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Course Objectives

 After this course you should be able to:
— Explain Sunflower System’s functionality
— Create assets using the Maintain Inventory Assets form
— View property record history and information
— Update property record information
— Place assets on pass
— Transfer property
— Create and conduct an inventory campaign
— Create and withdraw excess requests
— Retire assets with appropriate final events
— Define Administrator duties




Lesson Objectives

» After this lesson you should be able to:

— Describe the use of Sunflower Systems at DOC.

— Explain the DOC property roles as they relate to
Sunflower Systems.

— Explain how the Student Guide is organized.

— Explain the common elements of each Lesson.

— Describe the purpose and function of Navigations.
— Describe Labs.

— Login to Sunflower Systems




DOC and Sunflower Systems

* Tracks all property assets

* Currently used by multiple Bureaus at DOC,
including NOAA, OS, ITA and NTIS

Sunflower Systems enables asset management utilizing a cradle-to-grave process. Users are
able to account for and manage their assets from the time of acquisition through disposal.
A complete history is maintained as records are easily updated to reflect any changes
(location, user, value, etc.). Users may also generate reports to view assets. Once assets are
disposed and a final event is created, a history of the assets remain in the system for
reporting purposes in the future.

Currently, several Bureaus at the Department of Commerce (DOC) are using Sunflower
Systems.



Cradle to Grave Asset Management

Acquire (Initial Events)

Day-to-Day Activities (Ongoing Events)

Retire (Final Events )

The Sunflower Property system uses Event Types to describe the methods by which
accountable property is acquired, disposed of, and maintained throughout their life. Event
Types are categorized as either initial, ongoing, or final events. Once created, the event
type (e.g. initial and final event types) displays on screens such as the Asset Summary and
History screen for their respective fields. The Event Types are associated with journal
entries, so it is important that the correct Event Type be chosen each time.

Initial Events — e.g. Purchase

Ongoing Events — Ongoing events enable you to keep a historical record of reoccurring
events that can be associated with assets. For example, if the User or location of the asset
changes, you can track these changes. Or, if the asset is transferred from one custodial
area to another these records will be kept as well.

Final Events — e.g. Loss or Destroyed, Excess
Note: Once an asset is retired, the property record remains in Sunflower and shows the
appropriate final event. Any retired asset can be reinstated at a later date, if appropriate.



Course Role and Responsibilities

Property Management Officer (PMO)

DOC Role: Property Accountability Officer (PAO)

Property Custodian (PC)
Inventory Clerk

Agreement Clerk
Sunflower System

Responsibiliti
c— Review Manager
Review Clerk

Administrator

The Property Management Officer (PMO), Property Accountability Officer (PAO), and
Property Custodian (PC) are the Department of Commerce roles responsible for
maintaining the DOC’s property records.

To perform these business functions, PMOs, PAOs and PCs use the Sunflower System
Responsibility called Inventory Clerk, Agreement Clerk, Administrator, Review Manager
and Review Clerk and the computer system called Sunflower Assets, or Sunflower for
short.

This course is designed to teach you the software and business processes to perform the
role of PMO, PAO and PC.



Student Guide Organization

Each chapter or lesson in the Student Guide follows a consistent pattern. It
contains the common elements below, which we will look at in this chapter.

1. Lesson Objectives
2. Business Processes
3. Sunflower Content
4. Navigations

5. Labs

6.

Lesson Summary



1. Lesson Objectives

 After this lesson you should be able to:
— Explain the Sunflower Syste ms (windows)
— Define key terms
— Use the toolbar and shext

‘manage errors
— Explain how to conduct wildcard searches
— Insert comments, pictures and attachments

Each lesson begins with a set of Lesson Objectives. These bulleted items list the
basic tasks to be accomplished in the chapter.



2. Business Processes

PC — Action to be taken Administrator — Action

to be taken

Affix barcode to asset

Use Maintain Inventory If necessary, request
Assets screen to create new catalog emw g

p ~ Create new entry and notify PC

asset ’| custodial are €
location
.

Select newly created
entry

| Save asset record I

Here we see a flowchart describing a high level business process. Before actually
looking into the Sunflower applications screens, we prefer to try to get the “big
picture” from a business perspective.
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3. Sunflower Content

Review Campaigns

[ Name | [ J Frozen? [ |

Sponsor [

Campaign Type

F ) l Sample Type

Base Source |

= T

C [
L
g I Begin Date Expected End Date Actual End Date J

User Fields™

‘ Comment | Freeze Status Resolutions

i

Often we include screenshots of Sunflower with particular regions of the screen
circled for further discussion.

Note: Some Sunflower content will not be covered in the class, but is included for
reference purposes only. A good example is a Sunflower function that is only used
by a very small handful of users at the DOC. In this case, information is included on
this topic which can be referred to at a future date.

1-11



4. Navigations

The symbol above indicates that you are “entering” a Navigation. What is a
Navigation?

Navigations are step-by-step instructions on how to perform a specific task in
Sunflower. They appear throughout the student guide, and are always preceded by

the compass symbol. They are called “Navs” for short.

Let’s take a look at a sample Nav...



Sample Navigation (“Nav”)

Asset Creation

Tnventory Clerk
/v M > Mgmt > Maintain Inventory Assets

> | Ester thie mandsory propery information in the flelds below, and Tabthrough
the screen as you go

Freld L
- Barcode # Eanter the new Barcode Number for the asser
Manufacturer | Enter the name of the mamufacurer of the asser 1f a ist of

i G G

Below are some comment elements of a Nav:

Note: Navs may be preceded by a section called Purpose or a Before You begin.

A\

May contain a Navigation Box. More instruction on this to follow.
Will contain a picture of the starting screen.
Contain step-by-step numbered instruction.

May contain Nav tables of fields available for data entry.
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Nav Boxes

Nav Boxes identify the information related to beginning a specific
task. We will now examine the Nav box from the preceding page.

Inventory Clerk *  Sunflower Responsibility

M > Mgmt > Maintain Inventory Assets ——+ Navigation Path

Maintain Inventory Assets —————— Screen Name

Exit Agree Contract Mgmt Finance |nactive Excess Review T Componenis Admin Reporls Functio

EEEH ZH 7?2 Hu€ey

Inventory Assets

Barcode Type
Barcode # ] [ Existing inter

Default Location” |

Nav Boxes are ordered as follows:

1. Sunflower Responsibility
The responsibility gives you access to a specific set of Sunflower windows,
menus, reports and data.

2. Navigation Path

e The directions on how to get to the appropriate starting window.

The letter M stands for Menu item and B for Button. In these cases the first
step will be to select a menu item or button, respectively.

w

. Screen Name
Identifies the title of the screen as displayed in the header bar (see circled
area).
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Bold Letters in Navs

If you want to search by barcode number, goto task #1. Otherwise, goto task #4.
1.  Enter the barcode number in the Barcode # field:

2. Tab out of the field.
a1

|©®

Bold letters in Navs can mean one of two things:

1. You have been given a choice. These statements are all or partly in bold, and
they usually require you to make a decision.

2. Single words in bold type indicate an actual field, window or button name that
is visible on the screen.
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Nav Tables

+

Field Description

Barcode # Enter the new Barcode Number(@r ﬁ

Manufacturer Enter the name of the manufactur{s O teg=pset. If a list of
values appears, select the appl{cay \xucard manufacturer name
from the list. \

Model Number | Enter the model num e: asset. If a list of values appears
on the screen, s¢le A apileble standard model number from
the scres it atalog Number and Official
Name i ancall\ populate (based on the
Manufa odel Number combination.)

Serial Number | Enter -@‘? number of the asset, if known. Otherwise leave it
blank.

Nav Tables contain a block of fields available for data entry. A few comments:

*The non-shaded fields (with white background) indicate that an entry is required.
*The shaded fields (with gray background) indicate the entry is optional or a
default value.

e|f a screen field is not referenced in a table, it is not needed.
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e Labs are required activities designed to reinforce lesson objectives with hands-on
practice.
* You will need the corresponding Navigation to complete a particular Lab.



6. Lesson Summary

* You should now be able to:
— Explain the Sunflower System’s forms (windows)
— Define key terms \(&2
— Use the toolbar and gt

— Explain RGw to manage errors

— Explain how to conduct wildcard searches
— Insert comments, pictures and attachments

Each lesson concludes with a Lesson Summary which recaps the learning objectives
for that chapter.



/ Login to Sunflower \

* On line application

* Enter through DOC
website:
http://www.osec.doc.go
v/oas/ppmd

* Click the Sunflower Log-
in link

* Use your login
credentials

— User Name
— Password

e Select from the menu
options

m Personal Proﬁé‘r?f

Man\-aﬁ;eme'nt Drws:r;n

Sunflower Systems is a web-based application and may be accessed with your assigned
user name and password. Your user name will be assigned to you. Please check with your
instructor for your user ID and password.

Use the DOC website http://www.osec.doc.gov/oas/ppmd/ to access Sunflower.

There are certain system requirements for using Sunflower. Please work with your IT
Support to verify that the following is installed on your computer:

eJava

eInternet Explorer web browser

elJinitiator

eAllow pop-ups
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( Sunflower Systems Log In \

~ Ta ZWe Enterpﬂse Sunflower Enterprise - Production 4.5.0.0

To log into Sunflower Enterprise, enter your username and password below and press the "login® button.

r \

Usemame  [SNFLWR_REPOS
g Password o]
Logn | [cancel |
o

Provide your username and password for access to the system. Then select the login
button.



/ Sunflower Systems Log In \

il 1 Enterprise Fomm

Sunfiower Enterprise Repors
nflgwer il T] ran:

Stock Asset Management

Search Aachments and C

£D 50152 Transaclion Menuy

You will then need to select one of the links to launch Sunflower Systems.
Sunflower Enterprise Forms opens the windows used for data entry.
Sunflower Enterprise Reports opens a screen to run Adobe Acrobat reports.

CD 50 / 52 Transaction Menu is used to request and approve/deny retirement of assets.

Note: This screen is also used to Logoff the application.



Lesson Summary

* You should now be able to:

— Describe the use of Sunflower Systems at DOC.

— Explain the DOC property roles as they relate to
Sunflower Systems.

— Explain how the Student Guide is organized.

— Explain the common elements of each Lesson.

— Describe the purpose and function of Navigations.
— Describe Labs.

— Log in to Sunflower Systems.
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Systems Basics
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Lesson Objectives

* After this lesson you should be able to:
— Explain the Sunflower System’s forms (windows)
— Define key terms
— Use the toolbar and shortcut keys
— Describe Sunflower’s Location relationships
— Explain user defined and complex fields
— Describe the Sunflowers System’s Catalog
— Explain how to manage errors
— Explain how to conduct wildcard searches
— Insert comments, pictures and attachments




Sunflower System Forms

Menu Bar Ex Agrew Condract Momd Einance Inacte Excess Review [T Compondnts Agmn Regens Euncbons Uiy Yndow Hel
T BHAD & avy EEEEHEH IH 7 HuEeVy-sCOERAOOAR
[F —— $2)

[Tegar ]|

asmn2010 (Page 1 of 2

Inverdory Assels

Released?

Barcode Type Type Barcode #

Barcode # | Existing intarest assed |

Detauh Location® “ Copy 1o Location?

Aswet Condition |

Uriization Code |

Buress or Region

Catalog Identifer” [ Commodty Asset Parents | Chibdren oA [
Manufactures Model Number |
Dwscrighion | Model Name
Saeial Numbare | Drwwing No. |
I Initial Evert User Fislds®
Aggat Value™ Acgasition Date

Effective Date |
Flags® | Actwity Type [
Propery Accountabiity Office |

Cust Area | Accoptad? [ mparty Custodian |

Contact 1) [ Last Mame® [ First | wid [
Usar | Last Naeng® First | Mid

Location”

Document®

User Finids® [

Globad User Fields® |

[ Page2 | [ Commedty | | Commen / Pictwss / Attachment | | Re-Reguest

Status Bar |_ Tha assigned to 'J
Recort 11 Tisc] i i

Sunflower Assets, is designed to operate in a Web-enabled environment. It is important to
understand the terminology of the components within the Sunflower Assets application
forms. The window (screen, page, panel, etc.) is commonly referred to as a form. Other
common terms are listed on the following page.

Note: It is recommended that you ‘maximize’ the window to enhance the viewing of each
screen. This will allow you to see all the information on the Status Bar at the bottom of the
screen.



Key Terms and Definitions

| Asset An accountable property item that has been barceded and entered mto
Sunflower.

ltem A line item record (e.g. a piece of property that has not been barcoded or
entered into the system): or a non-acc ble piece of property

Button A graphic element or icon that mitiates a predefined action when you click it.

Field Anarea in a window that displavs data or allows you to enter data.

(Menu Bar [ A pull-down list of menus used to navigate o other forms or perform actions
within a form.

Status Bar | Displays any status information and other information refated 1o form
processing. Ako works in conjunction with the “Tool Tips™ 1o provide
button (or icon) i &

(Titke Bar | Indicates the name of the window, comtext information pertinent to the
information in that window. and provides page information (Le. Page 1 of 2).

(Toolbar | Buttors {or icons) wsed 1o navigate to ather forms or perform actions within
a form.

Tool Tips |Help information created by moving your mouse over the top of an icon or
button. Used to determine the fimetion of'an icon or button on the toolbar or
form.

(Window | A form. An area where you, the user. nteract with the application. Many
windows can be open at one time and you can access these “overlapping”
windows 1o perform data entry or data search




Toolbar Overview

vSave «Summary & History  sCatalog

=Clear All *lInitial Event =Document

*Print Screen *0ngoing Event «Comments/Pictures/Attachments
*Exit #Final Event =Location

*Find sResolution =Person

*Previous Block sJournal Entry *Organization

~Next Block Help «IT Component Summary & History
| | | [ 1
BEEA0 & av BEEEHEE 2H 7 HeEev-~RELDOO &R
I

sPrevious Record

sMext Record
elnsert Record
sRemove Record
=Clear Record
=Display List
=Edit

The tool bar is a collection of buttons (or icons) that perform specific actions when you
select them. Each tool bar button replicates a menu bar action. Depending on the context
of the current field or window, a tool bar button may be active or inactive. Display help, or
a tool tip for an active tool bar button, by placing your mouse over the button.

Refer to the following page for a quick reference list of toolbar icons and shortcut (hot)
keys.



Toolbar Buttons and Shortcuts

Save HL g Remcve Record ﬂ Journal Entry
Clear Al E ﬂ Cloar Racord ! Catalog
Pret EI ﬂ Display List E Docurent
Exit E_I = Edn gl CommentPictureAnachment
Find A _'ﬂ Help ﬁ Losation
Previous Block ﬂ I Summary & History ,‘.I Person
Next Block ! gi Initial Event ﬂ Organizaion
Pravious R 3 E_ g o Eimin l ITCornpu-w:é:nnwcna
Next Record EL 5] Final Evart
insenRecere | []1 ﬂ Resohiman
F Y F v ioN
lear Enver Gueryff F11 Next Set A EXD
Clear Fieki ] FS Execute Queryl] CrieF11 Previous Block | ShizsP:
Claar Formfl FE e Fa Bravous Fuaid]] ShinsTab
Clear Record | F& Helpl CrrisH Previcus Recordll Up
CommitSave ] F10 or Inser Record] CrrleDown Prirt] CrleP
Cubs
Count Guery || F12 List of Values ] Cotel Page Down | Scrol Down
Delere Record | Crrisllp Lin Tab Pages | F2 Page Upll SersllUp
Display Errcel] ShifteCirieE Nast Block | Shrt+PageDonn Ratun | Retum
Dugplicate Field | Shift=F5 Nt Fialdl Tab Show Keysll Crl+k
Dugheats Record ] ShiteFE Hext Pranar, Key ] ShaeF1 Update Record] Culel
Ean] CriE Hex Record]| Down

Note: Copy (Ctrl+C) and Paste (Crtl+V) may also be available.

See Appendix for Job Aid.




DOC Property System Locations

Site - Examples: Aberdeen, MD; Boulder,

CO; Washington, DC

Structure Level 1 - Building

Structure Level 2 - Room

\_ /

A Location is mandatory when creating a property record. Sunflower uses Sites and
Structure Levels to define the location of an asset. For the DOC, Sites are geographic
locations (e.g. Aberdeen, MD; Boulder, CO; Washington, DC). Structure Level 1 is
Buildings (e.g. Ronald Reagan). Structure Level 2 is Room. Your Building selection will be
based upon the Site chosen; your Room selection will be based upon the Building chosen.
Sites, Buildings, are mandatory fields and are selected from a List of Values. The Room
may be selected from the List of Values or may be typed in if it is not in the list; this entry is
then saved to the database and appears for all users in the List of Values. Keep in mind that
the more specific the location, the easier that asset will be to find during the annual
physical inventory process.

For updates to the location lists of values, all DOC staff should contact the help desk or a
system administrator.



User Defined Fields (UDFs)

Initial Event — Gift to

=TT Manager e
Initial Everil GIFT TO MANAGER APYNE TS
I 5 L Il B - SO0 10 e L L e o L
e - _
nitial Everd PURCHASE Vs FEATL Initial Event — Purchase

- 0 7

5
i
Begin Date End Date Source
Org Fmancial Type

User Fields”®

ERETSEMI covourse oo Coepnseuios -

Pacant

User Defined Fields (UDFs) are place holders used to define information that is unique to
the DOC. Information entered in UDFs will generally be entered manually, but in some
cases the system will generate entries automatically. Where appropriate, UDFs may have
fields that contain a list of values for you to select your entry. In the above illustrations
notice how the UDFs display changes based upon different selection criteria used when you
create an initial event for creation of an asset. This UDF is tied directly to the Initial Event
field data entry.

Note: Not all UDFs contain information, meaning that these UDFs are not being utilized by
the DOC and are therefore not mandatory. If a user attempts to launch these ‘unextended’
UDFs, an error message similar to the following will be displayed: “Context does not extend
the field.” This is okay — it just means that there is no information within, so the user can
continue entering information on other parts of the record.



/ Complex Fields \

Asset Value*

IACQUISITION COST

Locations*

A Complex Field is a grouping of related fields that are displayed in the form of a pop-up
window due to their tight association with one another. Common complex fields are
Location, Asset Value, Names, Catalog, and User Defined Fields. For example, Location is a
combination of several fields that include Site, Building, Room etc. All complex fields are
represented by their name followed by an asterisk (*).

Note: Selecting the Save button automatically saves and closes complex fields.

Remember: COMPLEX FIELDS = FIELD NAME + *



DOC Sunflower System Catalog

Manufacturer
Unique
Shown on Model Number

Screen

Description

Model Name

Federal Supply Classification
Service Life

Salvage Value

The property catalog stores data common to a property item’s Manufacturer and Model
number. The catalog is based on the manufacturer’s lists, and is updated frequently to
reflect new products. Having a more detailed centralized catalog enables you to have a
uniform way to enter Manufacturer and Model information quickly and precisely,
especially when entering multiple assets. This standardization is important when running
reports or queries to ensure results are satisfactory.

The Administrator is the only person able to add a manufacturer and model number to the
catalog. Notify the Administrator to request a new entry.

Since the catalog will be centrally controlled by the Administrator, the likelihood of having
the following entries will be greatly reduced:

Manufacturer - Palm Computing Inc. Model - PALMV
Manufacturer - Palm Computing Inc. Model - PALM V
Manufacturer - Palm Computing Inc. Model — PALM 5

The Official Name, which is unique to the Manufacturer and Model number, will be
populated by the Cataloger as well.



/ Error Management \

D FRM-40202:
Field must be entered.

