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About GSAXcess®/AAMS

What is GSAXcess®/AAMS?

The Federal Disposal System (GSAXcess®) is the General Services Administration (GSA) computer system for
recording, tracking and controlling the nationwide inventory of excess and surplus property of the Federal
government. The Agency Asset Management System (AAMS) is a module contained within GSAXcess®.
AAMS provides automated data systems support for your Agency’s nation-wide personal property needs.
AAMS primary goals are to simplify and improve internal screening. We have achieved this by eliminating
duplicate data entry, reducing paperwork, increasing Federal agency reutilization and eliminating the need for
new VA personal property system development.

VA personnel can use GSAXcess®/ AAMS to report property for internal screening, excess screening and to
compete for internal/excess/surplus property. GSAXcess®/ AAMS tracks the progress of the property as it
moves from the internal screening process, redistribution and excess stage of disposal to the donation or surplus
stage. At the Internal Screening level, VA determines the length of time property will be screened and whether
or not the property being internally screened proceeds to the Federal excess and surplus cycle. AAMS provides
the necessary tools and automated transfer document to each respective VA activity to make informed,
intelligent determinations by reviewing requests for the property and allocating the property to qualified VA
entities, e.g., VA Headquarters/field offices, VA contractors or other programs.

GSA personnel control property as it moves through the normal Federal utilization and donation cycle.
GSAXcess® allows each of the respective GSA regional offices to make a final determination by reviewing
requests for the property and allocating the property to qualified Federal, State, or other organizations. After
allocation, GSAXcess® creates the appropriate transfer order documents required to complete transfer of the
property. GSAXcess® is designed as a real-time system with an on-line data base
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Who can use GSAXcess®/AAMS?

GSAXcess® AAMS is not provided to the general public.

GSAXcess® is available to three groups of users: Federal agencies, authorized non-Federal recipients, and State
Agencies for Surplus Property (SASP). Non-Federal recipients are activities which receive excess property
through a Federal sponsor but are themselves neither Federal agencies nor donees. Examples of sponsoring
organizations include the Department of Interior, Bureau of Indian Affairs; the US Department of Agriculture,
State Extension Service; the National Science Foundation; the Department of Labor, Employment/Training
Administration; and the Department of Justice, US Marshals Service or eligible recipients of Federal Property
e.g. 1890 Land Grant Schools, Historical Black Colleges and Universities. AAMS is exclusive to VA.

AAMS provides VA users the capability to screen VA personal property in real time. Under AAMS, VA
personnel and contractors can screen VA property before it proceeds into the normal (Federal) disposal cycle.
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How to Print and/or Download this Document

To Print a Section (recommended)

To print a section, simply click on the section name from the Table of Contents on the left side, and click the
browser print button.
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To Download the Entire Document

To download the entire document (208 pages, 7 MB in size), click here:
http://gsaxcess.gov/htm/userguides/AAMS VA Users guide.pdf.

Be advised that this file can take 5 minutes or longer to download, depending on the speed of your
computer.
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Hardware and Software Requirements

What do | need?

To run GSAXcess® you will need a computer, modem, and communications software. You will need Internet
service to communicate with GSAXcess®. If your subscription does not include a browser, then you should
also purchase browser software. Consult your Internet subscription company for further information.
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GSAXcess® Browser Trouble Shooting Guide?

Should a user have difficulty accessing GSAXcess®, it may be a browser problem. Listed below are
some troubleshooting questions and solutions:

Why Doesn't the GSAXcess® login screen open when clicking on the GSAXcess® login hyperlink?

This may be a browser memory problem. If the browser's cache memory and history files are not cleared, it can
prevent the GSAXcess® login screen from opening and can also generate problems and error messages.

Which browsers does GSAXcess® support?

This website supports Netscape Version 4.79 or higher and Microsoft Internet Explorer 5.5 or higher. Using
other browsers or an older version of Netscape or Internet Explorer may prevent web pages from functioning or
being displayed properly.

How does a user identify which browser and browser version is being used?
Step 1. On the "Help" menu, click on "Help About Communicator” or "Help About Internet Explorer.”
Step 2. A separate window will display browser type and browser version.

For Microsoft Internet Explorer and Netscape Navigator browsers' detailed information, view the
following:

o Netscape Navigator Browser's Frequently Asked Questions

« Microsoft Internet Explorer Browser's Frequently Asked Questions

If none of the above solutions work, call the Property Management Division of the GSA Federal Acquisition
Service at 703-605-2907 between the hours of 8:00 a.m. and 4:30 p.m. Eastern Time, Mondays through Fridays.

Agency Asset Management System 6
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Gaining Access

How do | gain access to GSAXcess®?

Logging into the GSAXcess® personal property disposal system requires a User ID and a Password to connect
users to the system. Requests for User IDs must be made in writing by letter or email to the appropriate
Veteran’s Affairs Property Management National Utilization Officer (NUO).

The application should provide the name, telephone number, User ID, Password and Activity Address Code for
each user. The User ID will be six characters while the personal Password determined by the applicant can be
up to eight characters long. (alphabetic, numeric, or a mix of alphabetic and numeric). The application should
also specify by user the level of access required. There are several levels of access:

Search only Search and freeze  Report Transfer

Users who report property to GSAXcess® AAMS who represent more than one Activity Address Code do not
need to have multiple User IDs. The GSAXcess® AAMS system allows users with more than one Activity
Address Code to change the code when necessary while reporting property. If you represent multiple Activity
Address Codes, choose the most active code as your default when you apply for permission to use the system.
This will become your default Activity Address Code which you may change as necessary.

