HOW TO UPDATE YOUR PROPERTY MAINTENANCE

1) Sign into your Biznet Account

2) Click Working For the State

3) Click Federal Surplus (9™ row down)

4) Click on the binoculars on your Organization Name to open your Application

FedSurplus Home
Federal Surplus Organizations
Page Help
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@ P |Tanes Public Education Test |App1'c\'ed

5) On the left hand side, click on Review Requests to open your request page
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Federal Surplus Organization Application
FedSurplus Application
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6) This request page will show your list of property requests. Click on the property request you are
updating.
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HOW TO UPDATE YOUR PROPERTY MAINTENANCE

7) On the Federal Surplus Property Request page, scroll to the Inventory Maintenance section. You
will complete the following fields:

e Quantity Received

e Date Received (date you picked up the property item)
e Quantity in Use

e Date of First Use

e Comments:

0 condition of property when picked up
O intended use

8) Once filled out, scroll to the bottom of the page and click Save Result.

Inventory Maintenance
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Save Result |
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NOTE: If you are no longer using the property, send an email to DAS.State.Surplus@ct.gov for next
steps.
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