When filling out a form to complete or change a property record, you must complete all the
required fields. In the event of a skipped field or an error, the Sunflower System will notify
you by displaying an error message. This error message will generally appear when you
attempt to save the record. But how do you get back to the field? Sometimes it is not as
easy as placing your cursor where you want or need it to be. In these cases, use any of the
following short-cut key strokes to back out of a required field.

e Select the SHIFT + TAB keys on your keyboard.
e Select the CLEAR RECORD button to begin again.



Error Management (continued)

[l Create Invantary Aszet Final Events - @

[ Final Events

o ]
Final Event [nE|ETE - LOST OR STOLEM
User Fields™ [LAPTOP IS LOST DO NOT HAVE LAST USER ON RECORD TO VERIFY CIRCUMSTANCES _750

Document” :'
Comment |
[ Assers
Ok Barcode # Manufacturer £ Model / Official Name®
fc 00000635741 [DELLING _LAPTOP_LAPTOP COMPLTER -
f

Message !SA-DIEB':I You are not a cust area contact for S40J0NT1D

Sometimes you may not see a ‘pop-up’ error message as shown on the previous page.
Depending on which screen you are working in, the Message field at the bottom of the
screen could show an error instead. In the above example, the message states “You are
not a cust area contact for 540JON110” which means that the user does not have privileges
to save the requested changes.



Wildcard Searches — Example 1

| | site Allow Address ...

| ABERDEEN, MD
ABERDEEN, SD
ABIDJAN
ABILENE, KS >
ABILENE, TX
ABUDHABI

List of Values (LOV)

ACCRA

F | ACKERMAN, MS
ACUSHNET, MA, Y,
ADAMS. MA

'Qancel ]

Using the LOV feature in combination with wildcards can save you time and maximize
correct data entry without having to memorize or look up valid data for each field. Simply
choose data from an online list of values whenever you want. Additionally, you are relying
on the Sunflower System to validate your input since you will know right away if your entry
does not match an option from the LOV. The combination of the % with a character will
display sets of results.

* % - returns the complete list of values (shown above)
e character + % - returns all values that begin with the character(s)
* % + character - returns all values that contain the characters anywhere within the value.

The best way to explain this concept is by example. The following walkthrough will illustrate
the wildcard concept. The walkthrough will show a search for sites beginning with and
containing WA, using the second and third methods described above.



Wildcard Searches — Example 2
Find{wa%
i Allow Address ...

WABENER, SC

WAIRINGTON, DC

WAIMANALO, HI

WAREFIELD, RI

WAREFIELD, VA

WALRL, NJ

WALILOPS FLIGHT CENTER (NASA)

WARLOPS ISLAND, VA

WALLOPS, VA,

WAJSENBURG. CO

| _ [-!;ancel ]

Example — character(s) + % - return all values that begin with the character(s).

In the above example, a search is performed using the letters WA, the wildcard (%), and the
Find button. As you can see, the list of values is limited to only those Sites that begin with
WA.



Wildcard Searches — Example 3

Find[%wa

Site Allow Address ...
BOTHELL

|’Qancel. |

Example - % + character - return all values that contain the characters anywhere within the
value.

In the above example, a search is performed using the wildcard (%), the letters WA, and
the Find button. As you can see, the list of values is limited to only those Sites that have
the letters WA in their names.



/ Wildcards and Running Queries

e - Production 4.5.0.0 - 090/ 2007 (Z5UR1Sosppsd)

Action Eda Query Block Becord Field Lockup MHelp Window

BH80 & av BEEEEH ZH 2

HegevoerDBAOO&R

AssigredTo  ® Requested

Cust Avea |
Cortact 0 | Last Name® | First | wid [
User | Last Mam® | First | Mid |
Agreement Iderdifier [ Type
Site

Structure Lavel 1 | [ Structire Lavel 2 |

Marufacturer | Modat Number |

Description | ] Serial Number |

Interest Type INVENTORY ASSET Barcode # |

Urique Identifier |

initial Event |
User Fields®
Interest Type Agresment Excess Financial Inactve  ® lrventory Subset
User Fialds* i
Global User Fields"

Wildcards are also useful when running queries. If you do not know the complete value of a
field, but know what it begins with you may enter the beginning characters followed by the
%. For example, in the Cust Area field a PC could enter 55% and Execute the query to return
results within Custodial Areas beginning with “55.”



Comments, Pictures and Attachments

BEEES0N] & av BEEEEHE ZEH 7?7 HeEevoeo BEResa R

Ed capture Comments, Pictures and Atachments - saut0080 <</«

INVENTORY ASSET COSAPSO002 ;
Comments, Pictures and

m Fictures Ayachma_m] Attachments button

Comment Type - [
New Comment

Use tabs to write comments or
attach pictures or other documents

Comment History

To add comments, pictures, or attachments to a property record, select the Comments,
Pictures and Attachments button from the toolbar from any of the screens in Sunflower.

Use the Tabs within the form to write comments or attach pictures or other documents.
Use the Save button when complete.

Note: Any Comments, Pictures, or Attachments created by the Cataloger at the Catalog
level will be visible on any property records with that Catalog designation (i.e.

Manufacturer/Model Number combination.) PCs can add additional pictures as needed.

See the following pages to learn more about uploading pictures.



Uploading Pictures

BEHED = av BEEAH ZH 2
Ell Capture Commanss, Pictures and ABachments - sausiis0

[BIVENTORY ASSET COSAPSIN0Z

conmens (ETERE

T"‘“” Typs You can only enter a Description in the -
screen that is displayed once you select B
e - the Add Picture button (see next page)
'&(_npben

HR§evye-SCEBRLO0&R

[ To upload pictures, select this button I
\%E 2] Size (Bytes) =

Add Pacture Pigture List

To attach a picture of a Catalog item, select the Add Picture button. See the next page for
more information.

Note: You can only enter a Description in the screen that is displayed once you select the
Add Picture button (see next page).



Uploading Pictures

Picture Upload
File
] Browse..
Picture T To attach a picture, select
|0THER v| the Browse... button
rDescﬁplim
Enter a description here... =]
\/ =
Upload | Cancel
You must enter the Description on
this page - you cannot enter it once
you select the Upload button

Use the Browse button to search for pictures to upload.

Note: You must enter the Description on this page — you cannot enter it after you have
selected the Upload button.

Select the Upload button when you are ready to upload the picture.

Save the record when complete.



Lesson Summary

* You should now be able to:
— Explain the Sunflower System’s forms (windows)
— Define key terms
— Use the toolbar and shortcut keys
— Describe Sunflower’s Location relationships
— Explain user defined and complex fields
— Describe the Sunflowers System’s Catalog
— Explain how to manage errors
— Explain how to conduct wildcard searches
— Insert comments, pictures and attachments







Chapter 3: Acquisition

and Asset Creation

Sunflower Assets 4.5







Lesson Objectives

 After this lesson you should be able to:
— Recognize the types of asset creation a PC can do

— Summarize the steps used to add an asset
— Add an asset

— Add assets using the ‘duplicate’ feature

— Run the Hand Receipt Report

— Search for assets using Serial Number

— Query assets for common cost

— Create a commodity asset




Asset Creation Initial Events

¢ Purchase Order

¢ Purchase Card

* Gift to Manager

¢ Found with Barcode

* Grant to Bureau

* Constructed

* Capital Lease

¢ OQOperating Lease

¢ Transfer in — from another Federal Agency
* Loan to Bureau

* Found — without Barcode

*« NOAA Receive Excess Asset
* Acquired by Contractor

The Initial Events describe the circumstances of how the property item was acquired by
DOC.



y 48 Ny
/ Asset Creation Business Process \

PC — Action to be taken Sunflower Help Desk

— Action to be taken

Affix barcode to asset

Use Maintain Inventory If necessary, request |

Assets screen to create new catalog entry, ‘ )

asset custodial area, or Create new entry and notify PC
location

Select newly created

entry

| Save asset record

N

Users receiving assets, must notify the PC so that the PC may collect the supporting
documentation. The PC will affix a barcode to the asset (if barcodes are needed, request
one from the PAO).

Creating an asset in Sunflower involves documenting all the asset’s details: barcode
number, manufacturer, model number, serial number, initial event, asset value, bureau or
region, custodial area, and location.



Process: Acquisition and Asset Creation

Verify and capture acquisition

information — affix barcode to Request new Catalog entry, Custodial Area,

and Location (if necessary)

asset
—
PC enters values in Maintain
Inventory Assets screen creating \

a Property Asset

SF Help Desk creates new Catalog entry,
Custodial Area, or Location and informs
PC

It may be necessary to search the Sunflower System using the Serial Number to
determine if the property record is already in the system — if so, the asset should be
reinstated, not created. To determine the approximate cost of an item, search other
similar assets using the Manufacturer and Model Number combination. Both of these
actions are described in the NAV documents later in this chapter.



Maintain Inventory Assets (1)

B sanflower Enterprive - Production 4.5.0.0 - 09,08,7007 (25081 Sosggd 3}
Bt Agree Contract Mgnd Geniry Finance imactve Excess Hwview [TComponents Agmin Fegors Funcions USity Yndow Help
BHOD & av EEEEH ZH 7 HeEevVveCEBRLNOGOAR
Dl Maietoin reriony Asasts - samn2010 Eoge 002 ©o02 s o e P R A S
Ivertiory Assats
Baccoda T Teoa Bacode Balesad
r Barcode #  EETRIRRIIRES Exiting interes! asset
Uniqus Nams |
Difaut Location*
Catalog Mertifer” 10035 Commaodty Asset Parerts Children 0 CPIA
Manufacturer [DELL INC Model Number [PRECISION 340
Description [MCROCOMPUTER, DESKTOP, TOWER, M Model Name [PRECISION 380
L Serial Number [39NEP11 Drawing Mo, |
Intisl Event |PURCHASE Uper Fighds™
Asset Vaboe® | 5245700 Acqumsiton Date (070532002 Responsibilty Date 07262002
Asset Condition Effective Date Do.0a0007 Expected Retum Date
Urikzation Code [IN SERVICE Fags® 5 0 Activity Type [AGENCY CWNED
Bureau or Region [0S Propety Accounisbiity Ofice 510454
Cust Anea [B10A0AITE Accepted? [y Prop Custodian |
Contact 1D Last Name™ First Mid
User Last Name" First Mid
Location” [WASHINGTON, DC__BUILDING_HCHE__ROOM_1311
Decument™
Uswe Fioids™
Global User Fields™
Pagez | [ v [ Comment / Puctue f Alachmant | [ Re-Regoest |

The Maintain Inventory Assets screen is used to create assets in Sunflower. This is a very
Tab sensitive screen, so as much as you can, tab through the screen to enter your

information.

Area 1 Barcode and identify the property item here. The Model you select will be driven by
the Manufacturer you select. Once these have been selected, the Catalog Identifier and

Official Name will autofill.

Remember: The Manufacturer, Model, Official Name, and Model Name are all catalog
driven. If the values you need are not in the LOVs, contact the Sunflower Help Desk to add
the information to the system. Once the Sunflower Help Desk has input the new
information, you should be notified as such.



Maintain Inventory Assets (2)

Ewt Agres Contract Mgmd Genby Finance inactve £

BEB0 5 Av BEEA

smn2010 Page | of ) -

Barcoda Type Type Barcods # Released? [y

Commodty Asset Parerts | Children 0 CiPiA
Madel Nursber [PRECISION 380
Model Name [PRECISION 340
Drgaing Mo

User Fields™
Acquiition Dute [07/082002 Responsibiity Date [07/262002
Effective Date Docancoy Expected Roturn Date
Flags® i 0 Actwity Type nr_-ﬂu;r CWNED
Property Accountsbiity Ofice 510454
Accepted? [y Prop Custodian |

Last Mame™ First Mid
Last Nama™ First Mid

Page 2 Comment / Pecture | Allachmant Re-Reguest |
1 _ReReguest |

Area 2 Identify how and when the property item was acquired, as well as the cost and
condition of the property item.

e Initial Event: How the property was acquired. Examples are Purchase Card, Purchase
Order, Contract, etc. The User Fields* are “complex” fields (remember to double
click), and are driven by the Initial Event selected. For example, if an asset has an
Initial Event of Gift to Manager, the User Fields* would include the Name of the
Donor, Address of the Donor, Name of the Employee, Title of the Employee and
Purpose.

e Acquisition Date: The date the asset was received by DOC. If this date is not known
(as may be the case with assets found during inventory), use the default date of the
date the asset was entered into the Sunflower System.

e Asset Value: This field is “complex”, so remember to double click to open up the
fields for data entry. The related User Fields* for Asset Value are required for Capital
Assets.

e Asset Condition: May be changed as needed.

e Utilization Code: This will default to IN SERVICE — do not change.

* Flags: Double-click to expand this field. There is a list of asset flags that can be
marked either “Y” or “N.” All default to “N.” Only change those that apply to “Y.”

e Activity Type: Select the appropriate activity type from the list of values. In most
cases, an asset is agency owned.



Maintain Inventory Assets (3)

v - Production 4.5.0.0 - 09,08/ 7007 (25081 Sosppsd3)

Ewt Agrew Contracl Mgmd Genby Einance inactve Ewess Bwiew [TComponents Agmin Fegors Funcions USity Yndow Help

BHOD & av EEEEH ZH 7 HeEevVveCEBRLNOGOAR
AR A O A T AT T T TS A
Irvertory Assets
Barcode Type Type Barcode # Redeased? |y
Barcode # | EENNIEEITES [ Exiting interest axsel
Uniqus Nams |
Disfat Location* [
Catalog MertiSar” (10006 Commody Assel Parerts ) Children [ CiPiA
Manufacturer [DELL ING Meadel Number [PRECISION 340
Description [MCROCOMPUTER, DESKTOP, TOWER, M Model Name [PRECISION 340
Serial Number [FNEP11 . . . Drawing Mo, |
Inisl Event [FURCHASE Ut Fields™
Asset Valoe" [ §2,457.00 Acquiition Date |[07/08/2002 Responsibity Date |07/ 26/2002
Asset Condibion Effective Date Do020007 Espected Return Date
Utikzation Code [IN SERVICE Fags® 5 0 Actiity Typo AGENCY OWNED
Bureau o Region |05 Propery Accountabiity Ofice 510454
Cust Anea [B10A0AITE Accepted? [y Prop Custodian |
Contact 10 | Lt Mame™ Fient Wid
User | Last Nama" First Mid
g Location” [WASHINGTON, DC_BUILDING _HCHBE_ROOM_1311
Decument™
Uswe Fioids™
Global User Fields™ |
| Page2 | [ oo | Comment/Petune/ Attachmant | |_Re-Reguest |

Area 3 |dentify the Bureau or Region, PAO, Custodial Area (PC will populate automatically
based on Custodial Area selected) responsible for the property, as well as the user and the
location of the property item in this area.

Remember: The Location* field is a “complex” field, as identified by the asterisk. This
means you need to open that field to enter the location information.

The User field is not currently required, but it is highly recommended that you enter an
asset User.

To enter additional information about the asset, double click on the Global User fields



Global User Fields

&‘_\unﬂuwet Enterprise - Production 4.5.0.0 - 12,/01/2009 (STUDENTO1 @osppsd4)

Action Edit Query Block Record Field Lookup Help Window

(BEE0 & ay BEEEEH | :’l' ?l niu arc-waaaao

EJATTRIBUTES RELATED TO ASSET STATE - sauel010 [l i

Common Name

Personal Organization Code
Line Office |
Document Received Date |

|
=2

Export Control Class. No. [

DoC Capitalized Asset
Warranty Begin Date |
Warranty End Date |
Group ID |

The Global User fields are optional, but can be used to record additional information about
the asset.

For example, the Warranty Begin and End Date fields allow you to capture important
information around the warranty for the asset.



NAV: Create an Asset

See Appendix for Job Aid — Quick Step Asset Creation



Asset Creation

Inventory Clerk

Maintain Inventory Assets

M > Mgmt > Maintain Inventory Assets

Exit Agree Contract Mot Einance Inactive Excess Review T Components Admin Reports Functions Utility Window Help
BEE0 s Ay BEEEEN ZH 7 Hed@e/=SEBEDLOGHE
Ed mairtain Invertor (
Irventory Assets
Barcode Type Type Barcode# Released? ,7
Barcode # || ,7 Existing intersst asset |
Default Location™ | W Capy to Location?
Catalog ldentifier™ | [ Commodity Asset Parents Children CIPiA
Manufacturer | Model Number |
Description | Model Name |
Serial Number | Drawing Mo |
Initial Event | User Fields™ |
Asset Value™ Acquisition Date Responsibility Date
Asset Condition | | Effective Date Expected Return Date
Utilization Code | Flags™ Activity Type |
Bureau or Region | Property Accountability Office |
Cust Area | Accepted? '_Jrnperiy Custodian |
Contact 1D Last Name® First Mlid ’_
Usger Last Name® First Mlid ’_
Location™ |
Document™ |
User Fields™ |
Global User Fields™ |
[ Page 2 | I Cormmodity | I Comment / Picture / Attachment | I Re-Reguest
The tracking identifier assigned to the interest asset |
Record: 141

1. Enter the mandatory property information in the fields below, and Tab through

the screen as you go.

Field Description
Barcode # Enter the new Barcode Number for the asset.
Manufacturer Enter the name of the manufacturer of the asset. If a list of

values appears, select the applicable standard manufacturer name
from the list.

Model Number

Enter the model number for the asset. If a list of values appears
on the screen, select the applicable standard model number from
the screen. Once you Tab, the Catalog Number and Official
Name fields will automatically populate (based on the
Manufacturer and Model Number combination.)

Serial Number

Enter the serial number of the asset, if known. Otherwise leave it
blank.

Asset Creation
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2. Complete the information on the source of the asset for the following fields:

Field Description

Initial Event Select the appropriate value about how the property was
acquired from the LOV.

User Fields* Enter additional information about the asset the User Fields*

and Save.
Note: These User Fields* will be driven by the Initial Event
selection.

Asset Value*

Enter the acquisition value for the asset and Save.

For capital assets be sure to complete the associated user fields:
Bureau, FY, Fund Code, Organization, Program, Project, Task,
Object Class Code, User Code, Adjust Depreciation From

Acquisition Date

Enter the date the item was received by DOC. If date is not
known (as in the case of Found During Inventory, for example),
Sunflower requires you to use the date the item was entered in
Sunflower.

Responsibility
Date

Enter the date the item was received by NIH. The date defaults
to the same date as asset creation in Sunflower, however this
date can be modified.

Asset Condition

Change if necessary.

Effective Date

The date defaults to the date a particular transaction occurred.
For example, if the item was transferred to another PC or retired,
the Effective Date will automatically change.

3. Complete the information to identify location and user information or select an
option from the LOV for the following fields:

Field Description

Utilization Code Will autofill to IN SERVICE. Do not change.

Flags Use the lookup to change the value, if necessary.
Activity Type Select from a list of values. Typically assets are Agency

Owned.

Bureau or Region

Identifies which Bureau or Region to which the asset is
assigned.

Property
Accountability
Office

Will identify the PAO for the bureau or region selected.

Custodial Area

Enter your custodial area. This selection will automatically
populate the Prop Custodian field.

Contact ID

Identifies the secondary Property Custodian for the asset.
Select the Last Name from the list of values and then select a
First name from the LOV. This will automatically populate
the Secondary Custodian’s ID in the Contact ID.

Asset Creation
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User Select the Last Name from the list of values, and then select a
First name from the LOV. This will automatically populate
the User’s badge number in the User field.

Location Select the Location of the asset by double clicking into the

field.

— Site Enter or select using the LOV.
— Building Enter or select using the LOV.
— Room Enter or select using the LOV.