Agency Asset Management System 7


http://www.gsa.gov/Portal/gsa/ep/contentView.do?programId=8669&channelId=-13014&ooid=10038&contentId=9727&pageTypeId=8211&contentType=GSA_BASIC&programPage=%2Fep%2Fprogram%2FgsaBasic.jsp&P=FBP

GSAXcess® GSAXcess-AAMS-User Guide-01.00

What is the GSAXcess® website address?

The GSAXcess® Web Page is found at http://GSAXcess.gov/
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Navigating in GSAXcess®:

Software packages differ in the techniques deployed in navigation of a screen. Various screen movements and
software techniques are discussed below.

How do | navigate from field to field?

Use the mouse to click on the first field on each screen to enter data. The Internet software automatically places
the cursor in the first column of the field. Use the tab key or the mouse to move from field to field. Shift and
Tab can also be used simultaneously to move from a lower field to a field higher on the screen.

To move from the bottom of the screen to the top of the screen and from function to function within
GSAXcess®, hold down the shift key and press the tab key. Also, most of the screens are seamless, that is,
pressing tab after the last field on the screen moves the cursor directly to the top of the same screen while using
shift and tab from the top of the screen moves the cursor directly to the last field on the same screen.

Agency Asset Management System 9



GSAXcess® GSAXcess-AAMS-User Guide-01.00

How do | delete an entry?

e Highlight the entry by placing the cursor at the beginning or ending of the entry. Click the left button on the
mouse and drag over the entry to be replaced and type over with the new entry.

e Highlight the entry and depress the Delete button.
e Highlight the entry and depress the Backspace button.

e Depress the Backspace button the appropriate number of times to delete the entry.
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How do | print a GSAXcess® page?

To save a GSAXcess® page to a word document:

1. Press the "Print Screen™ button on your keyboard. This will place the GSAXCESS® page in a
temporary work space called "Clipboard"

Open a new document in Microsoft Word or similar word processing software.

3. Click on the Clipboard icon on the Word Toolbar, or use a similar paste command if you are using
different word processing software, or use edit and paste for WordPad.
The GSAXCESS® page will appear.

4. Click the Print icon or use other print commands found in your word processing software.

To print a Screen Directly From GSAXcess®:

1. Click the print button on your browser to send the entire screen to the printer.
Some screens in GSAXcess® have a print button.
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Log On Screens and Main Menu

How can | get to GSAXcess® quickly?

Set up a desktop shortcut to GSAXcess® by entering http://GSAXcess.gov/ in your browser address bar and
click Go.

You will be directed to the GSAXcess® Homepage.

Right click your mouse and select Create Shortcut from the menu selection.

Agency Asset Management System 12


http://gsaxcess.gov/

GSAXcess® GSAXcess-AAMS-User Guide-01.00

How do | connect with GSAXcess®? How do | logon?

Select the GSA Web Site Address at: http://GSAXcess.gov/ or click on your desktop shortcut icon.

Click on the GSAXcess® Login Button for live production in the top right-hand corner of the GSAXcess®
homepage or for GSAXcess® Practice, click on the GSAXcess® Practice Home hyperlink located on the
bottom right-hand corner of the GSAXcess® homepage.

GSAXcess®
LS. General Services Administration

User Guides Program Links Contact Links

GSA

G5ANcessE HelpDesk

Welcome to GSAXcess®

Click Login Button to Login “ﬂ:essi Login

GSAXcessE HelpDesk

GS5A¥cess® HelpDesk 1-866-333-7472,

Welcome to
GSAXcess.gov, the entry
site for the Federal Excess
Property Utilization
Program and the Federal
Surplus Property Donation
Program operated by the
General Services
Administration. You must
login to use GSAXcess®
to search for available

CFL HelpDesk

CFL Helpdesk 1-866-472-3161

GSAMRegister

Excess Personal Property Transfers property or report property. If you do not I_'1a\re an Access code_ but have
to Federal Agencies This site is not intended for ?ng or .ml_I"ema_ll address. Register herg
3 e sztem will assign vou 2 generic acce
SR publc: code that can be used to search our data
Property Donations Through State . ) base.
Agencies for Surplus Property If you are interested in
ublic sales of Government property, please visit GSA Auctions®. AX, f i
A Propory Ol p property, p LA Auctions® GSAXcess® Practice Home
National Utilization Officer Contacts If you are interested in screening property located at the Defense Reutilization and g'ri:zﬁtz‘:;‘:ng" to GSAXcess®
T e e s Marketmg Ofﬁces_(DRMOs} prior to it rolllng_ over to sales, please visit the DRMS et e
RTDZ site. RTD2 is the 2-day screening period that takes place after the GSA GSAXcess® Ask the Expert
GSAXcess® Browser Troubleshooting Allocation period is completed and the item is no longer visible in GSAXcess®. To - -
Guide request RTD2 property, you must contact the GSA Allocating Office where the If you have procedural questions about
GSAXcess® Training Presentations property is located and provide the applicable ltem Control Numbers (ICNs) for the Eroperty Dizposal, email them to Ask The
property. Expert.
CFL Training Presentations N . . o CFL Ask the Expert
What's New Recipient of 2004 Miles Romney Achiewvernent Award for Innowvation in Personal
Fropery Management. If you hawe procedural questions about the

Computers for Learning program, email them ¢
Ask The Expert.

