
Creating and submitting a new EACR request 

Purpose: to enter a new request for Surplus to pick up items or a direct drop of items. 

 

Home screen for campus users: 

The home screen offers menu options available to campus users with an EID 

This screen gives a brief process flow with some best practices and an explanation of each step in the 
routing. 

 

 

Essential information needed on new requests: 

 

 

 



To begin a request, select  

EACR Entry 

Section 1 is optional. Here you will provide any special instructions Surplus will need to know to retrieve 
your items successfully. This could be instructions about office hours, how to identify the intended items, 
or how to access the items. You can also specify if you intend to drop the items directly to Surplus or 
provide an account if you expect to receive proceeds once they have sold your item(s). You can also click 
the link for typical recycling charges.  

Section 2 is required. Here you will provide the CSU building code, your department number and the best 
contact for any questions on the pickup. 

Section 3 is required. You must let Surplus know if any item in the request has been exposed to 
radiological, biological, or chemical contaminates (these items must be decontaminated and the RFLE 
form should be affixed to the item prior to pick up). 

If all has been entered correctly, click ADD NEW EACR NUMBER 

 

 

 

 

 

 

 



EACR Edit/View/Submit 

Unsubmitted EACR  You can make any changes from the previous screen by clicking Dept Details. If all is 
well, click LINE ITEMS to begin entering your items. Note that unsubmitted EACR’s will be automatically 
deleted after 30 days. 

 

 

Line Items Enter your items in the lines provided. If you need additional lines click Save/Add lines up to 
120 lines. Put as much detail and unique identifying information as possible. Property Management may 
delete line items that don’t contain enough information to clear them of capital asset records. (Refer to 
the home page for best practices) 

 



EACR Edit/View/Submit cont… 

Submit to Property Management If all is well and your lines are entered to your satisfaction click 
Save/Add lines and the Submit option will appear for you to click. Note that ‘Submit EACR to Property 
Management’ appears to the right of Save/Add lines. 

 

 

Also under this tab you will find: 

My Submitted EACR’s which is every EACR request you have submitted for the fiscal year. Each request 
will show you what stage it is in the routing; look to the far right for the status. 

 



EACR edit/View/Submit cont… 

As well as  

EACR’s from my department which will show you all requests submitted for your home department 
code, which can be sorted by fiscal year and or exported to excel based on a date range. 

 

 

Department Approvers Where you can find your, well- you guessed it: department’s approvers. 

 

 

Refer to the home page for guidance on best practices, ability and responsibility of You, Property 
Management, Department Approvers, and Surplus during each stage of routing. 

 

Contact Rachel.Drenth@colostate.edu or MichelleM.Miller@colostate.edu for capital asset, approvers, 
or routing questions. Contact Surplus@colostate.edu for all other inquiries. 