4. Select the Location* field to enter the location information.

Result: The Maintain Locations window opens:

& Sunflower Enterprise - Production 4.5.0.0 - 09,/08,/2007 {(ZSURI@osppsd3)

WASHINGTON, DC

BUILDING
Structure Level 3 Narne |

GPS 1 GPS 2 GPS3

[HcHE

[ROOM [1311 Mail Stop

5. Enter or select Site from the LOV.

6. Enter or select from the LOV a Building name and Room number in the requisite
fields. Optionally enter Mail Stop.

7. Select the Save button from the toolbar to save the Location record.

8. Select the Global User Field* to enter the necessary asset Warranty information.

Asset Creation
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Result: The Global User Field window opens:

&Sunﬂower Enterprise - Production 4.5.0.0 - 12/01,/2009 (STUDENT01@osppsd4)
Action Edit Query Block Record Eield Lookup Help Window

(BEE0 & oAy BEEEEN ZH 7 HEEe Yoo HE LS & )

Common MName ‘

Personal Organization Code |
Ling Office

&2

Document Received Date
Export Control Class. No.
DoC Capitalized Asset |
‘Warranty Begin Date W
Warranty End Date |12/31/2003

Group ID

VARCHAR 2(20) Enter name of group of which asset is a member |
Record: 1/1 (I | | |

9. If the asset is under warranty, enter both the Warranty Begin Date and the
Warranty End Date in the correct format (MM/DD/YYYY), or selecting the
LOV produces a calendar for populating the dates.

10. Select the Save button from the toolbar to save the Global User Field record.

11. Optionally, select the Page 2 button at the bottom of the screen to view the
catalog information associated with the manufacturer and model number for the

asset.

12. Select the Save button from the toolbar to save the Inventory Asset record.

Result: The message field at the bottom of the screen will indicate the record is
complete.

Example: Below is a complete Maintain Inventory Assets window:
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& Sunflower Enterprise - Production 4.5.0.0 - 12/01,/2009 {STUDENT01@osppsdd) —(81x]
Exit Agree Momt Sentry Finance Inactive Excess Rewiew IT Components Admin Reports Functions Utility Window Help
(AEE D 2 A BEEEBEN ZEH 7 HedevesBELNG 6 & )

5 2010 (] 1

Inwentory Assets
Barcode Type Type Barcode # Released? ,T

Barcode # ‘cmmwssgaa n Existing interest asset ‘

Unigue Mame

Default Location™ [PITTSEURGH, PA

Catalog Identifier* (149141 [ Commodity Asset Parents [; Children ,r CIPYA ’7
Manufacturer \DELL INC. Model Mumber |LATITUDE DE20
Degcription |LAPTOP Model Mame |LATITUDE
Serial Number |GOQTWE1 Drawing Mo.
Initial Event ‘F’URCHASE User Fields* |

Asset Value™ $1,680.00 Acquisition Date |08/27/2006 Responsibility Date |10/03/2006
Asset Condition | Effective Date |12,01/2009 Expected Return Date

Utilization Code [IN SERVICE Flags* [s 0 Activity Type [AGENCY OWNED

Bureau ar Region ‘\TA Property Accountability Office |55EIIJSA
Cust Area ‘SSUUEAODOEAST Accepted? lv_ Prop Custadian |MACDONALD TERRI E CFPTEM

Contact ID Last Mame* First hid ,7
User Last Name* |GUNNER First [STEVE Mid ,7
Location™ ‘P\WSEURGH, PA__BUILDING__SMC2__ROOM__16312

Document” |

User Fields™ |
Global User Fislds™ [12/31,2008712/31/2009

[ Add! Information [ Cormmodity Comment / Picture / Attachmeant | [ Re-Request

The tracking identifier agsigned to the interest asset
Record: 14114 [ | |

End of activity.
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LAB: Create an Asset

Create the following asset in Sunflower:

Barcode #:

Dell Laptop: Inspiron 1150

Model Number: PPO8L

Serial Number: unavailable

Barcode Number = CDO1IMMDDYYXX (where MM/DD/YY=Month, Day, Year, and
XX=Your student number)

Assign the asset to ITA as the Bureau (55) and your assigned Custodial Area for class
For Location, select your office location.

The Dell laptop was purchased September 5, 2009 and cost $1399.00




Duplicating Assets

Reco Previous
Field ¥ Next
Lookup * seroll Up
Help  * geroll Down

Occasionally you may have to add several property items of the same type (e.g. 20 Dell
Inspiron 1150 laptops). From the Maintain Inventory Assets screen, follow the menu path
shown above and the instructions on the following pages to barcode duplicate assets.



NAV: Add Assets

Using Duplication




Manually Add Assets Using Duplication

Purpose

Use when you must manually add several assets of the same type (e.g. 20 Dell Inspiron

3500 laptops).

Inventory Clerk/ Inventory Manager
M > Mgmt > Maintain Inventory Assets

Maintain Inventory Assets

Exit Agree Confract Mgmt Finance [|naclive Excess Review |T Components Admin Reports Eunctions Utility ¥Window Help

BEHEQ 2 aAvy EEEEE ZH ? Huev=cBEO0O &

12010 (Pag

Irventory Assets

Barcode Type Type Barcode# Released? ’_
Barcode # || ’_ Existing interest asset |
Default Location™ | ¥ Copy to Location?
Catalog ldentifier™ | [ Commadity Asset Parents Children CIPEA
Manufacturer | Model Nurnber |
Description | Model Marme |
Serial Nurnber | Dirawing Mo, |
Initial Event | User Fields® |
Asset Value™ Acguisition Date Responsibility Date
Asset Condition | | Effective Date Expected Return Date
Ltilization Code | Flags* Activity Type |

Bureau or Region | Property Accountability Office |

Cust Area | Accepted? lijropeny Custodian |

Caontact 1D Last Mame™ First Mid '_

User Last Mame™ First Mid '_
Location™ |
Docurment® |
User Fields® |
Global User Fields™ |

[ Page 2 | I Commodity | I Comment £ Picture f Attachment | I Re-Reguest

The tracking identifier assigned to the interest asset
Record: 171 |1 | |

1. Enter the mandatory property information in the fields below, and Tab through

the screen as you go.

Field Description
Barcode # Enter the new Barcode Number for the asset.
Manufacturer Enter the name of the manufacturer of the asset. If a list of

values appears, select the applicable standard manufacturer name
from the list.

Model Number

Enter the model number for the asset. If a list of values appears
on the screen, select the applicable standard model number from
the screen. Once you Tab, the Catalog Number and Official
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Name fields will automatically populate (based on the
Manufacturer and Model Number combination.)

Serial Number Enter the serial number of the asset, if known. Otherwise leave it
blank.

2. Complete the information on the source of the asset for the following fields:

Field Description

Initial Event Select the appropriate value about how the property was
acquired from the LOV.

User Fields* Enter additional information about the asset the User Fields*
and Save.
Note: These User Fields* will be driven by the Initial Event
selection.

Asset Value* Enter the acquisition value for the asset and Save.

For capital assets be sure to complete the associated user fields:
Bureau, FY, Fund Code, Organization, Program, Project, Task,
Object Class Code, User Code, and Adjust Depreciation From.

Acquisition Date | Enter the date the item was received by DOC. If date is not
known (as in the case of Found During Inventory, for example),
Sunflower requires you to use the date the item was entered in

Sunflower.
Responsibility Enter the date the item was received by NIH. The date defaults
Date to the same date as asset creation in Sunflower, however this

date can be modified.

Asset Condition | Change if necessary.

Effective Date The date defaults to the date a particular transaction occurred.
For example, if the item was transferred to another PC or retired,
the Effective Date will automatically change.

3. Complete the information to identify location and user information or select an
option from the LOV for the following fields:

Field Description

Utilization Code Will autofill to IN SERVICE. Do not change.

Flags Use the lookup to change the value, if necessary.

Activity Type Select from a list of values. Typically assets are Agency
Owned.

Bureau or Region | Identifies which Bureau or Region to which the asset is
assigned.

Property Will identify the PAO for the bureau or region selected.

Accountability

Office

Custodial Area Enter your custodial area. This selection will automatically

Asset Creation Using Duplication
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populate the Prop Custodian field.

Contact ID Identifies the secondary Property Custodian for the asset.
Select the Last Name from the list of values and then select a
First name from the LOV. This will automatically populate
the Secondary Custodian’s ID in the Contact ID.

User Select the Last Name from the list of values, and then select a
First name from the LOV. This will automatically populate
the User’s badge number in the User field.

Location Select the Location of the asset by double clicking into the
field.

1. Site Enter or select using the LOV.
2. Building Enter or select using the LOV.
3. Room Enter or select using the LOV.

4. Select the Location* field to enter the location information.

Result: The Maintain Locations window opens:

& Sunflower Enterprise - Production 4.5.0.0 - 09,/08/2007 {ZSURI@osppsd3)

Action Edit Guery Block Record Field Lookup Help Windowe

[ROOM [1311 Mail Stop

Structure Level 3 Narne |

GPS 1 GPE2 GP33

5. Enter or select Site from the LOV.

6. Enter or select from the LOV a Building name and Room number in the requisite
fields. Optionally enter Mail Stop.

7. Select the Save button from the toolbar to save the Location record.

8. Optionally, select the Page 2 button at the bottom of the screen to view the
catalog information associated with the manufacturer and model number for the

asset.

9. Select the Save button from the toolbar to save the Inventory Asset record.

Result: The message field at the bottom of the screen will indicate the record is

complete.

Example: Below is a complete Maintain Inventory Assets window:

Asset Creation Using Duplication
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& Sunflower Enterprise - Production 4.5.0.0 - 09/08 /2007 (ZSURI@osppsd3)

‘B

Barcode Type Type Barcode # Released? ’Y_

’_ Existing interest asset |

Unigue MName |

Default Lacation™ |

Catalog |dentifier® |1QU35 7 Commodity Asset Parents ’D_ Children 'U_ CIP/A ’—
Manufacturer [DELL ING Model Mumber [PRECISION 340
Description |M\CROCOMF’UTER, DESKTOPR, TOWER, M| NModel Name |F'RECI5ION 340
Serial Murmber |39N5P11 Drawing Mo |
Initial Event |PURCHA5E User Fields™ |
Asset Value™ Im Acquisition Date M Responsibility Date ,W
Asset Condition | | Effective Date IW Expected Returm Date ,7
Utilization Code |\N SERVICE Flags* W Activity Type |AGENC‘( OWMNED
Bureau or Region |OS Property Accountability Office |510ASA
Cust Area |510AOA|TE Acceptad? ,T Prop Custodian |
Contact ID I— Last Marme™ l— First l— tlid ’_

User Last Mame* First Mlid ’_

Location™ |WASHINGTON, DC__BUILDING_HCHE__ROOM__1311

Document™ |

User Fields™ |
Global User Fields™ |

[ Page 2 I I Comment / Picture / Attachment | [ Re-Reguest |

10. Select the Save button from the toolbar to save the Inventory Asset record.

Result: The message field at the bottom of the screen will indicate the record is
complete.

11. From the menu bar, select Functions > Record > Duplicate.

Result: The Barcode Number field is cleared and the words Duplicate Record
appear above the Barcode Number field, as shown below:

Asset Creation Using Duplication
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& Sunflower Enterprise - Production 4.5.0.0 - 09/08,/2007 {ZSURI@osppsd3)

Exit Agree Contract Momt Sentry Finance |nactive Excess Rewiew [T Compohents Admin Regorts Functions Utility Window Help

(I*ﬁéﬁ[ﬂI&WIEE@EEE[W@I?EIIHEEQG*WW@EEI@‘@@‘S%

Contact 1D Last Mame™ First
User Last Mame™ First

F-d Maintain Inven
Inwentory Assets Cuplicate Record
Barcode Type Type Barcode # Released? ’Y_
Barcode # | ’_ Existing interest asset l_‘
Unigue Mame |
Default Location® | I« Copy to Location?
Catalog Identifier” |1DD35 [ Commodity Asset Parents ’7 Children ’7 CiPrA ,7
Manufacturer |DELL INC todel Mumber ‘PRECISION 340
Description |MICR‘OCOMF‘UTEH‘ DESKTOP, TOWER, M hodel Mame ‘F‘R’ECISION 340
Serial Number | Drawing No. |
Initial Event |PURCHASE User Fields* ‘
Asset Value™ Im Acquisition Date ’m Responsibility Date ,W
Asset Condition | | Effective Date ’m Expectad Return Date li
Utilization Code [IN SERVICE Flags” W Actiity Type [AGENCY GWNED
Bureau ar Region |05 Propery Accountability Office ‘510A5A
Cust Area |510AOA|TE Accepted? ’Y_ Prop Custodian ‘

Location® [WASHINGTOM, DC_ BUILDING__HCHB__ROOM__ 1311

Docurment™ |

User Fields™ |

Global User Fields™ |

[ Page 2 | [ Commodity ‘ [ Comment / Picture / Attachment | I Re-Reguest

12. Enter a new Barcode Number.

13. Enter a new Serial Number, if known, otherwise leave the field blank.

14. Verify or update the Custodial Area, Contact ID, User, and Location.

15. Select the Save button from the toolbar to save the Inventory Asset record.

Result: The message field at the bottom of the screen will indicate the record is
complete.

Example: Below is a duplicate asset record. Note the new Barcode Number:
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& Sunflower Enterprise - Production 4.5.0.0 - 09,/08,2007 (ZSURI@osppsd3)

Exit Agree Contract Mgmt Sentry Finance Inactive Excess Review \Toumpunents Admin Reports Functions  Utility Window Help

(ﬁ&éﬂiﬂi&‘w{m@,@?ﬁ&l EI@@@E:&

Inventary Assets

Barcode Type Type Barcode # Released? ’Y_
Barcode # ,_ Enisting interest asset ’_|
Unigue Mame |
Default Location® | ¥ Copy to Location?
Catalog Identifier™ |134553 [ Commodity Asset Parents ,7 Children ,7 CIPIA ’7
Manufacturer [DELL INC Model Number [1150 INSPIRON
Diescription ||_Ap'rop COMPUTER Wodel Name |INSPIRON
Serial Mumber | Drawing Mo |
Initial Event [PURCHASE User Fields” |

Asset Walue™ $1,150.00 Acquisition Date |09/08/2007 Responsibility Date |09/08/2007
Asset Condition |1 |NEW OR UNUSED Effective Date |09/08/2007 Expected Return Date

Utilization Code |IN SERVICE Flags* 0 Activity Type |AGENCY OWYNED
Bureau or Region |55 Property Accountability Office |55UU1A
Cust Area |55001AUD1 Accepted? ’\(_ Prag Custodian |

i|

Contact ID Last Name™ | First

User Last MName® First | tlid ’_
Location™ |WASH\NGTON, DC__ BUILDING__ROMALD REAGAN__ROOM__MBS00
Docurnent™ |
User Fields™ |
Glabal User Fields™ |
I Page 2 [ Carmrmodity Comment / Picture / Attachment | [ Re-Reguest

End of activity.
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LAB: Add Asset Using

Duplication

Create the following asset in Sunflower:

Barcode #:

Duplicate the laptop from the Create an Asset Lab

Dell Laptop: Inspiron 1150, Model Number: PPO8L, Serial Number - Unavailable
Barcode Number = CD02MMDDYYXX (MM/DD/YYYY=Month, Day, Year, and XX=Your
student number)

Assign the asset to ITA as the Bureau (55) and your assigned Custodial Area for class
For Location, select your office location.

The Dell laptop was purchased September 5, 2009 and cost $1399.00




Hand Receipt Report

The hand receipt is the complete inventory listing of items within one designated custodial
area, and it is used to ensure accountability through a chain of custody.

The chain of custody provides records that illustrate the location of accountable
property and the individuals responsible for its care and safekeeping.

This accounting must be continuous, from the time of ordering and acquisition, until
the ultimate consumption or disposal of the property.

The PMO physically signs the equipment down to one or more Property Accountability
Officers (PAOs) on what is know as a hand receipt. PAOs then distribute this property
down to the different custodial areas to Property Custodians (PCs) on hand receipts.
PCs then finalize this process by hand receipting this equipment down to the end user
(the person who actually uses the piece of equipment).



NAV: Run the Hand

Receipt Report

This NAV “Run the Hand Receipt Report” shows the step-by-step instructions for running
the Hand Receipt Report.

This report should be run whenever custody for an asset is established. Both the user and
the PC should sign the Hand Receipt to acknowledge the responsibilities associated with
custody of the asset.



Generate Hand Receipt

Inventory Clerk
M > Reports > User Defined Reports
NOAA Specific CD50/52 Reports

/) Doc specific Reports (Student 01) - Microsoft Internet Explorer (8] x]

File Edit Yiew Favortes Tooks Help ‘ i

Oﬁa(k = ‘\) = \ﬂ @ ;b ;jiearth *Favnntes ﬁ)‘ [_.;'- ; = - J Efy ‘23

Addvess [&] bttp:sflurdoctest.acs, doc.goviplsfsnflur_040S0000_report_osppsd4/ext_owa_property main"p_session=7p_session=87E1C9104C280E4D4E4ACT20CERA4487B08 T84F46560BFOE L1 30AMBID226F 6664001 071573C4F1 | [0 Go |Lm>¢ >

Enterpﬂ Se Sunflower Enterprise - Production 4.5.0.0

DoC Specific Repots

Do Specific Financial Reports

NOAA Specific Tr Eeports

NOAL Specific CD50/52 Reports

Legacy DoC Specific Reports

Eeports Main Wenn

& 0 [ [ |4 meemet

1. Select NOAA Specific CD50/52 Reports.
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ZANOAA Specific (D50/52 Reports (Student 01) - Microsoft Internet Explorer -8 x
fi ! Ll it | 8

File Edt Wiew Favortes Toos Help ‘ [
3 % 0y e n B e

eﬁack . O e \ﬂ @ \_b ‘ j_)search 4. Favorkes @ - g = - _J @\3 ﬁ 3

Adrass [{€] bt /sflur doctest, acs.doc. goviplsianflnr_(4050000_repart_ospsdfext_owa_pranerty cd5052_renTn_session=G7ELCH ID4C3280E4DIE4ACTTROCEF A TEZE7a4F 465608 SEC 1 J0AMEED226F t7isTaciFLoAro o) [Ed 0 | ks

Emterpﬂ Se Sunflower Enterprise - Production 4.5.0.0

EXT8000 NOAA Specific CDS0/52 Reports

Assets with Excess/Inactive Request:

Assets with Final Event Requests

Assets with Change Detail Requests

Eeactivated Assets Details

Edit Inventory Asset Interface Report

User Hand Receipt Report

Prewiously Run Report

DoC Specific Reporte

F=i] [T [ meemet

2. Select User Hand Receipt Report

ZJ user Hand Receipt Report (Student 01) - Microsoft Internet Explorer =& x|

Fle Edt view Favorkes Tock el | o

eﬁa(k - O - \ﬂ @ \_h‘;)ﬁamh *Favnntes @ [f{v ; ~x - _J @} ﬁ ﬁ

Address |@ hittp: i fsflurdoctest, ocs, doc. goviplsfsnfivwr_04050000_report_osppsdd/ext_owa_property,Form_367p_application_name=5unflower+Enterprise+-+Froduction+4.5.0,08p_return_to_name=NOAA+Specific+CDS0{S2+Reportst j Gn |Lwn>s >

Enterprise

Sunflower Enterprise - Production 4.5.0.0 NOAA Specific CD50I52 Reports

EXT8060 User Hand Receipt Report

How Would You Like to Select the Assets that Appear on the Report?

Property Accountability Office I

Custadial Area [

Identifier Lasthame First Mid Prefix Suffix
Current User [ FOPHING | | 1 |

Site/OfF-Site Type Stivl Type Siv1 Identifier Stv2 Type Siv2
Lacation [ =] [eoome =] | [room =]

Inventory Asset Barcade # fi212121212
Serial Number | |

Include Which of the Following?