You will be directed to the GSAXcess® Production or Practice Login Screen.

U.S. General Services Administration ‘

FAQ Program Links Contact Links

» GSAXcess® HelpDesk

Welcome to GSAXces
Enter Access code and Password then cl\stmmﬂ
GSAXcess® Login GSAXcess® HelpDesk
G5&Xcess® HelpDesk 1-866-333-7472.
Access Code I GSAXcess®E Register
Password | IF you da ot have an Access cade but have a goy or . mil

email addiess, Register here. The system will assign you
generic access code that can be used to search our data
base.

GSAXcess® Practice Home

Change Password? Enter Access Code, Password and Click here.

Forgot Password? Enter Access Code and Click here,

N Click here to go to GSAXcess® Practice Home._
Update User Contact Information? Enter Access Code. Password and Click here.

[Fs5 Home] [ESAXcess® Browser Troubleshooting Guide] [GS4 Home] [Supported Browsers]

TFIRSTGOVeo

Enter your User ID and Password, and click the LOGIN button.
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After | log-on, what happens next?

The System displays the Search Worldwide Property by Category search screen in both the Production and
Practice environment. The Search Worldwide Property by Category is always the first page you see after log-
on. A detailed explanation of what the Search Worldwide Property by Category page is and how it functions is
located in the Search Functions section under “Search Worldwide Property by Category”.

GSAXcess®

U.5. General Services Administration

Program Links Contact Links GSAXcess® HelpDesk

User Guides N
» Agency Asset Management System (AAMS) +Energy Asset Disposal System (EADS) » Report Prgperty +Viant List » Direct Select
Global Search IExact Phrase I Basic Search Upllon? - Il Advanced Search mm

Worldwide Property Items by Cate

All Items Available - All Categories

| Help|

Total number of items available: 65,827 / Total items available with Photos: 1,284

Jewelry and Collectibles [0/0]

Lab Equipment [1.385/31)

Lighting [289/2)

Marine Equipment [32/3)

Materials Handling Equipment [79/20)

Medical, Dental and Yeterinary Equipment and Supplies [1.070/37)
Mizcellaneous (12.3367285)

Motorcycles and Bicycles [26/4)

Musical Instruments [(14/0)

« Agricultural Equipment and Supplies [67/4)

+ Aircraft [1/1]

+ Aircraft Parts and Tires (2.260/80)

+ Automobiles [(47/13)

* Boals [13/6]

# Clothing and Personal [2.512/9)

+ Communication and Detection Equipment [2.482/52)
+ Computer Equipment [7.440/203]

+« Computer Software and Accessores [1.108/34)
.

.

.

.

.

.

.

.

Mavigation F quipment [559/12)
Office Equipment [261/5)

Office Supplies and Forms [80/2)
Photographic Equipment [449/9)
HRecording Equipment [329/2)
Becreation [122/2)

Refrigeration and Air Conditioning E quipment [391/26)
Tools [439/9)

Tiucks, Trailers and Tractors [(598/180)

Construction Equipment [52/4)

Electrical and Electronic Equipment and Components (23.486/88)
Electrical and Electronic Measuring and T esting Equipment [1.862/29)
Fire Trucks and Fire Fighting E quipment [97/3)

Food Preparation and Serving Eguipment [190/7)

Furniture [1.112/71)

Hardware [2,564/12)

Household [282/1)

+ _Industrial Service and Trade Machinery [155/5

NOTE: When you are in the Practice module, all screens have Practice in the upper left-hand corner next to the
GSA logo to distinguish between Production (live data) and Practice (test data).

GSAXcess® Practf*
A

U.S. General Services Administrati
User Guides GSAXcess® HelpDesk

= Agency Asset Management System (AAMS) =Energy Asset Disposal System (EADS) = Report Property =Want List = Direct Select

Global Search I Exact Phrase ;[_! Basic Search Options -l | Advanced Search m

Worldwide Property Items by Category

All Items Available - All Categories

View Cart { 2) |l Checkout

Total number of items available: 15,264 / Total items available with Photos: 28

Agricultural Equipment and Supplies [46/0) + Jewely and Collectibles (4/0)
Aircraft [8/1) + Lab Equipment [459/0)

Aircraft Parts and Tires [576/1) + Lighting [110/0)

Automobiles (18/0) + Marine Eguipment [(45/0)

Boats [11/0) + Materials Handling E quipment [46/1)

Live Production GSAXcess® — the GSAXcess® Production module contains live data of real time transactions.
GSAXcess® Practice Module

One of the many user-friendly features of the system is the ability for users to "practice™ with real information.
GSAXcess® users can practice without fear of an unnecessary transaction occurring. If you are interested in
"test-driving" without the fear of crashing, click the GSAXcess® Practice Home hyperlink to Log into the
GSAXcess® Practice Module. The practice system is identical to the GSAXcess® production system. If you
encounter any difficulty, use the Help Screens. The Help Screens will lead you through the entire process.
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How do | access the Main Menu screen?

