
Submitting Surplus for Disposal 

11/1/2021 

Go to the WSU Surplus Stores web site and read: 

1. Disposal of Surplus Overview (https://surplus.wsu.edu/disposal-of-surplus/) 
2. Online Instructions (https://surplus.wsu.edu/disposal-of-surplus/online-instructions/)  
3. Review Tips for the Online Form (https://surplus.wsu.edu/online-tips/)  
4. Have all the information about the equipment ready. 

a. Item description 
b. Serial number (if available) 
c. Do you have a WSU or Department Inventory number or not 
d. Quantity 
e. Is the item/equipment functional or not (enter on comments line) 

 

 

https://surplus.wsu.edu/disposal-of-surplus/
https://surplus.wsu.edu/disposal-of-surplus/online-instructions/
https://surplus.wsu.edu/online-tips/


 

 

Go to my Facilities web site (https://myfacilities.wsu.edu/default.aspx). Click on work requests. You will be prompted to 
log in (use your WSU credentials). Click on Request Pick-up or Drop-off of Surplus Items 

 

 

 

 

 

 



Fill out the Surplus Disposal Request form. 

You MUST have the Facility/Outside Area filled in before hitting the Submit button or all your work is lost (the form does 
not have a save for later feature).  If you are entering a long list of items, it is recommended that you do one item 
completely through the process and if it submits correctly you can do a second work request in the same manner with 
the remainder of the items.  Having more than one work request is not a problem.  Just make sure you have both forms 
to take with the surplus items. 

 

 

In the Category drop-down box, choose the category that the surplus item best fits in. 

 

Select a sub-category if a drop-down menu appears. 

 

Type “surplus stores” in the 
facility/outside area field and it will 
auto fill.  The Room # field will pop 
up, check the not listed box.  Type 
surplus stores into the description 
box.  “PROCESSING…” should pop up 
briefly on the screen. 

Make sure you have entered a phone 
number 



If the item does not have a WSU inventory 
number*, skip the entry and enter quantity.  
Type a brief description in the required box. 
Click the Add Item box. 

This screen appears with your item added to 
the list.  Click the Add Additional items to 
continue the list OR scroll down to Authority 
Selection and select Jerry Moreland 

If the item has a WSU inventory number, 
the description box will auto fill with the 
item’s details.  Make sure these match the 
item. 

If this screen appears, just click YES 

*NOTE: You will need 
specific approval to surplus 
this item from Pullman. 
Contact Megan Welker for 
assistance.



When done adding items to the list, click Select an Approval Authority.  From the drop-down list select Jerry Moreland. 

Click the Submit button at the bottom. 

You will receive an email acknowledging the submission. 

Jerry will be prompted to approve the request and he will email the approved request (SDR) back to the requestor.  

Make sure you contact surplus stores with the day and time you will be dropping off the surplus (surplus@wsu.edu or 
509-335-3089), don’t forget to bring a copy of the SDR with the equipment/item you are dropping off in Pullman.

Jerry will email Megan the details so that she can remove the WSU numbered items from the inventory. 

If you have made any errors, the form will 
show them to you.  If this happens, you may 
not be able to fix the errors and get the 
submit box to reappear.  Instead, you may 
have to reenter everything from the 
beginning.  If you do not get the notice 
shown here, it has NOT been submitted. 

mailto:surplus@wsu.edu

