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1. Find device to discard in Asset Explorer.
2. Double click device in Assets window.
3. In “General” tab  under comments, write:

“Discarded under Project No. XXXXXXXXXX”
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4. Hit Update/Close
5. Repeat Procedures 1-4 to all the assets to be discarded.
6. Next, Goto Discard Management and find  the assets.
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7. Right Click an asset in Assets Window then select: 
“Discard Asset”  from pop up menu.
8.  Hit  “Yes” on the confirmation.
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9. Review Discard Window for veracity.
10. Update Status to: “Out of service”, “Spare”, “Reserve”, 
or “Unknown/Not confirmed” 
11. Hit “Add” or “Close” to cancel.
12. Repeat Steps 7-11 for all other assets.
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13.  Send an external email to ENet Authoriser to approve 
discarded devices in IPS-Energy.

14. Wait for ENet Authoriser’s Approval then review back in IPS-
Energy approved assets to be discarded.

15. Execute discard/decommission on site.

16. Send email confirmation to ENet Authoriser when done.

- End.
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Questions?
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