Click on the Menu box in the Red Banner at the top of the GSAXcess® screen.
GSAXcess®

U.S. General Services Administration

User Guides FAQ Program Links Contact Links G5ANcessE HelpDesk
= Agency Asset Management System (AAMS) = Energy Asset Disposal System (EADS) = Report Property =Want List + Direct Select

Global Search IExact Phrase I Basic Search Options ;Il Advanced Search mm

Worldwide Property Items by Category

All Items Available - All Categories

View Cart ( 0) ll Checkout m

Total number of items available: 65,827 / Total items available with Photos: 1,284

Agricultural Equipment and Supplies (67/4) Jewelry and Collectibles [0/0]
Aircraft [1/1) » Lab Equipment [1.385/31)
Aircraft Parts and Tires [2.260/80) Lighting [289/2)

Automobiles (47/13)

Boats [19/6])

# Clothing and Personal (2,512/9]

+ Communication and Detection Equipment [2.482/52)
+« Computer Equipment [7.440/203)

Marine Equipment [32/3]

Materials Handling Equipment [79/20)

Medical, Dental and Yetennary Equipment and Supplies [1.070/37]
Mizcellaneous (12.336/285)

Motorcycles and Bicycles [26/4)

« Computer Software and Accessones [1,108/34) » Musical Instruments [14/0)

+ Construction Equipment [52/4) + Mavigation Equipment [559/12]
+ Electrical and Electronic Equipment and Components (23,486/88) « QOffice Equipment [261/5)

» Electrical and Electronic Measuring and T esting Equipment [1,862/29]) « Office Supplies and Forms [80/2)
» Fire Trucks and Fire Fighting E quipment [97/3) » Photogiaphic Equipment [449/9)
+ Food Preparation and Serving Equipment [130/7) # Recording Equipment [329/2)

# Furniture [1.112/71) # Recreation [122/2)

« Hardware [2.564/12] Hefrigeration and Air Conditioning E quipment [391/26)
+ Houszehold [282/1) Tools [499/9)
# Industrial Service and Trade Machinery [155/5) # Trucks, Trailers and Tractors (598/180)

[Fss Hc@ [eaaxcess® Browser Troubleshooting Gui:le] [eza Hc@ [ﬂppcﬂed Browsers]

TFIRSTGOV.eov

The U5, Governmear's Official Web Paral
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The system displays the Main Menu items based upon your permission. For example, the Main Menu screen
displayed below is a user with all permissions available. Menu options that are grayed out indicate the user
doesn’t have permission to view those functions. If you think you should have certain permissions, contact
your National Utilization Officer (NUO) for access. This guide provides detailed instructions for each menu
option.

GSAXcess®
GSA . L
U.5. General Services Administration
User Guides
= Agency Asset Management System (AAMS) = Energy Asset Disposal System (EADS) = Report Property =Want List + Direct Select
lBasic Search Options ;” Advanced Search
GSAXcess® Main Menu
Report Property Menu Search & Select Menu AAMSIEADS Menu
Search and Freeze
Lreate Report =earch and select . .
Crea_te Report Sear_ch and Select Review and Transfer Multiple ltems
Modify Report Inguire Requests g
: Transfer Single ltem By Control No
Review Report Change Regquests
" Delete Freezes
Upload Pictures Delete Requests Want List ltems
Want List ltems —
User Maintenance Menu State 3040 Menu GSA Internal Menu
%m Create Data Report GS5A Internal Functions
e ; Delinguent Report
Send Grup Emall Data Repart Statts
: Data Report status
Update Your Information
Change Your Password
[Fs5 Home] [GSAXcess® Browser Troubleshooting Guide] [GSA Home] [Supported Browsers]
A
FIRST GOV 2ov
The U, Covernment's Official Web Pocal

Displayed below is a typical GSAXcess® Main Menu for an AAMS user.

GSAXcess® -
A
GSA L.5. General Services Administration

Program Links Contact Links GS5AXcess® HelpDesk

» Agency Asset Management System (AAMS) = Energy Asset Disposal System (EADS) » Report Property = Want List = Direct Select *PTM

IBasic Search Options ;Il Advanced Search Logou

GSAXcess® Main Menu

Report Property Menu Search & Select Menu CFL Functions Menu
View/Allocate Requested Items

Create Report Search and Select Confirm Allocations

Modify Report Inguire Requests Transfer

Review Report Change Requests Change Allocation/Transfer

Delete Report (ARAMS/EADS Only) Delete Requests School Search

Upload Pictures Want List ltemns Resend School Transfer Order

Post Transaction Module

AAMS Menu

Search and Freeze

Review and Transfer Multiple Items
Transfer Single Item By Control No
Delete Freezes

Want List ltems

User Maintenance Menu
APO/NUD

Help Desk

Send Group Email

Update Your Information
Change Your Password
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Report Property Menu

This menu option provides you with methods of reporting property in GSAXcess®. For more details, see
Reporting Property in GSAXcess®.

Search & Select Menu

This menu option contains property that has been reported to GSAXcess® as excess and is being processed
through the normal utilization [excess] and donation [surplus] cycle. You may search and select this property,
subject to GSA's final approval. This menu provides options to change and/or delete select requests and to
create a “Want List” of items as they become available. For more details, see Search Functions and Freezing
Property in GSAXcess®.

