain surplus records in accordance with 74 O.S. § 62.1 et. seq.

. Users can still




47. Now you are ready to create your first Disposal Request. Remember to check the Help
files on each screen for guidance.

] [ All Bookmarks
.3‘“‘ OKLAHOMA
3.(‘ State Surplus
AP

DeparTMENTS: DisPosaL REGUESTS

WELCOME, SaM SMITH
LOGOED IN AS ADMINISTRATORFOR
SAMPLE AGENCY

=Menu | B locoutr | @Hewe

SEARCH Apo | Epim ResECTED ITEMS APPROVED ITEMS

Department Contact Ferson for this Disposal Request 'Wha will authorize this Disposal Request?

Sample Agency #0196 ~  5am Smith v o, B Seeat ~ N =
Dispesal hems Disposal Type OR# Date Status. [i]
Select v Tum nto Supls v Pending 02132026 ¥ .

'OMES Fleet Administrator OMES Surplus Administrator
RN~ v 82

ﬂ [E23) m+ property tstea neiow s surpius to te needs of this agency for he folowing reasants)

(MUST check all that apply):

No longer needed to perarm the duties of the agency
| Broken and cost ta repair is nat economical

| Cusciete ana not compangie wan newer equpment

Wil this Data-8 (I Ns () Yes

Are any items purchased with sponsored of federal funds, andior subject to (OSP) requirements? 1Mo () Yes

Was any fem used with hazardous material [ehemical, biological, of radicactive)?

Pickup Type Does this request Include items that require lsassembly or Plckup Instructions

2
8 o Office = removal from walls/ceilings? P

To ensure pickup by the OSU Surplus, please list all items for disposal,

Import e - Add New ltem

Room  lem oty Tag# Seriale Model Manutacturer
Total Reconds: 0
Save. 2 Cancel Delete Print
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