ELECTRONIC TRANSFER ORDER APPROVAL
When an Agency user has selected property from the GSAXcess® system and the GSA Area Property Officer has allocated that property to the Agency user, the GSAXcess® system sends an email with an attached SF122 to the Approving Official with further instructions.  An example of this email is displayed below:

DATE: 05/04/09    

TO:       OFFICIAL, APPROVING  

          DEPT OF JUSTICE   JMS/FASS

          (FAX) 000-000-0000  

FROM:     Federal Acquisition Service / FB

Dear Agency Approving Official:     

Attached is a computer generated Transfer Order for Excess Property.    

To approve and complete this transfer request you must log into   

www.GSAXcess.gov. Upon successful login to GSAXcess®,  you will see a red block 

entitled "Approve TO" in the red menu bar at the top of the screen. By clicking 

the "Approve TO" block, the system will automatically direct you to the Approve 

Transfer Orders screen where all of your current approval transactions will be

displayed. NOTE: Only Approving Officials will see the "Approve TO" block and 

only Approving Officials can Approve Transfer Orders in GSAXcess®. 
If necessary, you will be able change the quantity requested and shipping     

address by either indicating online the necessary changes or lining out the data

you wish to change on the hardcopy. You will also be able to designate the    

request as an emergency request by entering additional instructions in the    

comment box online or by entering the information on the hardcopy shipping    

instructions block.     

When all changes have been made, you will be able to electronically approve your

transfer by clicking Confirm Transfer which will indicate your electronic     

approval. Upon your approval, a copy of this approved transfer order will be  

sent to you the Approving Official and will also be forwarded to the appropriate

Area Property Officer for GSA electronic approval. If proceeding by hardcopy, 

you must fax a signed copy of the transfer order to the GSA Area Property     

Officer listed on the transfer Order.     

No action will be taken on this request unless GSA receives an electronically 

approved copy or a signed faxed hardcopy. The items you requested may be denied 

and reallocated to another requesting activity unless we receive your signed  

copy on before 05/11/2009.    

You, the Approving Official, the property custodian and GSA APO will receive an 

email copy of the completed GSA APO electronically approved transfer order for

all items approved for transfer.    

                     TRANSFER ORDER (NUMBER: 99 0 1966 33)             Page:   1

                         EXCESS PERSONAL PROPERTY     

To: General Services Administration:    Ordering Agency:    

GSA/AREA PROPERTY OFFICER               DEPT OF JUSTICE   JMS/FASS

                                        NATIONAL PLACE BLDG   SUITE 1070

P.O. BOX 373                            1331 PENNSYLVANIA AVENUE NW     

HEBRON                KY  41048         WASHINGTON DC  20530

APO: NANCY BROTHERTON                   USER,USDOJ    

717-566-1064          (FAX)859-817-9237 703-605-2885  

                                        OFFICIAL,APPROVING  

Reporting Activity:                     (FAX)000-000-0000   

-------------------                     Ship To:

Defense Reutilization Mktg Service      --------

Recycling Contol Point (RCP)  

74 WASHINGTON AVE NORTH                 DEPT OF JUSTICE   JMS/FASS

BATTLE CREEK           MI 490173092     NATIONAL PLACE BLDG   SUITE 1070

                                        1331 PENNSYLVANIA AVENUE NW     

DOROTHY PEOPLES                         WASHINGTON DC  20530

269-961-7420          (FAX)269-961-7287   

                                        Shipping Instructions:    

Location of Property:                   ----------------------    

---------------------                   ________________________________________

TRANSPORTATION OFFICER                  ________________________________________

DDSP - NEW CUMBERLAND FACILITY          ________________________________________

BUILDING MISSION  DOOR 113-134          ________________________________________

NEW CUMBERLAND         PA 170705001     ________________________________________

LOIS CANNELL                            Appropriation Symbol and Title: 

717-605-8271          (FAX)717-605-5911   

GSA APO Email  : NANCY.BROTHERTON@GSA.GOV 

Screener Email : NANCY.BROTHERTON@GSA.GOV 

POC Email      : DOROTHY.PEOPLES@dla.mil  

Custodian Email: LOIS.CANNELL@dla.mil     

Ordering Agency Approval:               GSA Approval: 

Signature: __________________________   Signature: __________________________ 

     Date: __________________________        Date: __________________________ 

    Title: __________________________       Title: __________________________ 

                                   ITEM LIST    

Item Control No. Suffix #  Stock No.      Quantity      Unit Cost      UI  Cond 

---------------- --------  -------------- -------- ------------------  --  ---- 

SC4402 8346 01HW           8415 014700531     14               $24.39  EA   A1

Item Name:COAT,CAMOUFLAGE PAT                                       E#W25G1UAN5 

SRD: 23JAN2009  Demil: A                      Requisition No: 1531K2 9124 T006

                             ITEM LIST (Continued)                    Page:   2 

                       TRANSFER ORDER NUMBER: 99 0 1966 33  

Item Control No. Suffix #  Stock No.      Quantity      Unit Cost      UI  Cond 

---------------- --------  -------------- -------- ------------------  --  ---- 

SC4402 8346 01K2           8465 014164631   1456                $6.70  EA   A1

Item Name:SPECTACLES,BALLISTI                                       E#W25G1UAN5 

SRD: 23JAN2009  Demil: A                      Requisition No: 1531K2 9124 T007

                                           Grand Total for 2 Line(s): $10,096.66

Exception to SF-122 approved by GSA Form Policy and Management.   