AAMS Menu

This menu option contains property under the jurisdiction and control of those agencies who subscribe to the
Agency Asset Management System or Energy Asset Disposal System. This property is undergoing internal
Agency screening and has not yet been reported to GSA as excess. Contact your National Utilization Officer
for more information about this optional service from GSA.

User Maintenance Menu

This menu option contains user profile, password, and communication maintenance.
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How do the Help Screens work?

There are HELP screens for most screens in GSAXcess®. These HELP Screens can be viewed by clicking on
the HELP button in the right-hand corner of each screen.

Whenever you have a question about the screen display, you will find it helpful to look at the Help screen first.
If you cannot find the answer to your question, consult this guide for the answer. If all else fails, you can
contact the GSAXcess® HelpDesk by Phone (Toll free) (1-866-333-7472) or By Email
GSAXcess®help@gsa.gov. (
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How do | navigate from screen to screen?

GSAXcess® provides several methods for you to navigate from screen to screen. GSAXcess® has common
option buttons that display on all screens for navigation and special function buttons that are only displayed for
that specific function. Special function buttons will be described within that function. By clicking the desired
button you can travel from screen to screen.

N

GSAXcess®
GSA
AN f ] .
U.5. General Services Administration
User Guides Program Links Contact Links ”  sAXcess® HelpDesk
= Agency Asset Management System (AARMS) = Energy Asset Disposal System (EADS) = Report Property =Want + Direct Select

lBasic Search Options ;ll Advanced Search
GSAXcess® Main Menu

Common Option Buttons located in the Top Blue Bar at the Top of each GSAXcess® page:

e User Guides — Links to all available GSAXcess® user guides.

e FAQ - GSAXcess® Frequently Asked Questions.

e Program Links — Links to other programs of interest.

e Contact Links — Links to GSAXcess® contacts.

e GSAXcess® HelpDesk — Link to GSAXcess® contact and hours of operation information.

GSAXcess®
GSA
i U.5. General Services Administration
User Guides Program Links Contact Links GSAXcessE HelpDesk
+ Agency Asset Management System (AAMS) +Energy Asset Disposal System (EADS) + Report Property +Viant List » Direct Select

lBasic Search Options ;Il Advanced Search Logoui

G5AXcess® Main Menu

Common Hypertext Links highlighted in blue text located in the white bar at the Top of each GSAXcess® page:

e Agency Asset Management System (AAMS) — Link to AAMS module.

e Energy Asset Disposal System (AAMS) — Link to AAMS module.

e Report Property — Link to Property Report Data Creation input screen.

e Want List — Link to create a “Want List” for property items of interest.

e Direct Select — Link to select property when you already know the Item Control Number.

GSAXcess®
GSA
AN f ] .
U.5. General Services Administration
User Guides Program Links Contact Links G5AXcess® HelpDesk
= Agency Asset Management System (AARMS) = Energy Asset Disposal System (EADS) = Report Property =Want List + Direct Select

lBasic Search Options ;ll Advanced Search

G5AXcess® Main Menu
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Option Buttons located in the Red Banner Bar at the Top of each GSAXcess® page:

Basic Search Options: The "Basic Search Options” drop down window is located on the red banner. This
feature offers the following search options:

e All Items by Category (all available GSAXcess® property)

e All Unused Items by Category (all unused available GSAXcess® property)

o All Items by State (same as All Items by Category except the locality search is first)
e All Unused Items by State (same as All Unused Items by Category except the locality search is first)
e New Items by Category (reported after COB the previous night)

e New Unused Items by Category (reported after COB the previous night)

e New Items by State (reported after COB the previous night)

e New Unused Items by State (reported after COB the previous night)

e Closing Items by Category (not available after COB tonight)

e Closing Unused Items by Category (not available after COB tonight)

e Closing Items by State (not available after COB tonight)

e Closing Unused Items by State (not available after COB tonight)

e Overseas Items (Asia/Japan/Pacific, Caribbean, Europe, Panama/S America & Other)

GSAXcess®
GSA
AN f ] .
U.5. General Services Administration
User Guides Program Links Contact Links G5AXcess® HelpDesk
= Agency Asset Management System (AARMS) = Energy Asset Disposal System (EADS) = Report Property =Want List + Direct Select

lBasic Search Options ;ll Advanced Search Logou

G5AXcess® Main Menu

Advanced Search: This button takes you to an Advanced Search Screen where you may further refine your
property search.

GSAXcess®
GSA
i U.5. General Services Administration
Program Links Contact Links GSAXcess® HelpDesk
= Agency Asset Management System (AAMS) = Energy Asset Disposal System (EADS) = Report Property =Want List + Direct Select

IBasic Search Options ;Il Advanced Search Logou

GSAXcess® Main Menu

Home: Clicking the Home button takes you to the appropriate GSAXcess® login page.

GSAXcess®
GSA
i U.5. General Services Administration
Program Links Contact Links GSAXcess® HelpDesk
= Agency Asset Management System (AAMS) = Energy Asset Disposal System (EADS) = Report Property =Want List + Direct Select
IBasic Search Options ;Il Advanced Search Logou
GSAXcess® Main Menu
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Logout: Clicking the Logout button closes your GSAXcess® session and takes you to the GSAXcess®
homepage.