¥ Asset Details (Unique Name, Cust Area, Steward Contact, Current User, Location, Expected Retorn Date, Fed. Supply Group and Asset Condition)

How Would You Like the Assets to be Sorted?

[&]Done T [ meemet

- |

3. Enter the End User by Identifier or Last Name and/or enter the Inventory
Asset Barcode # being issued to the End User
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/3 User Hand Receipt Report (Student 01} - Microsoft Internet Explorer =8|

Flle Edit Wiew Favortes Tooks Help ‘.;,-
@ ® Y S = e

Qo - O A @ | s orewrme @] - L - Bl B

Address [E] http: /sl dackest.ocs.dac. goviplsfanfinr_04050000_report_osppsd4/ext_owa_property Form_367p_application_name=Sunflower +Enkerprise-+—+Production +4.5.0,080_return _to (A +SpecificCDSj52-+Repartst > | [ 6o

How V¥ould You LIKe to Select he Assels (nat Appear on the Kepori7 E

Property Accountability Office [

Custodial Area I

Identifiar LastMName First Mid Prefic Suffix
Current User [ HoPKINS [ [ [ ==

SitesOff-Site Type Stiwl Type Silv1 [dentifier St Type Stlv2
Lacation [ =] [eoone =] | [room =]

Inventory Asset Barcode # 212121212
Serial Number

Include Which of the Following?

¥ Aseet Details (Unique Mame, Cust Area, Steward Contact, Current User, Location, Expected Retorn Date, Fed. Supply Group and Aszet Condition)

How Would You Like the Assets to be Sorted?

1 H 3
CURRENT USER. [Barcope # =] [Earcone# |

Reset

NOAA Specific COAOSZ Reparts

Ll

[&] Done T T [ meemet

4. Ensure that the Asset Details box is checked.

5. Where multiple assets are being issued, select how the report should be Sorted
after the Current User.

6. Select Submit.
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2 User Hand Receipt Report {Student 01) - Microsoft Internet Explorer

_[Elx
File Edt Wiew Favortes Toos Help ‘ [
3 @ JL .

Ot - © - 15 @ (] o eromen @ - L @ Bl B
Address [E] http:/sflurdactest.ocs.dac. goviplsfanfir_04050000_report_osppsdt/ext_owa_property form_36 = oo [uks >
Choose an output format

@ Acrobat € HTML

Press _BXeCUe |to un the report in this window or Press __Backaround 4o ryn the report in the hackground

Selection Criteria: 360273

Selected by Value

Praperty Accountahility Ofiice

CustArea

User Identifier

Usger LastName HOPKING

Usger First Name

User Middle Mame

User Prafix

User Sufiix

Location

BUILDING

ROOM
‘ Barcode |1212121212 LI

[&] pene

[T [ [ [ |4 mntemet

7. Review the Selection Criteria if needed and select the Acrobat Output Format.

8. Select Execute.
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R 09-005 Hand Receipt Example.pdf - Adobe Reader =8|

Fle Edit Wew Document Took Window Help *

B & e s oo oG- -

sunflower Enterprise Personal Custody Property Record/Hand Receipt Page 1 of z
EXT8060 12/03/2009 21:18
HOPKING SCOTT SHOFKINS
Barcoae & Earc  Flage Dascription Manuzacturer mogal Mumper sarial mumper Asset Value EIT Dite
gz
Type
1212121212 € o Laoe DELL IHC INEPIRON 1520 s 2,000.00  12/03/2008
Unique Name
Cust area : 51052020 Lecation : WASHINGTON, DC
Property Contact . CARLO YUDIANN YCRRLO BUILDING : 1120 20TH ST MW

Current User : HOPKINS SCOTT SHOPKINS
Fed. Supply Group :GENERAL PURFOSE ADFE INCL. SOFTWARE, SUFPLIES AND
urED

Aseet comaition 1 NEA OR UNUSED
Expected Return Date

9. The body of the resulting report has two sections. The first section lists details of
those assets being assigned to the Current User.

R 09-005 Hand Receipt Example.pdf - Adobe Reader =1 e
x

Fle Edt Wiew Document Took ‘Window Help
ﬁ|ﬁ-:& #,Tﬂa N e | HE -

Sunflower Enterprise perscnal custody Property Record/Hand Receipt Page z of z
EXTE060 12/03/2009 2 3
HOPKINS SCOTT SHOPKINS

U. 5. DEPARTMENT OF COMMERCE
NATIONAL OCEANIC AND ATMOSEHERIC ADMINISTATION
EERSONAL CUSTODY PROBERTY RECORD/HAND RECEIFT REPCRT

AS OF: 13/03/2008

STATEMENT OF RESFONSIBILITY
1, HOPXINS SCOTT SHOPKINS cartify that I accapt respomsibility for 31l items of ACcOUMtable persomal Dreperty vithin my
designated user arsa. T undevstand that as the current user of government persomal propesty, I am rsspomsible for the propeT use,
care, and safeguarding of all personal property under my poseeselcn, custody, and/or control. I understand that the perecnal
property under my posseseicn, custody, and/or control is used only for Government purposes, and not for person:l or private usa
1 underatand £nat I must MOKLiCy my PrOpErty Custodian Derors any changes are initiated Such as: LTaNSfers Lo SnothEr USET, EXCes
requests, and reom changes. I understand that I must immediately motify my Property Custodian and supervisor of amy personsl
property that is lost, missing, damaged, destreysd, and/or stelan undsr mwy possession, custody, ana/or centrol. T understand it
18 my Tesponeibility to return all perscnal Droperty to my Property Custogian whem it 18 no longer required for offictal
Government purposes ana/er upen my tramster or trom tne T 1t 15 my 11ty to notiry my
Froperty Custodian, prier to removing any persousl property from a Fedsral Duilding, to Teceive a property pass, Optiomal Form 7.
1 cfricially accept thess Tespomsibilitiss and all Ofher responsidilitiss outlined in the Dspartment’s Fevscnal Froperty
Management Manual until formally relisved.

CUSTODIAL ARER: SLOASACRC

CURRENT USER.
EOPKINS SCOTT SHOPKING

HAME TITLE FHONE NO TATE SIGHATURE

PERTY CUSTODIAN:
PRATHER-NICHOLS ABRIL CPEAPN

HAME TITIE FHONE NO TATE STGHATURE

10. The second section is the Hand Receipt to submission to the Current User for
signature

End of activity.
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( But What if...? \

* Question:
What if | enter an asset and receive a message that
states an asset with that Serial Number for the
Manufacturer and Model Number already exists?

— Answer:
Query Asset Using Serial Number

* Question:
What if | don’t have any acquisition information for
an asset?

— Answer:
Query Item to Find Common Cost

Query Asset Using Serial Number is useful for determining if another asset exists in
Sunflower with the same Manufacturer + Model Name + Serial Number combination.
Sunflower will not allow a duplicate combination of these three fields to exist. If an error is
received indicating another asset already contains those values, a PC may use the steps in
the NAV “Query Asset Using Serial Number” to identify which asset it is and determine if it
is the same asset or a different asset. An example of a time this might happen is when
conducting the Review Campaign and the PC finds an asset and then tries to add it to
Sunflower.

Query Item to Find Common Cost is an option to help determine an asset’s value. For
example, during the Review Campaign, the PC may find assets that have not been entered
into Sunflower. The PC should then barcode these Found During Inventory assets and add
them to Sunflower. If the acquisition documentation is not available, the PC may use the
steps in the NAV “Query Item to Find Common Cost” to help determine cost.



NAV: Query Asset

Using Serial Number

This NAV “Query Asset Using Serial Number” is useful for determining if another asset
exists in Sunflower with the same Manufacturer + Model Name + Serial Number
combination. Sunflower will not allow a duplicate combination of these three fields to
exist. If an error is received indicating another asset already contains those values, a PC
may search to identify which asset it is and determine if it is the same asset or a different
asset. An example of when this might happen is when conducting the Review Campaign
and the PC “finds” an asset and then tries to add it to Sunflower.



Query Asset Using Serial Number

Inventory Clerk/ Inventory Manager
M > Mgmt > Inventory Asset Summary and History

Inventory Asset Summary and History

& Sunflower Enterprise - Production 4.5.0.0 - 09/01 /2007 {SNFLWR_REPOS@local)

Exit Agree Contract Mamt Finance Inaclive Excess Review [T Components Admin Repords Funclions Ulility Window Help

—10/x]

(BEEf #lay BEEEEE ZH ? HeBe@v-=cEBE0O06 &2

Elar:ode#| | Elarcode#|

Default Location” |

Assets Barcode Type Parents ’_@ Children ’_@ CIpia @:

=

un [ Iane Captured
¥ Include Events [ Include Open Requests  Cther [dentifiers | "@
¥ Include Resalutions ¥ Include Closed Requests
% Include Contract Reports ¥ Include IUIDAVAWE ’ 2 3

Son By [DATETMEDESC  -|[DATETIME DESC  -|[DATETMEDESC - || Get Records

N N [ [ [ [

I Tirneline Report | [Record Properties

Datetime Category Description Attributes Docurnent?

PR RERREr
EROUUOR C

4

The tracking identifier assigned to the interest asset
Recard: 111 [ N |

g

i;startl“ m F- ISI @ H @DOC}..‘I Microsu...l @Sunﬂo... I @Sunﬂo... I @5unﬂu“. ac:\Doc...I Chapta...l Query | |E@—%%@Q§Jdﬂ]%

309 PM

1. Select the Find button from the toolbar to bring up the Query Criteria screen.

Result: The Query Criteria window displays.

Query Asset Using Serial Number
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&Sunﬂnwer Enterprise - Production 4.5.0.0 - 09/01 /2007 (SNFLWR_REPDS@local) =18 5[
Action Edit Query Block Record Field Lookup Help Window

(BEE20 = Ay BEEEEEH ZEH ? HeEEeY-cBEN6 @&

' Requested

Cust Area | Property Custodian |
Contact 1D Last Name* ‘ First | tlid l_
User Last Mame® ‘ First | tlid ,7
Agreement ldentifier Type
Site |

Structure Level 1 | | Structure Level 2 |

Manufacturer | Maodel Mumber |

Description | Serial Mumber |

Interest Type | Barcode # |

Unigue ldentifier |

Initial Event |
User Fields® |

Interest Type:  Agreement T Excess  © Financial T nactive ® |nventory  © Subset
User Fields™ |
Global User Fields* |

[ Last Criteria_| l Execute | [ Cancel |

Record: 111 || | | | J

dstart| | (| & 51 @ | Elpac 1. | Evicreso...| &sunfo.., | £lzuntio... |[Esunflo.. ucipac,., | Hichapte.. | Bovery .. | [VE & B> ORIl S siopm

2. Enter the serial number of the asset in the Serial Number field.
3. Select the Find button from the toolbar once more.

Result: The asset information is populated to the Inventory Asset and Summary
History screen and displays the timeline of the asset history.

Query Asset Using Serial Number
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€ sunflower Enterprise - Production 4.5.0.0 - 09,/08/2007 (25URI@osppsd3)

Exit Agree Contract Momt Senhy Einance |Inactive Excess Review [T Components Admin Reguns Eunctions  Utility WYindow Help

Barcode Type

Parents ]F@ Children F@ CIRIA ﬁ@;

Barcode # [CDO001346984

Unigue Mame |

4

Default Location™ |

Detai

W Include Events
' Include Resolutions

' Include Contract Reports

Uil [ [one Captured
Qiher Identifiers |IN\N 00001346984

I Include Open Requests '|@
I Include Closed Requests

I Include IVIDAVAWF | 5 3

Sort By [DATETMEDESC | -|[CATEGORY A3¢  -|[DESCRIPTIONASC - GstRecords |

Datetime Category Description Attributes

0712412007 0B:06:54 [ONGOING EVENT  [CHANGE LOCATION [WASHINGTON, DC_ BUILDING__HCHB__ROOM_1311[&] =
[p7/24/2007 08:02:36 [ONGOING EVENT  [CHANGE STEWARD [s1080aTE Y
[par22/2008 11:43.458 [RESOLUTION [BARCODE sCAN [ ETRE
[par2z/2008 11:07:13 [RESOLUTION [BARCODE SCAN [ &
[DB/0E/2005 17:06:34 [ONGOING EVENT  [CHANGE LOCATION [WASHINGTON, DC_ BUILDING__HCHB__ROOM_1317| &)
pe/B/2005 12:55:24 [RESOLUTION [BARCODE sCAN [ ER
[DsA10/2005 15:35:50 [ONGOING EVENT  [CHANGE LOCATION [WASHINGTOM, DC__BUILDING__HCHE__ROOM_2672| &)
[psr0/2005 12.09.48 [RESOLUTION [BARCODE SCAN [ =Y
[par252004 16:45:55 [RESOLUTION [BARCODE SCAN [ =Y
[DE/07/2004 11:57:07 [ONGOING EVENT  [CHANGE LOCATION [WASHINGTOM, DC__BUILDING__HCHE__ROOM_ 2866 (&) -

Timeline Report | [ Record Properties

4. To view the current asset information, select the Details tab.

Result: The Details of the property record history is displayed.

£ sunflower Enterprise - Production 4.5.0.0 - 09,/08/2007 (25URI@osppsd3)

Exit Agree Contract Mgmt Semw Finance Inactive Excess Review \TCUmpunems Admin Reports Functions  Utility WWindow  Help

HeR§e¢Y¥=SEBB00 &&E

Aszsets

Barcode Type Farents ’D_@ Children lﬂ_@ CiPiA @:

‘ Batcode # (o)

Barcode # [CD0001348984

Unigue Mame |

4]

Default Location® |

Details

Tirmeline

W Include history |

Manufacturer [DELL ING. @) Model Number [PRECISION 340 &=
Deseription [MICROCOMPUTER, DESKTOR, TOWER, Model Name [PRECISION 340

Serial Number ‘SQNSPM Drawing Mo |
Initial Event [PURCHASE Y User Fields” | @
Final Event ‘ @ User Fields™ ‘ @

Asset Value® | §2.457.00 [NOT CAPITALL [&)] Acquisition Date [1708/2002 Responsibility Date 17062002

Effective Date |05/10/2005 Eupected Return Date

Flags |5 0 Activty Type [AGENCY OWNED
Property Accountability Office |510ASA
Property Custodian |COLEMAN ERANDI t CPPOOO

Asset Condition ‘
Utilization Code ‘|N SERVICE
Bureau ot Region [0S
Cust Area [510ASAMSS
Property Contact ‘

[#2]2]

Current User ‘
Location™ ‘WASHINGTON‘ DC__BUILDING__HCHE__ROOM__2872
Document™ ‘

User Fields* ‘
Global User Fields* ‘

22ee@ e e

[Creatgr Information [ Interest Details

5. Use the down arrow key on the keyboard to move through the asset history.

6. To switch back to view the history of the asset, select the Timeline tab.

Query Asset Using Serial Number
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Result: The timeline will display.
7. Continue scrolling through records as needed.

End of activity.

Query Asset Using Serial Number
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NAV: Query Item to

Find Common Cost

During the Review Campaign, the PC may find assets that have not been entered into
Sunflower. The PC should then barcode these Found During Inventory assets and add them
to Sunflower. If the acquisition documentation is not available, the PC may use the steps in
this NAV “Query Item to Find Common Cost” to help determine an asset’s value.



Query Item to Find Common Cost

Inventory Clerk/ Inventory Manager
M > Mgmt > Asset Search
Asset Search

& Sunflower Enterprise - Production 4.5.0.0 - 09,/12,/2007 {(2SURI@osppsd3)

Exit Agree Contract Mamt Sentry Finance Inactive Excess Review |T Components Admin Reports Functions Utility Window Help

| .H[ﬁ[&. | =& | | | v.ﬁ w ‘ﬁm.ﬁ |

Search Criteria

Manufacturer | Model Number |
Description | Iodel Name |
Serial Mumber | Fed. Supply Group |
Asset Value Minimum Acquisition Date FsC |
[ Agreement Agsets [ Excess Assets [ Financial Assets [~ Inactive Assets [Tinventory Assets [ Subset Assets
Assets
Barcode # Manufacturer Model Murmber Description

1]

i

Report

1. Enter at least one field on which to query assets. Use the LOV button to look up

valid values.

Note: When searching for costs of assets of the same type, search on Manufacturer

and Model Number.

2. Select the Inventory Assets checkbox to search all assets currently in DOC
inventory.

3. Select the Report button at the bottom to view the assets in a report format with

property record details, including costs.

Result: The Asset Search report fields displays.

Query Item to Find Common Cost
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& Sunflower Enterprise - Production 4.5.0.0 - 09/12,/2007 (2SURI@osppsd3)

TR T

| Ble Edt View Favories Tools Help “Links [ Sunflower ‘

/J Asset search (Sheila Sirois) - Microsoft Internet Explorer

| e - = - @ E 63| @isearch GFavortes Ghveda (B | B S

| Address [&] hetpjibrazaplsjsnflar_04050000_report_osppsd3jas_owa_excess.form_2Pp_report_parameter_id=1751948p_session=44FBA3ZAEADEO4ESERCAT 32FSE7CA1EECEFERSDE2ODADATAF7C2 ¥ |

¥

&%,
|

Enterprise

Sunflower Enterprise - Production 4.5.0.0 Excess Reports

ASMNG120 Asset Search

How Would You Like to Select the Assets that Appear on the Report?

Description |

Description |

Manufacturer | EETS

Model Nurnber |

Model Name |

Serial Mumber |

Fed. Supply Group |

Mational Stock Mumber |

Minimum Asset Value
Include Only Assets Acquired Between (MMIDDAYYY) and (MMIDDIYYYY)

Interest Types AGREEMEMT ASSET

EXCESS ASSET

FINANCIAL ASSET

INACTIVE ASSET
ATTRIBUTES RELATED TO :I
CATALOG

ATTRIBUTES RELATED T

ACOCT OTATE

&lboe [ [ [ e

4.

Select the Submit button to run the report.

Result: The review query screen displays.

Query Item to Find Common Cost
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iflower Enterprise - Production 4.5.0.0 - 09/12/2007 {ZSURI@osppsd3)

| Asset Search {Sheila Sirois) - Microsoft Internet Explorer
file Edt Vew Favortes Took Help H Links (] Sunfloweer |

GBack - = - @) @} | @usearch GeFavories Gveda B | - &

ddress I@ htpe fflibrazeplsfsnflwr_04050000_report_osppsd3/as_owa_excess form_2 j

Enterprise

Sunflower Enterprise - Production 4.5.0.0 Excess Reports

ASMNG120 Asset Search

Choaose an output format

@ acrobat © HTML © Textfile expart (Excel, Lotus 1-2-3, Access.)

Prass _GXECUe |tn pun the reportwith the following parameters

Selection Criteria: 175195

Description

Manufacturer | DELL INC.