To electronically approve this transfer order, log into GSAXcess® and click on the “Approve TO” button at the top of the menu bar.  NOTE:  You will only see the Approve To button if you have Approving Official permission in your User Profile.  Your National Utilization Officer provides the Approving Official permission.
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You can also get to the Approve Transfer Orders (TO) by selecting Menu at the top of the menu bar.  
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By clicking the Approve TO button or Approve Transfer Orders hypertext from the Main Menu, the Transfer Order screen will display.

[image: image4.png]Q- O HMEABLKS®

GSAXcess® Practice

US. General Services Administration

GSA

7 T W Program Links Contact Links m
gency Asset ment System (AAMS) nergy Asset Disposal System (EADS) + Report Property. - Want List___- Direct Select

| T TS | A ivanced Scarch | Menu] Home

Pending Transfer Orders for Approving Official Approval

Approving Official Name : APPROVING OFFICIAL Email : LOUIELEGG@YAHOO.COM  User Id :|APO11

View Transfer Orders Al =

Page: 1
Transfer Orders Pending Approval
L N N Swplus .
T‘““‘;fe‘ (el Requestor Name SERp | KERRCHLE | 5 comenren | R | e
jumber User Id Phone Dats Items
990196633  USDOJ USER Fare ISR ogmanone owzaoone 2
990196634  USDOJ USER Fare ISR ogmanons ouoeoons 2

(S Home ] [SAXcess® Erowser Troubieshooting Guide] [054 Home ] [Supported Browsers]

“TSA.0v.

This is a US. General Services Administration Federal Government compurter system that is "FOR OFFICIAL USE ONLY." This system is subject to monitoring.
Individuals found performing unauthorized activities are subject to disciplinary action including criminal prosecution.

2] [ [ [ [ @ Trusted sites.




The above screen allows you to Approve your Transfers Orders electronically, revise information and approve other Transfer Orders for Approving Officials in your Agency Bureau and Activity Address Code.  By clicking on the Transfer Control Number hypertext, the Transfer Order information will display.
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Any input boxes can be revised by simply typing over the information with the correct information.  
To see specific information about each property item, click on the Item Control Number hypertext to review the Property Data Sheet.  
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By clicking the “Back” button on any screen, you will be returned to the previous screen you were reviewing.
This Transfer Order has 2 property items or 2 “line items” associated with the transaction.  Review for quantity and correct shipping information.  Enter the Attention To and any shipping instructions and click “Approve Transfer Order:”
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The GSAXcess® system will display a system message stating, “2 Items Approved”.  In the Error/Message column, system messages are also displayed so that you know what phase you are in the Approval process.  The transaction is not complete until you click “Confirm Transfer”.  This allows you to review and ensure all the information is correct before you finalize the Approval.
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If all information is correct, click “Confirm Transfer”.

GSAXcess® automatically directs you to the Transfer Order status screen.  The status of Transfer Control Number 99-01966-33 is signed.  That means that you have electronically approved this transaction.  When the Transfer Order screen shows a status of “Signed”, you and the requestor will receive a copy of the Transfer Order with your printed name and the sd/ indication to the left of the printed name on the approval line. 
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This transaction will not be complete until the GSA Area Property Officer completes their review and approval, at which time, you will receive a completed copy of the Transfer Order with their approval sd/ indication on the GSA approval line.  The “Signed” Transfer Orders will display in your Transfer Orders screen until the GSA Area Property Officer has approved, then you will no longer see the transaction.

By clicking on the Transfer Control Number you can see all the actions you have performed.  For example, clicking on the Signed 990196633 displays:
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GSAXcess® displays an Approval and Confirmation message on the system status line and also a confirmed message in the Error/Message column.

By clicking on the Transfer Control Number that has a blank in the Status allows you to complete the transaction as shown above in the previous steps.

If you, as the Approving Official, will be out of the office for an extended period of time, another person in your Agency that has Transfer Order Approving Permission and has the same Agency Bureau Code and Activity Address Code as your User Profile can enter your User ID from the User ID input box and approve outstanding Transfer Orders.  In the screen below, user APO12 will enter APO11 to view pending Transfer Orders.
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The User types APO11 in the User ID box and clicks “Submit”.
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The Pending Transfer Orders for Approving Official Approval “APO11” displays.
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You can view all your transfer orders by selecting from the dropdown box shown.  The Status can be Approved which means you have approved.  Not Confirmed means you have approved but need to confirm.  Signed means that you have approved and confirmed.  “All” displays every transaction for either your approval, confirmation or completion by the GSA Area Property Officer.
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