GSAXcess®

U.S. General Services Administration

User Guides Program Links Contact Links

+ Agency Asset Management System (AAMS) + Energy Asset Disposal System (EADS) * Report Property +Viant List + Direct Select

l Basic Search Options =1 | Advanced Search | Home

G5AXcess® Main Menu

GSA

Common Buttons displayed on all screens:
e Help: Displays the help screen associated with that screen or function.

e Back: Returns you to the previous screen. This button is not on the Main Menu Screen.
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Internal Screening Basics

What is Internal Screening?

Internal Screening is the process that controls the flow of excess property within a single Federal agency. The
process begins when a unit within a Federal agency declares property as excess to the needs of the owning unit.
The agency must try to first redistribute the property within the same agency. All units within the agency may
compete for the property for a period of time set by the owning agency. No other Federal agency may compete
for this property at this time.

During the Internal Screening period, the owning unit may transfer the property to a worthy unit within the
agency. If no other unit wants the property, then the agency may allow screening for special interests within the
agency in accordance with agency procedures. If the property is still available after the special interest
screening, the agency will report the property to GSA to be screened by other Federal agencies via the Federal
Excess Screening process.

Agency Asset Management System 22



GSAXcess® GSAXcess-AAMS-User Guide-01.00

What are the time frames for Internal Screening?

The time frames used for Internal Screening are established by the owning agency. The Department of
Veterans Affairs uses a screening period of 10 days. When you report property to GSAXcess®/ AAMS, the
system will generate the Excess Release Date to signify the end of the Internal Screening Period (the date you
reported the property plus 10 days). Property reported by a given VA Activity Address Code can be screened
and transferred to another VA activity.
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How do | format the Excess Release Date and Drop After Internal Screening?

AAMS will compute the Excess Release Date by adding 10 days to the date that you put the property into
AAMS.

While the system may compute the Excess Release Date for you, the system also allows you to change the
Internal Screening time frame when approved by your National Utilization Officer (NUO). You may reduce the
time frame whenever you need to employ expedited Internal Screening. For normal property items you should
check the “No” radio button for the Drop After Internal Screening Flag. This allows the property to
automatically move to government-wide Excess Screening immediately after the Internal Screening period
ends. If you do not want a property item to advance to Excess Screening, set the flag to "Yes".
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What happens after Internal Screening?

If you set the Drop After Internal Screening Flag to "Yes", the system will drop the property from the
GSAXcess®/AAMS data base and return control of the property record to the owning AAMS activity via the
Drop File. See the section of this user guide concerning Batch Property Reporting for further information about
the Drop file. Items coded with "No" in the Drop After Internal Screening Flag will proceed automatically to
the Excess Screening process. See the GSAXcess® system user guide for further information concerning
Excess and Surplus property transfers.
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Reporting Property

On Line Property Reporting

Where do | start?

Before you attempt to report your property to GSAXcess®/AAMS, follow your agency's procedures for
identifying eligible property. You should also have an authorized User ID that allows you to use
GSAXcess®/AAMS to report property. (See the Gaining Access section of this user guide for further
information). Once you determine that property is excess, examine the property and any documentation
(manual or electronic) provided with the property. You will need this information so that you can provide
adequate information to potential transferees
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How do | get to the Property Reporting Function in GSAXcess®?

If you are responsible for reporting property and you have proper access to GSAXcess®/ AAMS, follow the
procedures described in the Gaining Access section of this user guide. The first screen you see is the

GSAXcess®/AAMS Search Worldwide Property by Category screen.

W

U.S. General Services Administration

User Guides GSAxcess ielpDesk
= Agency Asset Management System (AAMS) = Energy Asset Disposal System (EADS) = Report Property =Want List + Direct Select

IExact Phrase I Basic Search Options ;I |Mm

Worldwide Property Items by Category

All Items Available - All Categories

View Cart ( 0) ll Checkout EEH

Total number of items available: 65,827 / Total items available with Photos: 1,284

+ Agricultural Equipment and Supplies [67/4) # Jewely and Collectibles [0/0]
« Aircraft [1/1) #» Lab Equipment [1.385/31)

Aircraft Parts and Tiwes [2.260/80)
Automobiles (47/13)

Boats [19/6]

Clothing and Personal [2,512/9)

Lighting [289/2]
Marine E quipment (32/3)
Materials Handling Equipment [79/20)

Medical, Dental and Veterinary Equipment and Supplies [1.070/37)

+ Communication and Detection Equipment [2.482/52) + Mizcellaneous (12.3367285)

+ Computer Equipment [7.440/203) « Motorcycles and Bicycles [26/4)
+ Computer Software and Accessones [1,108/34) # Musical Instruments [14/0)

» Constiuction Equipment [52/4) » HNavigalion Equipment [559/12]

Electrical and Electronic Equipment and Components (23.486/88) # [QOffice Equipment [261/5)
Electrical and Electronic Measuring and T esting Equipment [1,862/29) « Office Supplies and Forms (80/2)

+ Fire Trucks and Fire Fighting E quipment [97/3] + Photographic Equipment [449/9]

+ Food Preparation and Serving E quipment [190/7) + Recording Equipment (329/2)

+ Furniture [1.112/71) » Recreation [122/2)

« Hardware [2.564/12) « Refrigeration and Air Conditioning E quipment [391/26)
+ Household [282/1) + Tools [499/9)

* Industrial Service and Trade Machinery [155/5] » Tiucks, Trailers and Tractors (598/180)
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Select the Report Property Hyperlink Option in the header section of the homepage highlighted in blue to go
directly into a Property Report Data Creation screen or Select the Menu button from the Red Banner Bar to go
to the Main Menu and the Report Property Menu Module.