Model Mumber

Model Mame

Serial Mumber

Fed. Supply Group |

Mational Stock Mumber

Minimurm Asset Value | §0.00

Interest Type(s) | INVENTORY ASSET

Include Current Information |Y

Include Closed Interest Assets | M

—

Group #1 MOME

Done [ [ B tocalintranet

5. Select the Acrobat radio button.
6. Select the eXecute button to run the report.

Result: The Asset Search Report displays. The last page provides a total of all assets
found and the total cost. To calculate a common cost, divide the total cost by the
number of assets found.
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Page 7966 of 7967

se Asset Search
09/12/2007 20:38
Flags Description Manufacturer Model Number Serial Number Asmet Value Acg Date
) o PROJECTCR, DELL INC. 1100MP DLP CDSAPS0012 g 9250.00 08/09/2007
DIGITAL

Cust Area S5001R001 Location : WASHINGTON, DC
‘roperty C BUILDING : HCHE ROOM : 11

Phone
lurrent Us ¢ MCGRATH CHRIS 269333

Phone : 7574360200

] SERVER, AUTOMATIC DELL INC. 1400 POWEREDGE CDSAPS0014 E 6,800.00 09/08/2007

DATA PROCESSING

Cust Area ' 55001R001 Location : WASHINGTON, DC
Jroperty C BUILDING : HCHE ROOM : 11

Phone :
lurrent Us : MCGRATH CHRIS 269333

Phone : 7574360200
8 (o) LAPTOP COMPUTER DELL INC. 100L LATITUDE E 1,200.00 09/10/2007
Cust Area  5S001R001 Location @ WASHINGTON, DC
Jroperty © BUILDING : HCHB ROOM 1o0

Fhone
‘urrent Us

Phone

Total 36540 $ 97,151,340.85
Report Total : 36540 $ 97,151,340.65

End of activity.
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Creating Commodity Assets

Edt Agree Conbact Mgt Enance |nsctve Excess Beew [T Componends Agerin Repons Funchios UMY indow Help

BHAD & avy BEEEEAH TH 7 HuEEevy s EBRANOOSR
[ Mairtain inwrdory Assets 10 Page | of2)
Invintary Assets
&
Bacode # | Exitting mterest asser |
Defach Lacation® * Copy 15 Location?
Catalog Identiier” [ Gommody Asset Pacerts Chldren cpia |
Mamactune Model Murniben
Description | Madel Name |
Serial Numiber Demwing No.
T Evee QUi
Aaset Value™ [ Acquisition Date | Responsibiliy Date |
Assel Condition | Efiectae Date Expected Return Date |
Utikzation Code Flags® | Activty Type
Burwsu or Region | Property Accountablity Cfice
Cust Arma Accepted? [ ropeny Custodian |
Contaet ID | Last Name® | First | M
Usar | Last Name® First M
Location® |
Document” |
User Fields®
Giobal User Fields® |
Page? | [_Commoday | [ Comment/Pictur / Atachment | | ReReguest |
assigneg |
Record 11 L | | |

The Maintain Inventory Assets screen is also used to create commodity assets in
Sunflower. This is a very Tab sensitive screen, so as much as you can, tab through the
screen to enter your information.

Area 1 Enter a . (period) in the Barcode # field and Tab, and the system will automatically
generate a barcode number. Check the Commodity Asset checkbox next to the Catalog
Identifier field.

Complete the rest of the record as you would for an accountable property asset. Note the
Asset Value field is NOT complex for a Commodity Asset



Creating Commodity Assets

Ext agree Gonbacl Mgt [mance fnbchve Eacess Gevew (T Componesss Agnn Repods Funcboms UNRY Window Help
BHAD & avy BEEEEAH TH 7 HuEEevy s EBRANOOSR
T - —— -
[0 Maindain Inewrdsey Assets - s£m2010 Page 1 of T

Irvintory Assets
Barcode Type Type Barcode @ Relpasad?

Barcode ® | Exitting mbtrest aseet |
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Area 2 Click on the button at the bottom of the form.
Complete the Commodity details and select the OK button when you are finished.

Select the Save button to save the commodity record.
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Commodity Asset Creation

Inventory Clerk

Maintain Inventory Assets

M > Mgmt > Maintain Inventory Assets

Exit Agree Contract Momt Finance |haclive Excess Review [T Components Admin Reports Functions Uity Window Help

Ed Maintain Invertory Assets - a5 010 (Page 1 of 2)

Irventory Assets

BEHEO = oAy BEEEEE ZH 7 HuEevy-=cBEOIO &

Released? ,7

Barcode Type Type Barcode #

Barcode # ||

,7 Existing interest aseet |

Default Location® |

W Capy to Location?

Initial Event |

Asset Value™

Catalog ldentifier™ | [ Commodity Asset Parents Children CIPiA
Manufacturer | Model Number |
Description | Model Name |
Serial Number | Drawing Mo |
User Fields™ |

Acquisition Date Responsibility Date

Asset Condition | |

Effective Date Expected Return Date

Lttilization Code |

Flags™

Activity Type |

Bureau or Region |

Property Accountability Office |

Cust Area |

Contact 1D
Usger

Accepted? '_Jrnperiy Custodian |

Last Name® First
Last Name® First

Mid [
Mid [

Location™ |

Document™ |

User Fields™ |

Global User Fields™ |

[ Page 2

| I Cormmodity | I

Comment / Picture / Attachment | I Re-Reguest

The tracking identifier assigned to the interest asset
Record: 141

1. Entera. (period) in the Barcode # field and Tab.

Result — The system will automatically generate a barcode number.
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2. Check the Commodity Asset checkbox next to the Catalog Identifier field.

3. Enter the mandatory property information in the fields below, and Tab through
the screen as you go.

Field Description

Manufacturer Enter NON-BARCODED as the Manufacturer.

Model Number | Enter the model number for the asset. (Can be furniture,
monitors, typewriters, etc.) Once you Tab, the Catalog
Number and Description fields will automatically populate
(based on the Manufacturer and Model Number combination.)

Serial Number Enter the serial number of the asset, if known. Otherwise leave it
blank.

4. Complete the information on the source of the asset for the following fields:

Field Description

Initial Event Select the appropriate value about how the property was
acquired from the LOV.

User Fields* Enter additional information about the asset the User Fields*
and Save.
Note: These User Fields* will be driven by the Initial Event
selection.
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Asset Value

Enter the acquisition value for the asset. Note: For Commodity
Assets, the Asset Value field is not a complex field.

Acquisition Date

Enter the date the item was received by DOC. If date is not
known (as in the case of Found During Inventory, for example),
Sunflower requires you to use the date the item was entered in
Sunflower.

Responsibility
Date

Enter the date the item was received by DOC. The date defaults
to the same date as asset creation in Sunflower, however this
date can be modified.

Asset Condition

Change if necessary.

Effective Date

The date defaults to the date a particular transaction occurred.
For example, if the item was transferred to another PC or retired,
the Effective Date will automatically change.

5. Complete the information to identify location and user information or select an
option from the LOV for the following fields:

Field Description

Utilization Code Will autofill to IN SERVICE. Do not change.

Flags Set the Non Accountable flag to Y.

Activity Type Select from a list of values. Typically assets are Agency

Owned.

Bureau or Region

Identifies which Bureau or Region to which the asset is
assigned.

Property
Accountability
Office

Will identify the PAO for the bureau or region selected.

Custodial Area

Enter your custodial area. This selection will automatically
populate the Prop Custodian field.

Contact ID

Identifies the secondary Property Custodian for the asset.
Select the Last Name from the list of values and then select a
First name from the LOV. This will automatically populate
the Secondary Custodian’s ID in the Contact ID.

User

Select the Last Name from the list of values, and then select a
First name from the LOV. This will automatically populate
the User’s badge number in the User field.

Location

Select the Location of the asset by double clicking into the
field.

— Site

Enter or select using the LOV.

— Building

Enter or select using the LOV.

— Room

Enter or select using the LOV.

6. Select the Location* field to enter the location information.

Result: The Maintain Locations window opens:
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7. Enter or select Site from the LOV.

8. Enter or select from the LOV a Building name and Room number in the requisite
fields. Optionally enter Mail Stop.

9. Select the Save button from the toolbar to save the Location record.

10. Select the Commodity button at the bottom of the screen.

Result — The Commodity Information window opens:
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11. Enter the Quantity of the assets. (e.g. 12).
12. Enter the Unit of Measure (e.g. Box).

13. Enter a Long Description (e.g. Office Furniture). If necessary, type over the
default information (i.e. the Description of the asset).

14. Select the Ok button.
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Result: You are returned to the Maintain Inventory Assets screen.
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15. Select the Save button from the toolbar.

16. Select the Global User Field.
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17. Enter any required information as may apply to creating a Commodity Asset.
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18. Select the Save icon to close.
Result: The completed Maintain Inventory Asset screen returns.
19. Select the Save icon to save the record.

End of activity.
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Lesson Summary

* You should now be able to:

— Recognize the types of asset creation a PC can do
— Summarize the steps used to add an asset

— Add an asset

— Add assets using the ‘duplicate’ feature

— Run the Hand Receipt Report

— Search for assets using Serial Number

— Query assets for common cost

— Create a commodity asset




Chapter 4: View Property

Records
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Lesson Objectives

* After this lesson you should be able to:

— Perform a quick search using the Maintain Inventory
Assets screen

— Perform a quick search using the Query Criteria screen
— View the current status of a property record
— View the timeline details of a property record

— Perform a barcode number search to view the entire
history of a property record

— View the creator information of a property record
— View the property record’s Catalog information
— Run reports listing the history of property records




Quick Search
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Use the Maintain Inventory Assets screen to get a quick glance at all of your custodial
area’s assets.

You can perform a quick search by typing the Barcode Number and selecting the Tab key to
see the remaining asset information. Also, using the Find button from this screen, you can
query all of your custodial area’s assets and scroll through them one by one (see next page
for an example of this query).
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If you don’t know a property record’s Barcode Number, or if you want to view all of your
custodial code’s assets, from the Maintain Inventory Assets screen select the Find button

from the toolbar.
Result: The Query Criteria window is displayed, as shown above.

Enter any criteria and select the Execute button to look up the property record.
Result: The Maintain Inventory Assets screen displays the record information (see previous
page for example).

So, if you want to review all the assets for your custodial area, use this screen, then use the
arrow keys on your keyboard to scroll through the assets.



Viewing the History
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By viewing an asset’s summary and history, you can determine:

*The current status of an asset

*The history of an asset

*The creator information of an asset (Name of creator, time of asset creation)

*An asset’s Catalog information (Manufacturer, Model Number, Official Name, FSC, Object
Class, Life Expectancy, Sensitive Flag)

An asset’s history can be viewed in two ways:

1.From any screen in the NBS Property System with a Barcode Number by selecting the
Summary & History button from the toolbar, as shown above; or

2.Using the Inventory Asset Summary and History screen, discussed on the next page.

Important: The Inventory Asset Summary and History screen discussed in this chapter of
the student guide is a view only screen. Updates cannot be made through this screen.
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Use the Inventory Asset Summary and History screen to perform a barcode number search
on the current status of any custodial area’s property records.

Enter the Barcode Number and select the Tab key. The timeline information will display.

In the above screen shot, note the columns showing the history of changes for the property
record:

eDatetime — records the date and time the change/update was made

eCategory — describes the type of change related to the asset lifecycle

eDescription — brief description of change/update

e Attributes — the field and entry change/update

eLookup — drill down to other associated forms identifying the change/update

To view all details of the property record history, clear the form, then select the Details tab.
Select the Include History checkbox. Enter the Barcode Number and tab. Notice the
Include History display box is populated.



Also, the downwards pointing “carrot” signifies the asset has a prior history. Since the
“carrot” only points down, that means we are looking at the most current information for
this asset.

Note 1: Use the arrow keys on the keyboard, the Next Record button on the toolbar, or the
Vertical Scrollbar to scroll and view the asset’s history.

Note 2: When scrolling through the history of the asset, the warning “At first record” means
you have reached the most current history of the asset. Conversely, the warning “At last
record” actually means you have reached the very first (i.e. the oldest) history of the asset.
Note 3: When switching between assets, a pop-up window warning appears reminding you
that a different asset will appear.
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In this example, note both the upwards pointing “carrot” and the downwards pointing
“carrot”, which signifies the asset has both a more current history above and a prior history

below.

Also, note the Utilization Code, which shows the asset as being IN SERVICE.

Note: The Effective Date will change based on when certain information on the property

record is changed, for example Bureau, User, Location, and Custodial Area.



View the Oldest History
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In this example, note the upwards pointing “carrot”, which signifies the asset has

current history above. Since the “carrot” only points up, that means we are looking at the

oldest information for this asset.

Also, note the Act Status/Type, which shows the asset as being IN SERVICE.

To read about viewing the Creator Information, see the next page.

Note: If an asset has, in the past, been retired and reinstated, the most recent history of
the record will show the newest Initial Event but no Final Event (since it is currently an
active asset). As you scroll back in the history, the record will show the previous Initial

Events and Final Events.




View the Creator Information

- dCreator Information

Transaction Creator Information
Asgset State Created 08292002 08:09:12 By WILLIAMS ELOISE P CPPPXW
Recorded By WILLIAMS ELOISE P CPPPXW
Interest Asset State Created 08/29/2002 08:09:13 By WILLLAMS ELOISE P CPPPXW
Recorded By WILLIAMS ELOISE P CPPPXW
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When you select the Creator Information button as shown on the previous page, you can
view who created the record along with the date the record was created. You can also view
who last updated the record.



View Initial Event User Defined Fields
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To view more information about the purchase of an item, open the User Fields* next to the
Initial Event.

Above is an example of a capital asset with all the required fields completed.



View the Details
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To view specific details about when the property’s status changed, select the Next Block
button from the toolbar.

In this example, the Inventory Asset (property record) was created on 08/29/2002. This
means the asset was barcoded on 08/29/2002.

Note: If an asset is given a final event (retired) and then reinstated, the history of the asset
before reinstatement will always show the final event associated with the retirement. Only
the history after reinstatement will have no final event shown.
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B &
Asset Value Component
L L Details

To view specific details about a property detail, select the Details (plus sign) button next to
the field.

In this example, the Asset Value was updated on 09/08/2007.



View the Catalog Information

BEal = al<|EEEEE 28 7 HudevoecRpoaaoan

Catalogs
Catalog button
Next Block button

identifer INER Rigwad? [N
Manufacture™ [DELL NC.
Model Number [PRECISION 380
Descrption MICROCOMPUTER, DESKTOR, TOWER, MINFTOWER
Madel Name [FRECESION 380
Fed. Supply Group |GENERAL PURPOSE ADPE INCL. SOFTWARE, SUPPUES AND SUPPORT

Serce Life (yrs) | 7 Salvage Vake 1
Ovaride Saevice Lifa (yrs) | Override Sabage Vahee %
Replacemsnt Vil

Fedenal Supply Classifestion 70 (&2 MIN|AND MICRO COMPUTER CONTROL DEVICES

Stock Number | Begn Date End Date [07/01/72006
User Fields” 704202 o o

Commant / Bicture | Attachmsant

A property record’s catalog information can be viewed by selecting the Catalog button from
the toolbar from any screen in the Sunflower System.

Note: To view whether or not the Catalog item is Sensitive, select the Next Block button
from the toolbar (see example on next page.)

Remember: Contact the Administrator for catalog updates.



View Sensitive Catalog Information

BEESR = av¥ BEEEEE IH 7 HREeEV-oCERROGOAR

[ Auintain Catalog Enties - asmndndd Page 1 ard)

Catalogs

Mertifier 10036 Revewsd? N

Model Nun
Descrig Catalog Flag Assignments
Maodel Ni
Flag Minimism Value Bagin Date End Date
Fed. Supply GI e T E
5 |
[ [
Fuderal Su | [
Stock Num B
User Fie

Commaent / Bicture f Attachment

This view shows whether or not the catalog item is Sensitive.

Note: If the Sensitive flag on the Catalog is changed, it will not be reflected on the property
records with those Catalog items until a transaction occurs on each of those records.



NAV: View Asset

Timeline History




View Asset Timeline History

Inventory Clerk/ Inventory Manager
M > Mgmt > Inventory Asset Summary and History

Inventory Asset Summary and History

& Sunflower Enterprise - Production 4.5.0.0 - 09,/01,/2007 {SNFLWR_REPDS@local) —|ol x|

Exit Agree Contract Mamt Finance Inaclive Excess Review [T Components Admin Repords Funclions Ulility Window Help

(BEEf #lay BEEEEE ZH ? HeBe@v-=cEBE0O06 &2

Assets Barcode Type Parents ’_@ Children ’_@ CIpia @:

Elar:ode#| | Elarcode#|

Default Location® | B

un [ Iane Captured
¥ Include Events [ Include Open Requests  Cther [dentifiers | "@
¥ Include Resalutions ¥ Include Closed Requests
% Include Contract Reports ¥ Include IUIDAVAWE ’ 2 3
Sort By [DATETME DESC  -|[DATETIME DESC  ~|[DATETMEDESC  -|[_ GetRecords |
Datetime Category Description Attributes Docurnent?
\ \ \ | (&=
\ \ \ | &
\ \ \ | [
| | | | (= .
\ \ \ | (&
\ \ \ | (=
\ \ \ | BIEY
\ \ \ | BIEY
\ \ | | [
\ \ \ | (&l =
I Tirneline Report | [ Record Properties
The tracking identifier assigned to the interest asset | J
Record: 111 |1 o | \

dstart | | (] @ 51 @ || Hipoc 1...| Emicroso...| Esunfic., | Elsunflo.., |[Zsunfla.. Cacipoc.., | Bichapts...| Elouery . | [VEG B8 O Rlal S s09em

If you want to search by barcode number, goto task #1. Otherwise, goto task #4.
1. Enter the barcode number in the Barcode # field.
2. Tab out of the field.
Result: The timeline history autofills.
3. Use the Lookup (Details) icon to drill down to other associated forms.

goto Task#7

View Asset Timeline History
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€ sunflower Enterprise - Production 4.5.0.0 - 09,/08/2007 (25URI@osppsd3)

(

Exit Agree Contract Momt Sentry Einance |nactive Excess Review |T Components Admin Reports Eunctions  Utility Window Help

| H 1 =] | = B2 RE & 8B 0

Barcode # [CDO001346984

Assets Barcade Type Parents [1 (@] Children [ (@] C/PrA (&)~

Unigue Mame |

Default Location™ |

Detai

4

Uil [ Ione Captured

W Include Events ¥ Include Open Requests  Cther Identifiers ||NV1' CD0001346984 '|@
# Include Resalutions I Include Closed Requests
' Include Contract Reports ! Include IUIDAWAWWE 1 5 3

Sort By [DATETMEDESC | -|[CATEGORY A3¢  -|[DESCRIPTIONASC - GstRecords |
Datetime Category Description Attributes
0712412007 0B:06:54 [ONGOING EVENT  [CHANGE LOCATION [WASHINGTON, DC_ BUILDING__HCHB__ROOM_1311[&] =
[p7/24/2007 08:02:36 [ONGOING EVENT  [CHANGE STEWARD [s1080aTE Y
[par22/2008 11:43.458 [RESOLUTION [BARCODE sCAN [ ETRE
[par2z/2008 11:07:13 [RESOLUTION [BARCODE SCAN [ &
[DB/0E/2005 17:06:34 [ONGOING EVENT  [CHANGE LOCATION [WASHINGTON, DC_ BUILDING__HCHB__ROOM_1317| &)
pe/B/2005 12:55:24 [RESOLUTION [BARCODE sCAN [ ER
[DsA10/2005 15:35:50 [ONGOING EVENT  [CHANGE LOCATION [WASHINGTOM, DC__BUILDING__HCHE__ROOM_2672| &)
[psr0/2005 12.09.48 [RESOLUTION [BARCODE SCAN [ =Y
[par252004 16:45:55 [RESOLUTION [BARCODE SCAN [ =Y
[DE/07/2004 11:57:07 [ONGOING EVENT  [CHANGE LOCATION [WASHINGTOM, DC__BUILDING__HCHE__ROOM_ 2866 (&) -

Timeline Report | [ Record Properties

4. Select the Find icon from the toolbar to bring up the Query Criteria window.

Result: The Query Criteria window displays:

View Asset Timeline History
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Action Edit Query Block Record Field

& Sunflower Enterprise - Production 4.5.0.0 - 09/01 /2007 (SNFLWR._REPOS@local)

Lookup Help  Window

=1Bx]

(BEE20 = Ay BEEEEEH ZEH ? HeEEeY-cBEN6 @&

Cust Area | Property Custodian |
Contact 1D Last Name* ‘ First | tlid l_
User Last Mame® ‘ First | tlid ,7
Agreement ldentifier Type
Site |
Structure Level 1 | | Structure Level 2 |
Manufacturer | Maodel Mumber |
Description | Serial Mumber |
Interest Type | Barcode # |
Unigue ldentifier |
Initial Event |
User Fields® |
Interest Type:  Agreement T Excess  © Financial T nactive ® |nventory  © Subset
User Fields™ |
Global User Fields® |
[ Last Criteria_| l Execute | [ Cancel |

Record: 111 ||

g

dstart| | (| & 51 @ | Elpac 1. | Evicreso...| &sunfo.., | £lzuntio... |[Esunflo.. ucipac,., | Hichapte.. | Bovery .. | [VE & B> ORIl S siopm

5. Conduct a search using any one of the following criteria. You may choose one
for a broad search or many for a narrower search:

Field Description

Custodial Area Enter your custodial code. This selection will automatically
populate the Prop Custodian field.

