As of January 15, 2010, the following changes have been made to the CD-52 screens.
Please refer to the document entitled “Chapter 11 - Retire.pdf” for detailed instructions.

Document Number/Request Number

e A Document Number will now be included on each retirement request, which will default
but can be changed as needed. The Document Number will be associated to each
Request Number on the retirement request, and the Document Number will be shown on
the email notification.

For example, if requesting retirement on three assets, the Document Number will be linked to
all three assets and their Request Numbers. This Document Number can then be used to
accept retirement on all three assets, rather than using three separate Request Numbers to
accept retirement on each of the three assets.

e Approvers can query requests by either Document Number or Request Number. Either
way, all the assets included on a request will appear on the acceptance screen to be
accepted or denied retirement.

Using the example above where three assets were requested for retirement: If the approver
queries by Document Number, links will appear for each of the three Request Numbers for
the approver to approve or deny. If the approver queries by one of the three Request
Numbers, the system will recognize the Document Number associated with that Request
Number, and again links will appear for each of the three Request Numbers. In both cases,
each unique Request Number can then be approved or denied retirement in hand.

Attachments

e A new Attachments button will be used to attach multiple attachments to a request as
opposed to one at a time. The Attachments section formerly located on the request screen
will be replaced by this button. Every asset included on a request will also be linked to
these attachments.

For example, if two documents (attachments) are attached to a request to retire two assets,
both documents will be linked to each asset.

e Multiple Attachments can be viewed when accepting/denying retirements.

Using the example above: If an approver queries the request to retire two assets, the approver
will see both attachments on the approval screen.

Printing the CD-52

e The paper CD-52 can now be printed from the online CD-52 screen (from either the
request screen or the acceptance screen). The printed report will be available once
requests are saved.



