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

 

2. Click "New Department Registration" 

 

http://72.3.181.211/oksps2dev/


3. Enter your agency/department number 

 

4. If your agency/department is already registered, you'll see this message with a contact 

person who can add you to your department users. 

 



5. Click "Cancel" 

 

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

Administrator. 

 



7. Click "Save" 

 

8. 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 staff." 

 



9. Click "Close" 

 

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

 



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

 

12. Read the password instructions and enter your password. 

 



13. Click "Save Password" 

 

14. Click "Go to Login" 

 



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

 

16. Click "Menu" 

 

 



17. Click "Departments" 

 

18. Click "Department Profile" 

 

 

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. 

 

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

 

 



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

 

22. Click "Save" 

 



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

 

 

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

checkbox. 

 



25. Click "Save" 

 

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. 

 



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

 

 

 

28. Fil out the fields and click "Save" 

 



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

 

 

 

 

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. 

 



31. Click "Users" 

 

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

 



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

 

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

 



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

checkbox. 

 

36. Click "Save" 

 



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. 

 

38. Click "Save" 

 



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

 

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. 

 



41. Click the Menu button 

 

42. Click "Departments" 

 



43. Click "Disposal Requests" 

 

44. Click New Disposal Request" 

 



45. Click the checkbox to certify that your signature is on file with OMES.  Users can still 

create disposal requests without having a signature on fie. 

 

46. Click "OK" 

 

  



 

47. Now you are ready to create your first Disposal Request.  Remember to check the Help 

files on each screen for guidance.  

 

 


