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Note: This Desk Aid was written to the specifications 
of CAPPS Central agency modules and may not reflect 
the unique process variations implemented by 
individual or non-Central agencies. 



CAPPS Central Desk Aid 

Retiring and Transferring Assets Sept. 21, 2026 TOC 

TABLE OF CONTENTS 

Overview .................................................................................................................................................................... 1 

Retiring and Transferring an Asset to Another Agency.............................................................................................. 1 

Revision History .......................................................................................................................................................... 4 



CAPPS Central Desk Aid 

Retiring and Transferring Assets Sept. 21, 2026 Page | 1 

Retiring and Transferring Assets 

Overview 

This document guides users in retiring an asset in CAPPS and transferring it to another agency. 

The required security role/job profile for these tasks is TX_FIN_AM_MAINT_ASSETS. 

Retiring and Transferring an Asset to Another Agency 

Navigation 
 Dashboard: Asset Management; Tile: Asset Transactions, Retire Asset 

1. Enter the BUSINESS UNIT. 

 

2. Enter the ASSET IDENTIFICATION. 

3. Select Search. 

4. Select the Retire As search icon. 
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5. Select an appropriate disposal method. 

 

Note: There are restrictions and rules on using certain disposal methods (DM). 

For example, DM 08, 09 and 15 can only be used in CAPPS when the asset is in DM status 5C 
(Pending Agency Disposal) in State Propety Accounting (SPA). DM 14 can only be used for assets 
with class codes 013, 106 and 107. Please refer to the SPA manual for details. 

6. Designate a disposal method. 

7. Select Go. 
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8. Enter the agency that is receiving the asset in TRANSFER TO. 

 

9. Enter proceeds (optional). 
If you do not enter any proceeds, a warning displays. 

 

10. Select Save. 

 

11. Select OK to save the transaction. 
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Revision History 

Date Description of Change Changed By 

Sept. 21, 2026 Initial document creation  A. Respress 
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