GSA

”

» Agency Asset Management System (AAMS)

GSAXcess®

U.5. General Services Administration

Report Property Menu

Create Report

Modify Report

Review Report

Delete Report (AAMS/EADS Only)
Upload Pictures

AAMS Menu

Search and Freeze

Review and Transfer Multiple ltems
Transfer Single Item By Control No
Delete Freezes

Want List ltems

= Report Property «Want List = Direct Select

IBasic Search Options ;Il Advanced Search

GSAXcess® Main Menu

Search & Select Menu CFL Functions Menu

Search and Select
Inquire Requests
Change Requests

Delete Requests
Want List ltems

View/Allocate Requested Items
Confirm Allocations

Transfer

Change Allocation/Transfer
School Search

Resend School Transfer Order
Post Transaction Module

User Maintenance Menu

APO/NUO
Help Desk
Send Group Email

Update Your Information
Change Your Password

Program Links Contact Links

= Energy Asset Disposal System (EADS)

G5AXcessE HelpDesk

.

PTM

Logouw

Clicking on the blue hyperlink Report Property displays the Property Report Data Creation screen below.

GSA

= Agency Asset Management System (AAMS)

Item Control Number

Agency Bureau

Point of Contact

" Check if Point of Contact and

GSAXcess®

U.5. General Services Administration

Program Links Contact Links GSAXcess® HelpDesk

* Energy Asset Disposal System (EADS)

IBasic Search Dptions ;Il Advanced Search m Logout

Property Report Data Creation

More items & Retain Common Data Onl

Fields marked with an astenzk ™ are required.

+ Want List

* Report Property * Direct Select

369107

_[eozs ] il i

3603 Procurement and Supply

More items & Redisplay all Data

No Property Save Record Found

| Back [l Help|

[ Submit|

Upload Pictures

Reporting Agency Address |

" Check if Reporting Agency Address |

and Property Location information |

are the same City |

Ml_ ZIP | = I_
First Namel Last Namel

Phone |

| | Estension
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Report Property Navigation?

The system provides several methods for you to travel from screen to screen. By clicking the desired button
you can travel from screen to screen. Common buttons are described in Log In Screens and Main Menu - #7 —
“How Do | Navigate From Screen to Screen?”

Report — Clicking this button takes you to a printable "Personal Property Report”. This report displays the data
you submitted for your property item. Printing a copy gives you a record of your work. Note that clicking the
"Report” button simultaneously "Submits” your property record. Upon returning from the "Personal Property
Report" screen to the "Property Report Data Creation™ you will see a message to this effect: "Master Record
Added - - Serial Number = 9999".

More Items & Retain Common Data Only — By clicking this button you are submitting the property record
just completed and you are beginning a new record that contains the "Common™ data of the record just
completed. The cursor will bring you to a point mid-way through the screen, where the AAC & Julian Date
portions of the Item Control Number are displayed. From here you will enter a new serial number and proceed
down the screen, entering the data for your next item. You will not have to re-enter any of the (common) data
that appears before the cursor.

More Items & Redisplay All Data — This feature also submits the completed property record. It begins a new
record containing all of the data from the previous record. The cursor will bring you to the same point as above,
mid-way through the screen, where the AAC & Julian Date portions of the Item Control Number are displayed.
From here you will enter a new serial number. You may then type over any data that needs changing.

Submit - Click this button to submit a completed property record when none of the above options are needed.
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Create property report

How to Create A Property Report?

Click on Report Property from the listings displayed in Blue Hypertext at the top of any screen in the
GSAXcess® system to go directly to the Property Report Data Creation screen which allows you to begin
reporting property items.

The first screen displayed to create your property report is the Property Report Data Creation screen. The first
line displayed on the screen is the Item Control Number (ICN) which has separate blocks for the Activity
Address Code and today's Julian Date which make up the first ten characters of the Item Control Number. The
next block is a four position serial number of your choice to help you further identify the property item. The
system pre-fills the Activity Address Code for most users and validates the Activity Address Code against the
user Agency Bureau Code.

GSAXcess®
GSA

11.S. General Services Administration

Program Links Contact Links GS5AXcess® HelpDesk
= Agency Asset Management System (AANS) » Energy Asset Disposal System (EADS) = Report Property = Want List = Direct Select = PTM
I - - s i Acvanced Search | Menu] Home | Logout

Property Report Data Creation

| Help|
More items & Retain Common Data Onl More ltems & Redisplay all Data Jll Submit|

Figlds marked with an astensk ™ are required,

No Property Save Record Found

ltem Control Number 369101  _[s028  _| | Upload Pictures

Agency Bureau 3603 Procurement and Supply

Reporting Agency Address |

[" Check if R porting Agency Add |

and Property Location information |

are the same Cil}'l Statel Z|P| - I
Point of Contact First Namel Last Namel

"' Check if Point of Contact and Phonel —| —I Exlensior‘

Property Custodian information Fax | _| _I

are the same Email Addrezs I

2 Motify Point of Contact when Available for Sale

Property | ocation |

City | State I ZIP | u I
Property Custodian First Name | Last Name |

Phone I - I - I Extension |

Fax | = | = I

Email Address I

The next field is a hypertext field that allows you to upload pictures of your property. GSA highly encourages
the submission of photographs.
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The next field is your Agency Bureau Code and Agency Bureau Name which the system pre-fills for you in
read only text.

