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 Attachment 
 

Generate Excess/Inactive Receival Form 
 

This job aid will walk you through generating an Excess Receival Form for each asset that has an 
open Excess Receival Request. Place the printed form on the asset that will be picked up by the 
NOAA Brandywine Warehouse team for excess. 
 
Excess Clerk/Inventory Clerk 
 
Enterprise Reports > Excess Reports > Excess/Inactive Receival Form 
 
Excess Reports 

 
 

1. Select Excess/Inactive Receival Form. 
 

Result: The Excess/Inactive Receival Form parameters window displays: 
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2. Check the Include Barcode box. 
 

3. Enter the appropriate Pick-Up Location to determine which assets have been requested for 
Excess in your location. 
 

4. Optionally enter your Custodial Area in the Cust Area field to show all assets with an open 
Excess Receival Request for your Custodial Area. Or you can simply enter a Barcode in the 
Barcode # field if you only need to run this for one asset. 
 

5. Uncheck the In-Place Request boxes. 
 

6. Select the Submit button. 
 
Result: A window displays that allows you to review the report parameters: 
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7. Review your parameters and select the eXecute button. 

 
Result

 
: A report is opened in a separate window. 
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Note:

 
 You only need to print the pages with the bar codes. 

End of activity. 
 