Contact ID Identifies the secondary Property Custodian for the asset.
Select the Last Name from the list of values and then select a
First name from the LOV. This will automatically populate
the Secondary Custodian’s ID in the Contact ID.

User Select the Last Name from the list of values, and then select a
First name from the LOV. This will automatically populate
the User’s badge number in the User field.

Location The location of the asset (Site, Structure Level 1 and Structure
Level 2).

Manufacturer The manufacturer of the asset.

Model The model of the asset.

Description The official name of the asset.

Serial Number The serial number of the asset.

Interest Type Select Agreement, Excess, Financial, or Inventory.

Initial Event The initial event of the asset.

View Asset Timeline History
Sunflower Systems © 2009,
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6. Select the Find icon from the toolbar once more.

Result: The asset information is populated to the Inventory Asset and Summary
History Timeline window.

& sunflower Enterprise - Production 4.5.0.0 - 09/08/2007 {25URI®@osppsd3)
Exit Agree Contract Mogmt Sentry Finance Inactive Excess Review [T Components Admin Reports Functions  Utility Window Help

Barcode Type

Barcode # (00001346954

Unigue Name |

Default Location® |

Parents ]U_@ Children F@ CIPIA, |—@:

¥ Include Events
¥ Include Resalutions

I+ Include Open Requests
¥ Include Closed Reguests

W Include Contract Repotts v Include IUIDAMAWE 1

uin |

one Captured

Other ldentifiers |IN\N CDO001346984 h

2 8

&

Sort By |DATETIME DESC

~|[caTEGORY ASC

~|[DESCRIPTION ASC ~|| Get Records

[par22¢2008 11:43:48 [RESOLUTION

[BARCODE SCAN

[parz2/2008 11:07:13 [RESOLUTION

[BARCODE sCAN

|EIBIDEQEIE|5 17:.08:34 |ONGO\NG EVENT

|CHANGE LOCATION

|WASH\NGTON, DC__BUILDING__HCHB__ROOM__1317 &

pemB2005 125524 [RESOLUTION

[BARCODE SCAN

|DSJ’1D;QDDE 156:35:50 |ONGO\NG EVENT

|CHANGE LOCATION

N

[WASHINGTOM, DC__BUILDING_HCHB__ROOM_257

05102005 12.03:49 [RESOLUTION

|BARCODE SCAN

[par25/2004 16:45:55 [RESOLUTION

[BARCODE sCAN

|DBID7F2004 11:57.07 |ONGO\NG EVENT

|CHANGE LOCATION

|WASH\NGTON, DC__BUILDING__HCHE__ROOM__2868 &)

[2lelelele 22222

Datetime Category Description Adtributes
0712412007 08:06:54 [ONGOING EVENT  [CHANGE LOGATION [WASHINGTON, DC__BUILDING_HCHE__ROOM_1311 &) =
[p7r24/2007 08.0236 [ONGOING EVENT  [CHANGE STEWARD [s1oa0aTE

4

Timeline Report | [ Record Propeties

7. To view the timeline history of the next asset, select the Next Record button on

the toolbar.

Result: You receive a message similar to the following:

Forms

AS-01041: Asset 000183

8. Select the OK button.

Result: The next property record from the search criteria will display:

View Asset Timeline History
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& Sunflower Enterprise - Production 4.5.0.0 - 09,

2007 (ZSURI@osppsd3)

(

RIENTEN

Exit Agree Contract Momt Sentry Finance Inactive Excess Review [T Components Admin Reports Eunctions Utility Window Help

[ Hedede=c R

=

@ il &2

Assets

Barcode #

Barcode Type

Parents ]T@ Children F@ CIPIA F@:

Barcode # ‘000153

Unigue Mame |

Default Location™ ‘

1+ Include Events

Datetime

I+ Include Resolutions
I/ Include Contract Reports

¥ Include Open Requaests

Ui

None Captured

Other Identifiers ‘ INY /000163

¥ Include Closed Requests

Category

i Include IUIDAMAWF |

2 3

Sont By |DATETIME DESC

| [cATEGORY ASC

-|[DESCRIPTION ASC ~||  GetRecords |

Description

Aftributes

‘DS#H:’ZDU? 12:29:42

[oNGOING EVENT

[cHANGE USER

(MATTHEWS LISE C CPPLCM (@ =

‘03;27,"2007 12:20:33

[ONGOING EVENT

|CHANGE LOCATION

‘EIOULDER, CO__BUILDING__TABLE MOUNTAIM MESA_@

‘EISHE!’ZEIU? 14:38:15

[RESOLUTION

[BARCODE SCAN

‘DSM 8/2006 16:33.08

[onzomG Event

|CHANGE LOCATION

[BOULDER, CO__BUILDING_TABLE MOUNTAIN MESA &)

‘DSIUZHUDB 12:09:40

[onzome Event

|CHANGE LOCATION

[BOULDER, CO__BUILDING_RADIO__ROOM__T-22_T.[&]

‘DSIDHQDDE 11:06:27

[RESOLUTION

[BARCODE KEY

‘DMZEIEDDE 14:21:30

[rRESOLUTION

[BARCODE KEY

‘DQQEQDDE 12:06:35

[oNGONG EVENT

|CHANGE LOCATION

[BOULDER, CO_BUILDING_RADIC__ROOM_ 2246

‘DQQE:’ZDUS 10:45:52

[oNGONG EVENT

|CHANGE LOCATION

[BOULDER, CO_ BUILDING 1 ROOM_ 2245

‘02;’1 8/2005 11:28:22

[RESOLUTION

[BARCODE SCAN

22lelelelelel2

Timeline Repaort |

[ Record Properties

9.

End of activity.

View Asset Timeline History
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Continue scrolling through records as needed.



NAV: View Asset

Details History




View Asset Details History

Inventory Clerk/ Inventory Manager
M > Mgmt > Inventory Asset Summary and History

Inventory Asset Summary and History

& Sunflower Enterprise - Production 4.5.0.0 - 09/01 /2007 {SNFLWR_REPOS@local)

Exit Agree Contract Mamt Finance Inaclive Excess Review [T Components Admin Repords Funclions Ulility Window Help

—10/x]

(BEEf #lay BEEEEE ZH ? HeBe@v-=cEBE0O06 &2

Elar:ode#| | Elarcode#|

Default Location” |

Assets Barcode Type Parents ’_@ Children ’_@ CIpia @:

=

un [ Iane Captured

¥ Include Resalutions ¥ Include Closed Requests
% Include Contract Reports ¥ Include IUIDAVAWE ’ 2 3

W Include Events ¥ Include Open Requests Other Identifisrs | "@

Son By [DATETMEDESC  -|[DATETIME DESC  -|[DATETMEDESC - || Get Records

N N [ [ [ [

I Tirneline Report | [Record Properties

Datetime Category Description Attributes Docurnent?

PR RERREr

4

The tracking identifier assigned to the interest asset
Recard: 111 [ N | |

g

i;startl“ m F- ISI @ H @DOC}..‘I Microsu...l @Sunﬂo... I @Sunﬂo... I §5unﬂu... ac:\Doc...I Chapta...l Query | |E@—%%@Q§Jdﬂ]%

309 PM

1. Select the Details tab.
Result: The Details history screen displays.
2. Select the Include History checkbox.
If you want to search by barcode number, goto task #3. Otherwise, goto task #6.
3. Enter the barcode number in the Barcode # field.
4. Tab out of the field.

Result: The details history autofills.

View Asset Details History
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€ sunflower Enterprise - Production 4.5.0.0 - 09,/08/2007 (25URI@osppsd3)

Exit Agree Contract Momt Sentry Einance |nactive Excess Review |T Components Admin Reports Eunctions  Utility Window Help

B2 HREe

=S BE0 6 &HE

Assets

Barcode Type

Farents ’F@

Barcode # [CDO001346384

Barcode # |8 T

Unigue Mame |

Default Location™ |

Details

Timeling

4

¥ Include history "‘V_
Manufacturer [DELL INC.
Description ‘MlCROCOMPUTER‘ DESKTOP, TOWER,
Serial Mumber ‘39N5F"M

]

@

Model Number [PRECISION 340
Model Name [FRECISION 340
Drawing No. |

Initial Event [PURCHASE =) User Fields” | [&]
Final Event ‘ @ User Fields™ ‘ @
@

Acguisition Date |07/08/2002 Responsibility Date |07,26/2002
Effective Date |05/10/2005 Expected Return Date

Flags |5 0 Activity Type [AGENCY OWHED
Froperty Accountability Office |51OASA
Property Custodian |COLEMAN BRANDI M CPPO0D

Asset Value™ ‘
Agset Condition ‘
Utilization Code [IN SERVICE
Bureau or Region ‘05
Cust Arsa 510ASAMSS
Property Contact ‘

$2,457.00 NOT CAPITALIZ

22l

Current User ‘
Location® ‘WASHINGTON‘ DC__BUILDING __HCHB_ ROOM__ 2872

Document” |

User Fields™ ‘

lobal User Fields™ |

22222222

1

[ Creatar Infarmation [ Interast Details

5. Use the Lookup (Details) icon to drill down to other associated forms.
Goto task #9
6. Select the Find icon from the toolbar to bring up the Query Criteria window.

Result: The Query Criteria window displays:

View Asset Details History
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& Sunflower Enterprise - Production 4.5.0.0 - 09/01 /2007 (SNFLWR._REPOS@local)

Action Edit Query Block Record Field Lookup Help Window

=1Bx]

(BEE20 = Ay BEEEEEH ZEH ? HeEEeY-cBEN6 @&

Cust Area |

Contact 1D
User

Agreement ldentifier

Property Custodian |

wid [
Mid ||

First |
First |

Last Name* ‘

Last Mame® ‘

Type

Site |

Structure Level 1 |

| Structure Level 2 |

Manufacturer |

Maodel Mumber |

Description |

Serial Mumber |

Interest Type |

Barcode # |

Unigue ldentifier |

Initial Event |
User Fields® |

Interest T

ype: O Agreement T Excess O Financial  Clnactve ®lmwentary  © Subset

User Fields™ |

Global User Fields® |

[ Last Criteria_| l Execute | [ Cancel |

Record: 111 ||

g

dstart| | (| & 51 @ | Elpac 1. | Evicreso...| &sunfo.., | £lzuntio... |[Esunflo.. ucipac,., | Hichapte.. | Bovery .. | [VE & B> ORIl S siopm

7. Conduct a search using any one of the following criteria. You may choose one
for a broad search or many for a narrower search:

Field Description

Custodial Area Enter your custodial code. This selection will automatically
populate the Prop Custodian field.

Contact ID Identifies the secondary Property Custodian for the asset.
Select the Last Name from the list of values and then select a
First name from the LOV. This will automatically populate
the Secondary Custodian’s ID in the Contact ID.

User Select the Last Name from the list of values, and then select a
First name from the LOV. This will automatically populate
the User’s badge number in the User field.

Agreement Select the type of agreement the asset is on.

Identifier

Location The location of the asset (Site, Structure Level 1 and Structure
Level 2).

Manufacturer The manufacturer of the asset.

Model The model of the asset.

Description The official name of the asset.

Serial Number The serial number of the asset.

View Asset Details History
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Interest Type Select Agreement, Excess, Financial, or Inventory.

Initial Event The initial event of the asset.

8. Select the Find icon from the toolbar once more.

Result: The asset information is populated to the Inventory Asset and Summary
History Details window.

& Sunflower Enterprise - Production 4.5.0.0 - 09/08/2007 (25URI@osppsd3)

Exit Agree Contract Mamt Sentty Finance Inactive Excess Review |T Compaonents Admin Reparts Functions Utility Window Help

Aagels Barcode Type Parents ’D_@ Children 'U_@ CIPIA @:

Barcode # |CDDDD1345954 Barcode # |[oJoli] B

Unigue Name |

4

Default Location™ |

Timeling JEWEETE

¥ Include history ™

Manufacturer [DELL INC @ Model Number [PRECISION 340 @:
Description ‘MICROCOMF‘UTER‘ DESKTOP, TOWER, Model Name |PRECISION 340
Sernal Mumber ‘EQNSPM Drawing Mo, |
Initial Event ‘PURCHASE @ User Fields® ‘ @
Final Event ‘ @ User Fields* ‘ @
Assat Valus® ‘ $2 457.00 NOT CAP\TAUZ@ Acguisition Date ’W Responsibility Date ’W
Asset Condition ‘ Effective Date ’W Expected Return Date ’7
Utilization Code \IN SERVICE Flags[s 0o Activity Type |AGENCY OWNED
Bureau or Region ‘05 @ Froperty Accountability Office |510A5A
Cust Area ‘51 OASAMSS @ Praoperty Custodian |COLEMAN BRANDI M CPPO0D

Property Contact ‘

Current User ‘
Location® ‘WASHINGTON‘ DC__BUILDING __HCHE__ROOM__ 2872

Document® ‘

User Fields™ |

Global User Fields™ ‘

Pezee@E

4

[ Creatar Information [ Interest Details

9. To view the details history of the asset, select the Next Record button on the
toolbar, the keyboard arrow keys, or the scrollbar.

Result: When switching between assets, you receive a message similar to the
following:

\3 AS-01041: Asset 000183

10. Select the OK button.

View Asset Details History
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Result: The next property record from the search criteria will display:

& Sunflower Enterprise - Production 4.5.0.0 - 09/08/2007 {Z5URI@osppsd3)
Exit Agree Contract Momt Sentry Finance Inactive Excess Review |TComponents Admin Reports Functions Utility ‘Window Help

(, E = l

S EHE DS @&

Barcode Type

Parenis [0 (&) cChiden [ (@] cRalc (@)

Barcode # [100183

Unigue Name |

Default Location™ |

M Include histary v

Manufacturer ‘DELL INC:
Descriptian ‘MICHOCOMPUTEP, DESKTOP, TOWER,
Serial Nurnber ‘UXHEG
Initial Event ‘PURCHASE
Final Event ‘
Asset Value™ ‘
Asset Condition ‘4
Utilization Code ‘\N SERVICE
Bureau or Region ‘NTIA
Cust Area [B1NTIA D1

§2,462.00 |NOT CAPITALIZ
USED - MAIOR REPAIRS

Fl

EIEE

2el

Mol Nurnber PS. T450 DIMENSION B
Model Name [DIMENSION
Drrawing Mo, ‘
User Fislds* | EY i
User Fields™ ‘ @

Acquisition Date 04,01/1999 Responsibility Date
Effective Date 05/11/2007 Expected Return Date
Flegs |3 O Activity Type |AGENCY OWNED

Property Accountability Office ‘E'\NTlAﬁ
Property Custodian \MATFHEWS LISE G CPPLCM

Property Contact ‘

Current User ‘MA‘ITHEWS LIZE C CPPLCM

Location™ ‘EOULDER, CO__BUILDING__TABLE MOUNTAIN MESA_ ROOM__T 22

Document™ ‘

Usger Fields™ ‘

Global User Fields™ ‘

EERRERErE

4

[Creatgrlnformatiun I |nterest Details

11. Continue scrolling through records as needed.

End of activity.

View Asset Details History
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LAB: Barcode Number Search

(Summary and History)

Search the timeline history for asset with the following barcode number:
CD0001346984

Search the summary and history information for the asset with the barcode number:
CD0001346984




Reports

To view history information in a report format,
one of three reports may be used:

* Inventory Asset Timeline Report
* Inventory Asset History
* Inventory Assets (Global Information)

These reports may be run to view the history and details of property records. Since reports
display real time data, as soon as a record is changed, the new information is reflected in
the report.

Inventory Asset Timeline — displays timeline activities by asset identifier

Inventory Asset History — Shows the detailed changes and who made them
Inventory Assets (Global Information) — Shows detailed and summary information of
assets

If you have trouble displaying reports you may need to disable your popup blocker or
enable Sunflower as a pop-up execution. One method to disable your pop-up blocker is
listed below. Always check with your IT support.

1.

uhwbN

On the Internet Explorer menu bar, select Tools>Internet Options.
Select the Privacy tab.

Uncheck Block the pop-ups checkbox.

Select the Apply button.

Select the OK button.



NAV: View Inventory Asset

Timeline Report




View Inventory Asset Timeline Report

Inventory Clerk/ Inventory Manager
M > Mgmt > Management Reports

Management Reports

73 Management Reports (Sheila Sirois) - Microsaft Internet Explorer
Ele Edt Yiew Favorkes Tooks  Help “Lmks [35unflower
ok - = - @ [ 6| @zearch Goravertss Gveda | - &
|| Address |@ et /flibraz4/ps/sriivi_04050000_report_osppsd3/as_ows_management, mair?p _session—46D9+A573E23C 2299361 314729AD6BAD4TFI9007E AZB1BAL O 1431 21C4249C COMDDROSTEDLIIE Y| (P Go |

=

Fmterpﬂ 86 Sunflower Enterprise - Production 4.5.0.0

ASMNEOOD Management Reports

To run a report, click one of the links helow.

Inwentory Assets (Global Information: Inventory Asset Summary by Asset Flag
Asset Search Inventory Asset Summary by Asset Type
Asset Structurs Inventary Asset Timeling
Inventory et Activity Summary by Asset Flag Inwentory Asset Utilization
Inventory Asset Activity Summary by Asset Type Inventory Assets Pending Acceptance by Age
Inventory Asset Final Events Inventory Assets Pending Release by Aue
Inventory Asset History Inventory Assets with Recently Denied Reguests
Inventory Asset Initial Events Inventory Assets with Reguests
Inventory Asset Interface Processing Results Purchase Order Aging Report
Inventory Asset Ongoing Events High Yolums Shipping Interface Frocessing Results

Previousky Run Repart

Reports Main Meny

1. Select the Inventory Asset Timeline report link.

Result: The report criteria screen displays.

View Inventory Asset Timeline Report
Sunflower Systems © 2009, All Rights Reserved

SF4.5
4-32



Production 4.5.0.0 - 09/08,/2007 (ZSURI@osppsd3)
/J Inventory Asset Timeline (Sheila Sirois) - Microsoft Internet Explorer

JE\IE Edit ¥iew Favorites Tools  Help HLinks [ Sunflower

| ek - = - @ [0 @] Bsearch GFavaites Eveda (3| R S

| Address [&] http://lbra24/plsfsnflur_04050000_report_osppsd3/as_owa_management.form_£2%p_application_name=Sunflower-+Enterprise-+—+ Production+4.5.0.08p._return_to_name=Management+Re| ™| @G0

Enterprise B

Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG190 Inventory Asset Timeline

How Would You Like to Select the Timeline Activities that Appear on the Report?

