Tips and Tricks

We will be occasionally sending out an email to let you know what is
new at Surplus as well as passing along some Tips and Tricks to help the
transition.

To see all of our inventory (State Surplus only, not Federal ... Coming
Soon though) go to mysurplus.das.state.or.us. Click on Surplus

Inventory, then Search Inventory.
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Or go to Sustainability and type in an item in the text box at the top.
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Click on Add to Want List. A list of those items currently in inventory at Surplus
will populate on the right side of the screen.

If you want to place an item on hold (5 business days only), place the amount you
want to reserve (most of the time it will be a one) in the text box under Resvd.
This will place that item on hold and you will be the only one able to purchase it.
After 5 business days, the inventory will go back into stock so please contact Jeff
Royer at (503) 378-4089 before then to make arrangements. Please remember,
the only people that are able to purchase items are listed on the Authorized
Representatives worksheet on file at Surplus. If you have any questions about
your Authorized Representatives list, please contact Karen Haston at (503) 378-
6049.



If you are turning in surplus to us, remember, if you used to only put
one Property Tag on an item, then when you enter it into SAM, the
quantity is 1. For example; if you are turning in a pallet full of
miscellaneous office items, even though there are about 75 items on
the pallet, it will be sold as one lot, so enter a quantity of one here ...
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If you have any questions on how to lot your items or if you should lot
particular items, just give us a call at (503) 378-6020.



When you are wanting to deliver your surplus property to us,
remember to go to the Self Delivery Scheduling screen and request an
appointment by clicking on the check box or boxes of the PDRs you
want to deliver and click on the "Create a Self Delivery Request" button.
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When we send you back a scheduled time, don't forget to go into SAM
and approve the time by clicking on the red "Approval Pending" item in
the lower half of the screen and clicking the confirm or reschedule
button.
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