The next four sections are the Reporting Agency Address, Point of Contact Information, Property Location, and
Property Custodian. These fields can be stored fields for ease of retrieval (see 2. How do | create new
addresses in my personal address file?)

The remainder of the screen contains additional information about your terms for transfer. Several fields
require a Yes, No, or checkbox selection. GSAXcess® pre-fills some of these fields for you, so be sure to
review all fields and change them as appropriate.

Next, select the appropriate Property Type by clicking on the appropriate radio button as described below:

Property Type: + Regular Utilization and Donation Screening
If you need assiztance, * Mo special requirements

contact your HUD or [l plus sale p

APOD " Property was purchased with working capital or revolving funds

@ Exceptions
" Exchange Sale [Replacement Authority]
" Special legislative authority
" Purchased with non-appropriated funds
" Reported by a wholly owned or mixed-ownership Government corporation

Agency Location Code [Station Deposit Symbol) I
Appropriation or Fund To Be Reimburzed I

Agency Control Humber I

Property Type is intended to assist you in identifying the property being reported as Exchange/Sale or Excess,
in terms of the property’s reimbursability, and in terms of the user's intent to retain sales proceeds.

You must select either the Regular Utilization and Donation Screening options or Exceptions radio button.

Selecting Regular Utilization and Donation Screening means the property is non-reimbursable and is to be
screened under regular utilization and donation guidelines.

NON-REIMBURSABLE EXCESS means that the:
o Property does not have special reimbursable authority
= Surplus Sale Proceeds Retention
(Check this box if you require proceeds after the item is sold,
for Property that does not have special reimbursable authority.)
o Property was purchased with working capital or revolving funds
= Surplus Sale Proceeds Retention
(Check this box if you require proceeds after the item is sold,
for Property that was purchased with working capital or revolving funds.)

Although, the property is not reimbursable, the Agency may opt to retain sales proceeds if the item is sold to
cover their costs of sale. If Surplus Sales Retention is checked and GSA is also checked, the user must enter an
Appropriation Code or Fund To Be Reimbursed and Agency Location Code (Station Deposit Symbol).

The Appropriation Code or Fund To Be Reimbursed and Agency Location Code (Station Deposit Symbol) are
not required when GSA IS NOT selected to sell the property or when the User selects not to retain sales
proceeds.

Selecting Exceptions means the property is reimbursable excess and one of the following options must be
selected.
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@ Exceptions
% Exchange Sale [Replacement Authority]
" Special legislative authority

" Purchased with non-appropriated funds
" Reported by a wholly owned or mixed-ownership Government corporation

REIMBURSABLE EXCESS means that the:

e Property is Exchange/Sale (Exchange/Sale property items are screened for two (2) days in GSAXcess®
before going to Sales. Exchange/Sale means that your Agency is allowed to sell this item in exchange
for a like item.

e Property is reimbursable when transferred/sold under special legislative authority
e Property was purchased with non-appropriated funds
e Property is reported by a wholly owned or mixed-ownership Government corporation

NOTE: For further detailed explanations of all listed Exceptions and Working Capital, click on the blue
hyperlinked options in GSAXcess®.

When selecting any one of the Exceptions options, you are required to fill in the Appropriation Code or Fund
To Be Reimbursed and Agency Location Code (Station Deposit Symbol). You are also encouraged to report the
Fair Market Value in the event the property is selected for transfer by a Federal agency.

Agency Control Number is for your Agency’s internal use.

Special Instruction Fields are as follows:

Special Instructions: "7 Contractor Inventory
[~ DverSeas Inventory

Click on the “Contractor Inventory” checkbox under Special Instructions to indicate that the property belongs to
a contractor that serves your agency.

Click on the “Overseas” checkbox under Special Instructions to indicate that the property is personal property
assets that are not located in any of the 50 states comprising the United States (U.S.A), its five territories, or the
District of Columbia. U.S. territories include: Puerto Rico, Virgin Islands, American Samoa, Guam, and the
Commonwealth of Northern Marianas.

eFAS Sales Center Fields are as follows:

Federal Asset Sales Center: * GSA
" USDA - CEPQ (reported property must be located within the Washington,D.C. metropolitan area)
" APPROVED WAIVER

Click on GSA, so that when the property item completes GSAXcess screening and if no Federal Agency or
State selects the property, it will be sold through the GSA Sales Center. The system automatically presets to be
sold by GSA. The Agency Location Code is a mandatory field if you select GSA.

Click on USDA - CEPO if you want USDA to sell the property. NOTE: the property must be located in the
District of Columbia metropolitan area.

If you select Approved Waiver, this designates that your Agency has an approved Waiver from the Office of
Governm