Barcode # |

Timeline Activity Description |

Frorm (MWD DY) To (MMIDDM YY) I

Include Which of the Following?

' msset Events

F closed Asset Requests
. uiDnsimnE

~ Open Asset Reguests
M Report

M Resolutions

How Would You Like the Timeline Activities to he Sorted?

1 2 3

|oaTETMEDESC 7] [caTEGORY ASC  v| [DESCRPTION A5C ¥]

Submit I Reset

Management Reparts

=
| &1 pore RN

2. Enter the barcode number in the Barcode # field.

3. Tab out of the field.

4. Enter the Timeline Activity Description in the Timeline Activity Description
field.

5. Tab out of the field.

6. Enter the date range to search using the From (MM/DD/YYYY) and the To
(MM/DD/YYYY) fields.

7. Check the appropriate fields in the Include Which of the Following? section.

Note: At least one field must be checked.

8. Change the sort criteria as needed in the How Would You Like the Timeline
Activities to be Sorted? section.

9. Select the Submit icon.

View Inventory Asset Timeline Report
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Result: A confirmation and output page displays.

=1 Inventory Asset Timeline (Sheila Sirois) - Microsoft Internet Explorer

Fle Edit Wiew Favorites Tools Help “Links [__ISunFlower |
Bk ~ = - () ol | Qisearch  [E)Favorites X Media @l B &

Address I@ http:/flibraz4 plsisnflwr_04050000_repart_osppsd3fas_owa_management Form_z2 j @GU

rEnterprise

Sunflower Enterprise - Preduction 4.5.0.0 Management Reports

ASMNG190 Inventory Asset Timeline

Choose an output format

© acrobat @ HTML € Textfile export (Excel, Lolus 1-2-3, Access..)

Fress _eXeele |4g run the report with the following parameters

Selection Criteria: 175173

| Barcode # ‘ CD0001 346934
Timeline Activity Description

From 097012006

To 09/07s2007

|Asset Events ‘

|Clnsed Asset Reguests ‘

| LD ‘

|Open Asset Reguests ‘

I
Y
N
N
N
M
M
I

Repart
Resolutions
Sorted by
[ [ =]
|81 Dane [ [ [ @ oralintranet

10. Review the criteria and select Acrobat and then select the eXecute button.
Note: You may select the back button to change any criteria selected.

Result: The Inventory Asset Timeline report displays.
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Sunflower Entsrpriss
ACMNEL0D

Darcods § : INV CDOOO1348334

Datstine Categery Type

Depcription

Inventory Resat Timeline

Attributes

Craated Ey

Pags 2 of 3
00/08/2007 22:05

Reccrded By

a7/24/2007 03:06:54  ONOOING EVENT

07/24/2007 03:02:36  ONOOING EVENT

CHANGE LOCATICN

CHANSE ETEWARD

Hew Locaticn:WASHINGTOH,
DC__EUILDING_ HCHE BCCM_ 1311

Hew steward:51CAOAITE

COLEMAN JERI CPRICT

COLEMAN JERI CPRICT

COLEMAN JERI CRRJGC

COLEMAN JERI CRRJGC

11. Use the scrollbar to scroll through the report.

End of activity.
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NAV: View Inventory Asset

History Report




View Inventory Asset History Report

Inventory Clerk/ Inventory Manager
M > Mgmt > Management Reports

Management Reports

/J Management Reports (Sheila Sirois) - Microsoft Internet Explorer

Fle Edt Yew Favorites Tools Help HLInkS [C1SunFlower ‘

ek - = - @) [0 G| @search [Favorkes Chveda B | B S

|| Addrass [&] hitp:4fibraz4/plsfsnfur_04050000_report_osppsdsfas_owa_management maintp_session=46004457 9E 23C 2299361 314729ADEEA04TF 39007EAZELBA 10ELAB121C42490C02DD20S FED181E | @ 6o ‘

Fnter/p ﬂ Se Sunflower Enterprise - Production 4.5.0.0

ASMMNENDD Management Repaorts

To run a report, click one of the links below.

Inventory Assets (Global Informationy Inventory Asset Sumrman by Asset Flag
Asset Search Inventory Asset Suramary by Asset Type
Asset Structure Inventory Asset Timeline
Inventory Asset Activity Summary by Asset Flag Inventory Asset Litilization
Inventors Asset Activity Sumrmary by Asset Tupe Inventory Assets Pending by Ane
Inventory Asset Final Events Inventory Assets Pending Release by Age
Inventory Asset History Inventory Assets with Recently Denied Requests
Inventory Asset Initial Events Inventary Assets with Requests
Inventory Azset Interface Processing Results Purchase Order Aging Report
Inventory Asset Ongoing Events High Yolume Shipping Interface Pr Resulls

Previously Run Report

Reports Main Meny

1. Select the Inventory Asset History report link.

Result: The report criteria screen displays.
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Production 4.5.0.0 - 09/08/2007 (ZSURI@osppsd3)
T Inventory Asset History (Sheila Sirois) - Microsoft Internet Explarer

iz Edt View Favortes Tools  Help |JL|nks [ 5unflower

SBak + = - @) [1] 2| Dsearch Favortes hveda B | - S

| Addrass [&] hitp: fibraz4/plsfsnflhar_04050000_report_osppsdsfas_owa_management.farm_&7p_application_name=3unflowerEnterprise-+—Production+4.5.0.08p_retur_to_name=Management tRep ™| P G0 ‘

Enterprise

Sunflewer Enterprise - Production 4.5.0.0 Management Reports

ASMNG060 Inventory Asset History

Barcode #

Submit | Reset

Management Reports

[ [ [ [PErocalintranet

El

| [&] pone

2. Enter the barcode number in the Barcode # field.

3. Tab out of the field.
4. Select the Submit icon.

Result: A confirmation and output page displays.
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| Sunflower Enterprise - Production 4.5.0.0 Management Reports

Production 4.5.0.0 - 09/08,/2007 (Z5URI@osppsd3)

73 Inventory Asset History (Sheila Sirois) - Microsoft Internet Explorer =] &2

| Ele Edc wiew Favorkes Took Heb

“Llnks [Edsirioner ‘
| eBack - = - @ [A) @ search GiFavorites Eiveda (B B &

1 JAc_ldress |@ hitp:/flibra24/pls/snflw_04050000_report_osppsd3jas_owa_management.form_&

rEnterprise B

ASMNGO60 Inventory Asset History

Choose an output format

@ pcropat © HTML

Press _S¥ecue 1o run the report with the following parameters

Selection Criteria: 179174

el

Barcode #

CD0001346984

Mananement Reports

|&] Done

E

5.

[ | | &8 ocalintranet

Select the Acrobat radio button, review the criteria and select Execute.

Note: You may select the back button to change any criteria selected.

Result: The Inventory Asset History report displays.
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flwr_0405 - Microsoft Internet Explorer

| inks [__]Sunflower
| wBack ~ = - @ @ | @search avories Qhveda (B | B &
| ddress [] hepslioraz4/reports{rwservlet cmakey=snflwr_04050000_report_osppsd3server=repd_snflwr_04050000_osppsd3sdeimited_hdr=nogrslmiter=nonetdestype=cachegmmetype=applica ¥ | §Go

HE R &£ €9l salim - o

Sunflower Enterprise Inventory Asset History

ASMNE060 0

Barcods # : CDODO1346584
Flags : & o

Description : MICROCCMPUTER, DESKTOP, TOWER, MINI-TOWER
Manufacturer : DELL INC.

Model Number : PRECISION 340
Serial Number : ISNSP11

Drawing No.

Asset value : % 2,457.00

Acguisition Date ; 07/08/2002

Initial Event : PURCHASE on: 08/23/2002  User Flelds : Vendor:
Final Event : on : User Fields
Bff Date cust Araa Property Contact Current User Lacation Bxt Rt
07/24/2007  S10ROAITE WASHINGTCN, DC
BUILDING : HCHE  ROCM :
1311

User Flelds
@1lcbal vUser Fislds : Common Mame:**Parscnal Organization Code:+*+Line office:**Document Recaived Date:**Export Control
Class. No.:**DoC Capitalized Asset:**Group ID:

Document Type Doc. No.
Storage Type : oOrganization
Document User Fiald
Created by : COLEMAN JERI CPRIGC on : 07/24/2007 08:06
07/24/2007  SLOROAITE WASHINGTCH, DC
BUILDING : HCHE  ROCM :
1317

User Flelds
Global vUser Fields @ Common Name:**Perscnal Organization Code:**Line office:**Document Received Date:**Export Control
<lags. No.:**DoC Capitalized Assst:**Group ID:

Document Typa Doc. Ho.
Storage TYDe organization
Document User Field

Created by @ COLEMAN JERI CPRJGC on ¢ 07/24/2007 03:02

1050%8.00in 4] | LlJ

e

6. Use the scrollbar to scroll through the report.

End of activity.
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NAV: View Inventory Asset

Global Information Report




View Inventory Asset (Global Information) Report

Inventory Clerk/ Inventory Manager
M > Mgmt > Management Reports

Management Reports

/J Management Reports (Sheila Sirois) - Microsoft Internet Explorer

Fle Edt Yew Favorites Tools Help HLInkS [C1SunFlower ‘

= Back - =~ G| @search RFavorkes hveda | - S

|| Addrass [&] hitp:4fibraz4/plsfsnfur_04050000_report_osppsdsfas_owa_management maintp_session=46004457 9E 23C 2299361 314729ADEEA04TF 39007EAZELBA 10ELAB121C42490C02DD20S FED181E | @ 6o ‘

|

Fnter/p ﬂ Se Sunflower Enterprise - Production 4.5.0.0

ASMMNENDD Management Repaorts

To run a report, click one of the links below.

Inventory Assets (Global Informationy Inventory Asset Sumrman by Asset Flag
Asset Search Inventory Asset Suramary by Asset Type
Asset Structure Inventory Asset Timeline
Inventory Asset Activity Summary by Asset Flag Inventory Asset Litilization
Inventors Asset Activity Sumrmary by Asset Tupe Inventory Assets Pending by Ane
Inventory Asset Final Events Inventory Assets Pending Release by Age
Inventory Asset History Inventory Assets with Recently Denied Requests
Inventory Asset Initial Events Inventary Assets with Requests
Inventory Azset Interface Processing Results Purchase Order Aging Report
Inventory Asset Ongoing Events High Yolume Shipping Interface Pr Resulls

Previously Run Report

Reports Main Meny

1. Select the Inventory Asset (Global Information) report link.

Result: The report criteria screen displays.
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ZJ Inventory Assets (Global Information) (Sheila Sirais) - Microsoft Internet Explorer

JE\Ie Edit  Wew Favortes Tools  Help “L\nl@ (1 Sunflower |

| &bk - = - @ i} | @isearch (F)Favarkes Shvedic B | - S

|| Address [&] hitp: fibraz4pls/snflwr_04050000_report_osppsd3fas_owa_management. form_t 7p_application_name=Sunflower +Enterprise-+—+Production+4.5.0.08p_retum_to_name=Management thep > | (760

Enterprise
Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG030 Inventory Assets (Global Information)

How Would You Like to Select the Assets that Appear on the Report?

Bureau ar Region |

Froperty Accountability Office |

Cust Area |
™ Include the Cust Area's child Organizations
Description |
Manufacturer |
Model Number |
Identifier LastMame First Mid Prefix Sufil
Property Contact | | | | | LI -
Identifier Last Mame First Mid Prefix Sufilx
Current User | | | | | =1 -
Identifier Type
Agreement | | ;l
You can use '%'as awildcard character in the Identifier field
SitefOf-Site Type Stlvl Type Stivl Identifier Stlv2 Type Stiv2
Location | =] [ewome =] | rRoomM x| |
Assels As OF (MMD DAY

Inventory Asset Barcode # |

=l
- T —i

2. Enter the search criteria in the fields provided.

Note: The more information entered, the more specific your search will be.

3. Tab out of the fields.

4. Check the appropriate fields in the Include Which of the Following? section.
Note: At least one field must be checked.

5. Change the sort criteria as needed in the How Would You Like the Timeline
Activities to be Sorted? section.

6. Select the Submit icon.

Result: A confirmation and output page displays.
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- Production 4.5.0.0 - 09/08,/2007 (2SURI®@osppsd3)

3 Inventory Assets (Global Information) (Sheila Sirois) - Microsoft Internet Explorer

file Edt View Favortes Tools Help Hunks [ Sunflower
GBack - = - @) [0 | Bisearch GFevorites Ghredia oH | B &

Address [@] hutpslioraze fplsfsnflur_04050000_report_osppsdsfas_owa_management. form_1

rEnterprise

Sunflower Enterprise - Preduction 4.5.0.0 Management Reperts

ASMNG030 Inventory Assets (Globhal Information)

Choose an output format

@ peropat © HTML © Textfile ewport (Excel, Lotus 1-2-3, Access. )

Press _S*8CUWe |tn run the repart with the following parameters

Selection Criteria: 175175

‘ Selected by ‘

‘ Bureau or Region | a1

‘ Property Accountahbility Office |

CustArea

Include the Cust Area's child M
Qarganizations

Description

Manufacturer

‘ Madel Mumber |

‘ Property Contact |

‘ Current User |

Agreement

Location

Assets As OF

eviorinrs bt Rarenra & [l

| [&] Done [ [ [ I®Fiocalinkranet Z

7. Select the Acrobat radio button.
8. Review the criteria and select eXecute.
Note: You may select the back button to change any criteria selected.

Result: The Inventory Asset (Global Information) report displays.
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Fil= Edt GoTo Favorites Help

|| tinks (1 unflower

Back v = - @) [0 @ | @seach FFavories Pveda B | - S

Addross [@] http:ifibra2+/repartsirwseristremikey=snfiwr 04050000 report_nsppsd3server=rendl_snflwr_(40S0000_osppsd3adeini

—epplication®.2Fpdfamode—defaukirepart—asmnel x| @¥Go

4_hdr=nosdelvi d .

B X & - »[:

& & [Tow = o P

Accountability Office

10,50 % 8.00 In <

Bureau or Region :

Property :

Cust Area :

Include Children:
Description :
Mamufacturer :

Model Number :
Property Contact :
Current User :
Agreement :

site:

Level 1 Structure:
Level 2 Structure:
Activity Start Date:
Activity Start Date:

Sunflower Enterprise

INVENTORY ASSETS (GLOBAL INFORMATION)

ASMN6030

Run by
SIROIS SHEILA SSIROQIS

Run date
09/08/2007 22:18

Selection Criteria : 175175
51 Barcode # :

Serial Number :

Doc. No. :
N Document Type :
only Assets w/ ERD:

ERD Between :

Active/Retired/Both :

Incl. Asset Details:

Include Document :

Incl. Comment :

Incl. Initial Ewvent :

Incl. Ongoing Event :

Incl. Asset User Fields:

Incl. Other Interests :

Incl. Value Component :

ACTIVE

22223382 2+

(ol

2]

distart ||| ) @ % H & ]Suntiomer Enterprise - Pr... | @& ]Sunfiower Enterprise 4.5 ... | £\ Sunflower Enterprise - ... | [&] hitpe/ flibraz4/reports...

EF Unknown Zane

TDeE@ & 10opm

9. Use the scrollbar to scroll through the report.

End of activity.
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NAV: View Inventory Asset

Global Information Report
Excluding Commodity Assets




View Inventory Asset (Global Information) Report Excluding
Commodity Assets

Inventory Clerk/ Inventory Manager
M > Mgmt > Management Reports
Management Reports

Tj Management Reports (Sheila Sirois) - Microsoft Internet Explorer [_ O[]
| Bl Edt view Favorites Tocls Help HLlnks [ sunflawer

| ek - = - @ [0 A Qoearch ravorites Eiveda F | - S

J Address I@ http:Hlibra24ﬂpIsﬂsnFlwr_mU5DUUD_report_usppsd3fas_uwa_management‘main?p_session=46094A579E23C22993B1314729AD63AD47F39007EA281SA10E1A3121C4249CC09D02067ED1QlEj 6?60

|
Fnterp ﬂ 86 Sunflower Enterprise - Production 4.5.0.0

ASMMNEDDD Management Repors

To run a report, click one of the links below.

Inventory Assets (Global Informationy

Inventory Asset Surnmar by Asset Flag

Assel Search Inventory Asset Surnmary by Asset Tupe

Asset Structure Inventary Asset Timeline

Inventory Asset Activity Summary by Asset Flag

Inventory Asset Utilization

Inventory Asset Activity Summary by Asset Type

Inventory Assets Pending by Ane

Inventory Asset Final Events Inventory Assets Pending Release by Age

Inventory Asset History Inventory Assets with Recently Denied Requests

Inventory Asset Initial Events Inventary Assets with Requests

Inventory Asset Interface Processing Results

Purchase Order Aging Report

Inventary Asset Onnoing Events High Yolume Shipping Interface Pr

ing Results

Previously Run Report

Reports Main Menu

1. Select the Inventory Asset (Global Information) report link.

Result: The report criteria screen displays.
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|| Address [&] hitp: fibraz4pls/snflwr_04050000_report_osppsd3fas_owa_management. form_t 7p_application_name=Sunflower +Enterprise-+—+Production+4.5.0.08p_retum_to_name=Management thep > | (760

ZJ Inventory Assets (Global Information) (Sheila Sirais) - Microsoft Internet Explorer

JE\Ie Edit  Wew Favortes Tools  Help “L\nl@ (1 Sunflower |

| &bk - = - @ i} | @isearch (F)Favarkes Shvedic B | - S

renterprise
Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG030 Inventory Assets (Global Information)

How Would You Like to Select the Assets that Appear on the Report?

Bureau ar Region |

Froperty Accountability Office |

Assels As OF

(MMID DY)

Inventory Asset Barcode # |

Cust Area |
™ Include the Cust Area's child Organizations
Description |
Manufacturer |
Model Number |
Identifier LastMame First Mid Prefix Sufil
Froperty Contact | | | | | | -
Identifier Last Mame First Mid Prefix Sufilx
Current User | | | | | =1 -
Identifier Type
Agreement | | ;l
You can use '%'as awildcard character in the Identifier field
SitefOf-Site Type Stivl Type Stivl Identifier Stiv2 Type Stiv2
Lacation | = [euome =] | ROOM =

=l
- T —i

2.

Enter the search criteria in the fields provided.

Note: The more information entered, the more specific your search will be.

3. Tab out of the fields.

4. To exclude non-accountable (commodity) assets, scroll down in the report

criteria to the Asset Flag(s) box.
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5.

3 Inventory Assets (Global Information) (Student 01) - Microsoft Internet Explorer

Fle Edt Vew Favorites Tooks Help
@Back = \) = @ @ Mhb{)mm *Favorltes @ [ﬁzv :_\,’, = - _J @5 ﬂ ‘3

Ackdross [{@] htpfsflurdoctest,uce.doc. qov/plsfsnfl_0HISD0DU_repert_cspesdt{as_owa_management.form_Lip_apalcation_namenSunFloner tEnketcrise -+ Production+4.5.0. 0 _return_to_name=Managemerk Repertsép_retum_~] [ Go | Liks >

Inventory Asset Barcode # | =
Setial Number I
Doc. Mo Docurment Type
Document | ;I
fou can use %' as & wildeard character in the Doc. No. field
I Include Only Assets With Expected Return Date?
SOR-
Include Only Assets With Expected Return Date Between (MMIDDMYYY) and (MMIDDAYYY)
Asset Flag(s) LI
=[]
ATTRIBUTES RELATED TO ;‘
CATALOG
=[E
ATTRIBUTES RELATED TO ;I
ASSET STATE
ATTRIBUTES FOR INVENTORY ;‘
ASSET STATE
=[E
Accounting Class = =

@

Click the drop-down box to open the Asset Flag(s) selection criteria.
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a http:/ /sflwrdoctest.ocs.doc.goy - Sunflower Enterprise - Prod - |EI|1|

File Edit Yiew Favorites Tools  Help 11.’
=]
Asset Flag(s)
| Condition | Mot |AssetFIag
o~ | [
| € Or € And | r IEILILK PURCHASE
DOCUMEMTATION IMCOMPLETE
| € Or € And | r [FIELD REF LAPTOP
FURDED
| © Or © And | r Er-jn:::nT ACCOUNTABLE AZSETS (COMMODITY ASSETS ORLY)
| COr C And | [T |NOT OPERATIONAL IF FLAG IS SET
SEMSITIVE
| O And | [ ||sHARED BY OTHER ASSETS (METWORKELD!
UM-SUPPORTED ITEM-MOAL
coreand|r | =
[core And|r | =l
core and|r | =]
core and|r | =]
| Ok | Cancel I

[~
|@ Cone l_ l_ l_ l_ l_ |ﬂ Inkernet i

6. Click the Not box and the drop-down list to select the NOT ACCOUNTABLE
ASSETS (COMMODITY ASSETS ONLY)

7. Click OK to close

View Inventory Asset (Global Information) Report
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Results: The asset flag selection appears in the report criteria

) Inventory Assets (Global Information) (Student 01) - Microsoft Internet Explorer & x|
Fle Edt  View Favorites Took  Help ‘ ;'r

- €Y - A » e r, N @kﬁt

aﬁatk 5] \ﬂ @ (u | ) Search ¢ Favarites <) = [~ 2 Kj

Address |g‘| http: ifsfhwrdoctest.ocs. doc. gov pls/snflw_04050000_report_osppsd+/as_owa_management.form_1?p_application_name=5Sunflower+Enterpriss+-+Production+4.5.0.08p_return_to_names=Management+Reportsap_return_ j Go ‘Lwnks >
Inventory Asset Barcode # |

Serial Mumber |

Doc. Mo Document Type

Document I LI

“fou cah use ‘%' as a wildcard character in the Doc. No. fisld

I Incude Only Assets with Expectad Return Data?
“OR-

Include Only Assets With Expected Return Date Between (MMIDDMYYY) and (MMIDDAY)

Asset Flagi(s) NOT NOT ACCOLNT ABLE ASSETS (COMMODITY ASSETS = |

ONLY)
=[x

ATTRIBUTES RELATED TO ;I
CATALOG

ATTRIBUTES RELATED TO ;‘
ASSET STATE

ATTRIBUTES FOR INVENTORY ;I
ABEET STATE

Accounting Class ;I

=l
@ T e

8. Check the appropriate fields in the Include Which of the Following? section.

Note: At least one field must be checked.

9. Change the sort criteria as needed in the How Would You Like the Timeline
Activities to be Sorted? section.

10. Select the Submit icon.
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Result: A confirmation and output page displays.

- Production 4.5.0.0 - 09/08/2007 {(ZSURI@osppsd3)
Tj Inventory Assets (Global Information) (Sheila Sirois) - Microsoft Internet Explorer
H Links [__] Sunflower ‘

JEiIe Edit  Wiew Favorites Tools  Help

I | @Bk » = - @ & | @isearch EFavorites Ehveda (B | - &
~| @a ‘

| Address [&] hetp:fibraz4plsisnfivwe_04050000_report_nsppsdafas_owa_menagement form_t

rEnterprise

Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMN6030 Inventory Assets (Global Information)

Choose an output format

@ acropat € HTML € Testfile export (Excel, Lotus 1-2-3, Access..)

Press _ERecUe |to run the report with the following parameters

Selection Criteria: 175175

Selected by

Bureau or Region a1

Property Accountability Office

‘ CustArea |

Include the Cust Area’s child
Qrganizations

I ‘ Description |

‘ Manufacturer |

Model Mumber

Property Contact

Current User

‘Agreemem

‘ Location

‘ Assets As OF |
[ |

[ [ [EEocaintranet

[\miartnn aecat Rarenda &

|&] Done

11. Select the Acrobat radio button.
12. Review the criteria and select eXecute.
Note: You may select the back button to change any criteria selected.

Result: The Inventory Asset (Global Information) report displays.
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Fil= Edt GoTo Favorites Help

|| tinks (1 unflower

Back v = - @) [0 @ | @seach FFavories Pveda B | - S

Addross [@] http:ifibra2+/repartsirwseristremikey=snfiwr 04050000 report_nsppsd3server=rendl_snflwr_(40S0000_osppsd3adeini

—epplication®.2Fpdfamode—defaukirepart—asmnel x| @¥Go

4_hdr=nosdelvi d .

B X & - »[:

& & [Tow = o P

Accountability Office

10,50 % 8.00 In <

Bureau or Region :

Property :

Sunflower Enterprise

INVENTORY ASSETS (GLOBAL INFORMATION)

ASMN6030

Run by
SIROIS SHEILA SSIROQIS

Run date
09/08/2007 22:18

Selection Criteria : 175175
51 Barcode # :

Serial Number :

Cust Area : Doc. No. :

Include Children: N Document Type :
Description : only Assets w/ ERD: N

Manufacturer : ERD Between :

Model Number : Active/Retired/Both : ACTIVE

Property Contact : Incl. Asset Details: ¥
Current User : Include Document : N
Agreement : Incl. Comment : N
site: Incl. Initial Event: N
Level 1 Structure: Incl. Ongoing Event: N
Level 2 Structure: Incl. Asset User Fields: N
Activity Start Date: Incl. Other Interests: N
Activity Start Date: Incl. Value Component : N

(ol

2]

EF Unknown Zane

TDeE@ & 10opm

distart ||| ) @ % H & ]Suntiomer Enterprise - Pr... | @& ]Sunfiower Enterprise 4.5 ... | £\ Sunflower Enterprise - ... | [&] hitpe/ flibraz4/reports...

13. Use the scrollbar to scroll through the report.

End of activity.

View Inventory Asset (Global Information) Report
Sunflower Systems © 2009, All Rights Reserved

SF4.5
4-53



LAB: Run History Reports

To run the reports use the following information:

eInventory Asset Timeline Report
eUse Barcode Number: CD0001346984

eInventory Asset History Report
eUse Barcode Number: CD0001346984

eInventory Assets (Global Information) Report
eUse Bureau: 55 (ITA)



Lesson Summary

* You should now be able to:

— Perform a quick search using the Maintain Inventory
Assets screen

— Perform a quick search using the Query Criteria screen
— View the current status of a property record
— View the timeline details of a property record

— Perform a barcode number search to view the entire
history of a property record

— View the creator information of a property record
— View the property record’s Catalog information
— Run reports listing the history of property records







Chapter 5: Changes and

Updates

Sunflower Assets 4.5







Lesson Objectives

 After this lesson you should be able to:

— Summarize the steps used to update the property
record

— Update Serial Number, Manufacturer, Model,
Barcode number

— Update Contact ID, User, and Location within
Custodial Area

— Update the Asset Value




PC — Type of

adjustment to be

PC — Action to be
taken

Process: Changes and Updates

made

Barcode Number,
Serial Number, Asset
Value, user or location
within custodial area

Complete change using
Maintain Inventory
Assets screen

Record the adjustment
using the Maintain
Inventory Assets screen Create new catalog entry and
(Request new catalog notify PC

entry if needed)

f |

Create transfer request

Manufacturer or Model
Number change

Update user or location
outside of custodial
area

Depending upon the adjustment the property record needs, the PC may make the changes
directly or may have to request a new catalog entry to be made.

e Barcode number changes should only be made if entered incorrectly or if an asset is
being retagged.

¢ Any manufacturer, model number, and serial number changes require supporting
documentation to prove the necessity of the change. These should only be changed if
they were initially entered incorrectly.

e Changes and Updates are made using the Maintain Inventory Assets screen.

® Request a new catalog entry from the administrator. The new entry must be created
before the manufacturer or model may be changed.

* To make updates to the user or location within your custodial area use the Maintain
Inventory Assets screen.

* To make updates to the user or location outside of your custodial area follow the
transfer process (see Chapter 7 Transfer Assets).



Maintain Inventory Assets Screen

[ Sostfhomer Erterprme Frodat 49/08 2007 (2SR EBosppsdd)
Ext Agree Cortracl Mgmi Seebry finance |machw Exess Bevew (TComponerts Agmin Feports functons USily findow Help
BHEA =& av BEEEEH 2H EREey=CEHENOO&R
T R
Saada Type Type Baecode # Released? [y
I Esisting mierest asset
Diefact Lacation®
Cataog Iwntibe (138563 Commodiy Asset Patrils P
Wardachitt |DELL PIC Wadel Nusber 115
Descrigbon [LAPTOP COMPUTER Modsl Name
Sevial Wumbar EnEPt) Curawing No.
it St DloCacE Usir Fiskds™
Agsat Vake" 2457 00 Acqusition Date 07082002 Fsponsibiity Date (07060002
Raven Conghon Efectr Date 020R2007 Expected Retum Date
Unikzation Code [N SERVICE Fuge* |5 0 Actiaty Typa [AGENCY CWNED
Bereay or Region |05 Proparty Accountabity Ofice 510454
Cont Avid [S10ADATE Accepted? [y Paog Custsdan
] Costact D Last Narat™ First )
- Usar Last Nama® Fint | Md
Location” [WASHINGTON, DC_BULDING_1110_ROCM _100CT
perr—
User Fiskds®
Giobal Usar Fikdy’ =
Page 3 I Comment | Picture | Attackmert | Ipaqum |
k
L

PCs can make changes to the property record. To update barcode number, manufacturer,
model, serial number, asset value, user in custodial area or location in custodial area simply
enter the Maintain Inventory Assets screen.

Area 1 Enter the barcode number of the asset in the Barcode Number field, then Tab.
Result: The remaining asset information autofills.

Area 2 Make the required changes for Catalog information in this field.
Area 3 Make the required changes for Asset Value in this area.

Area 4 Make the required changes for Custodian, User, and Location in this area. If these
fall outside of your custodial area, follow the transfer process. Note that if you are
accepting a transfer from another Bureau or PAO, you MUST update these fields.

Area 5 Use the Comment / Picture / Attachment button to attach any supporting
documentation for higher level authorities or auditors. If no documentation can be
attached, enter in the Comments field where the supporting hard copy documentation can
be found.



NAV: Update

Property Records




Update a Property Record

Inventory Clerk/ Inventory Manager
M > Mgmt > Maintain Inventory Assets

Maintain Inventory Assets

Exit Agree Contract Momt Finance |haclive Excess Review [T Components Admin Reports Functions Uity Window Help

(JEJEIJIEHJJI,_JEJJEEJ (ZE?  HeEe - EE QS &

Irventory Assets

Barcode Type Type Barcode# Released? ,7

Barcode # || ,7 Existing interest asset |

Default Location® | W Capy to Location?

Catalog ldentifier™ | [ Commodity Asset Parents Children CIPiA

Manufacturer | Model Number |
Description | Model Name |

Serial Number | Drawing Mo |
Initial Event | User Fields™ |

Asset Value™ Acquisition Date Responsibility Date
Asset Condition | | Effective Date Expected Return Date

Lttilization Code | Flags® Activity Type |

Bureau or Region | Property Accountability Office |

Cust Area | Accepted? '_Jrnperiy Custodian |

Contact 1D Last Name® First Mlid ’_
Usger Last Name® First Mlid ’_

Location™

Document™

User Fields™

Global User Fields™

[ Page 2 | I Cormmodity | I Comment / Picture / Attachment | I Re-Reguest

The tracking identifier assigned to the interest asset
Record 1/t [ | \

1. Enter the barcode number of the item to be updated in the Barcode Number
field and Tab.

Result: The remainder of the property record auto-populates.

Update a Property Record
Sunflower Systems © 2009, All Rights Reserved
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Exit Agree Contract Mamt Sentry

& sunflower Enterprise - Production 4.5.0.0 - 09/08/2007 (ZSURT@0sppsd3)

Finance |nactive Excess Review [T Components Admin Reports Functions Utility Window Help

- TERE

[ HEEEH I EE LT EELEREE Y

Barcode Type Type Barcode # Released? ’Y_

’_ Existing interest asset ‘

Unigue Name |

Default Location™ |

Catalog Identifier” |1|][|35 [ Commodity Asset Parents ’EI_ Children ’D_ C/PPA ’—
Manufacturer |DELL NG Model Number ‘PRECISION 340
Description |MICROCOMF‘UTER, DESKTOP, TOWER, MI Wodel Name ‘F‘RECISION 340
Serial Mumber |39N5P11 Drawing Mo, ‘
Initial Event |PURCHASE User Fields* |
Asset Value” ’W Acquisition Date M Responsibility Date ,W
Asset Condition | ‘ Effective Date ,W Expected Return Date l—
Utilization Cade [IN SERVICE Flags [3 O Activity Type [AGENCY OWNED
Bureau or Region |05 Property Accountability Office ‘510A5A
Cust Area |51OAOA\TE| Accepted? ’Y_ Prop Custodian ‘
Contact ID ’7 Last Mame™ l— First [— Ilid ’_
User ,7 Last Mame™ I— First [— Mid ,7

Location® |WASHINGTON, DC__BUILDING__HCHE__ROOM__1311

Docurnent® |

User Fields® |

Global User Fields® |

[ Page 2 I I Comment / Picture / Attachment | [ Re-Reguest
2. Update any necessary fields.
Field Description
Barcode # Enter the new Barcode Number for the asset.
Manufacturer Enter the new name of the manufacturer of the asset. If a list of

values appears, select the applicable standard manufacturer name
from the list.

Model Number

Enter the new model number for the asset. If a list of values
appears on the screen, select the applicable standard model
number from the screen. Once you Tab, the Catalog Number
and Official Name fields will automatically populate (based on
the Manufacturer and Model Number combination.)

Serial Number

Enter the serial number of the asset, if known. Otherwise leave it
blank.

Contact ID Update only if in your custodial area.
User Update only if in your custodial area.
Location Update only if in your custodial area.

Note: To update complex fields such as Location, remember to double click to

launch the fields,

Remember: You
Contact ID, User

and Save the information you’ve entered.

may only make changes to the Bureau or Region, Custodial Area,
and Location if they fall within your Custodial Area. For changes

outside the Custodial area, you will need to complete a transfer.

3. Select the Save button from the toolbar to save the record.

Update a Property Record
Sunflower Systems © 2009, All Rights Reserved
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Result: The property record is updated with the new information (in the example
below, the Model Number and Location fields have been modified.)

& Sunflower Enterprise - Production 4.5.0.0 -

{2007 (Z5URI@osppsd3)

Exit Agree Contract Momt Sentry Finance Inactive Excess Review [T Components Admin Reports Eunctions Utility Window Help

(B H d av @8

Inventory Assets

Barcade Type

Barcode # (CDO001346984

,7 Existing interest asset ‘

| © @l &

Type Barcode #

Released? 'Y_

Urnigue Marme ‘

Default Location™ ‘

Catalog |dentifier” ‘134553

[ Cormrodity Asset

Manufacturer ‘DELL INC

Description ‘LAF‘TOF‘ COMPUTER

Serial Murnber ‘39N5P1 1

Initial Event ‘PURCHASE

Asset Walue™ $2 457.00

User Fields* |

Acquisition Date |07,/08/2002

Asset Condition | ‘

Effective Date |09,/08/2007

Utilization Code [N SERVICE

Flags™ |5 0O

Bureau or Region ‘OS

Farents 0

Children |0

C/PfA

Model Nurmber ‘1150 INSFIROM

Model Mame ‘\NSP\RON

Drawing Mo, ‘

Responsibility Date 07/26/2002
Expected Retum Date

Activity Type [AGENCY OWMHED

Property Accountability Office ‘51OASA

Cust Area [510ADAITE

Contact ID
User ’7

Accepted? ’v_
Last Mame™
Last Mame* l—

Prop Custodian |

First
First ’—

Mid [
Mid [

Location™ ‘WASHINGTON‘ DC__BUILDING__1110__ROOM__100C23

Document™ “

User Fields™ ‘

Global User Fields* ‘

[ Page 2 ICgmmodity

Comment / Picture £ Attachment

‘ [ Re-Reguest

End of activity.

Update a Property Record
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LAB: Update a

Property Record

Update the Model Name for the Laptop that you created with Barcode #: CDO1MMDDYYXX
(where MM=Month, DD=Day, YY=Year, and XX=your student number) to Inspiron 3500.



/

New
information
here

Assets being
updated

Mass Change

Exl Agwe Cormract Mgmi Serdy Emance hache Emess Bwiew [TComponeris Ajmin Pigeds Fenchons UMy Wiedow Hep

BER ZH 7

HEiEey=CARNO0RR

b New efemation
1 Cont Arwa PC
2 Costuct © | Last Name* Frst ™
vser [ T Last bam” [ | Pt [ Ma [
¥ Localior® WASHINGTON, 0C_BULDING._RONALD REAGAN_ROOM_ BB Expocted Retum Dt
N Do Fl Efactis [te [orar
“ N
Ok & Bacoded Manctactarer | Medsl | Oicial Kame
v v DELL INC_ 1150 NSPRON_LAPTOP COMPUTER
) ¥ ¥ [COSAPSIOD DELL INC_1150 INSPIRON_LAPTOR COMPUTER
C) IE:W DELL INC._INSPIRON 3500_ MICROCOMPUTER, RACEMOUNT
P | ;o oseao DELLINC__INSPRON 3500_MICROCOMPUTER, RACKMOUNT
¥ # [COSAPSIGS DELL ING._INSPRON 00_MCROCOMPUTER, RACKMOUNT
v % [C0SAPS00G DELL NG INSPIRON 3500 _MICROCOMPUTER, RACKMOUNT
¥ ¥ COSAPSION DELL NC._INSPRON 3500_ MICROCOMPUTER, RACKMOUNT

~——

To make the same changes to more than one asset at a time, use the Change Inventory
Asset Information screen (e.g. all assets are being changed from one location to another
within your custodial area).

All changes will apply to the assets listed and all the updates must fall within your custodial
area.

Area 1 Enter the new information in this section. You may update the Custodial Area,
Contact ID, User, and Location here.

Area 2 List all assets to which to apply the changes listed in area 1.



NAV: Mass Change




Mass Change

The purpose of this document is to explain how to update several assets of a Custodial
Area with the same asset information (e.g., Contact ID, User, and Location.)

Inventory Clerk / Inventory Manager
M > Mgmt > Change Inventory Asset Information

Change Inventory Asset Information

& Sunflower Enterprise - Production 4.5.0.0 - 09,/08,2007 (ZSURI@osppsd3)

Exit Agree Contract Momt Sentry Einance Inactive Excess Rewiew |T Components Admin Reports Eunctions  Utility Window Help

Mew Information

Cust Area | pC ‘
Contact 1D Last Name® | First | id ’_
User Last Name® | First | id ’_
Location™ | [l Expected Return Date
Document® | It Effective Date |09/08/2007
Assets
Ok A Barcode # Manufacturer / Model / Official Name

|

\
\
\
\
\

Message ‘

1. Update the following information, as needed, with the new asset information.

Field Description

Cust Area The number of the new custodial area
Contact ID The name of the new secondary custodian
User The new user

Location The new location

2. Place the cursor in the Barcode Number field.

If you know the barcode numbers of the assets you wish to update , goto task #3.
Otherwise, goto task#4.

3. Enter the barcode numbers of the assets you will be updating.

Mass Change
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Goto task #7
4. Select the Find button from the toolbar.

Result: You are taken to the Query Criteria screen.

& Sunflower Enterprise - Production +.5.0.0 - 09,01 /2007 (SNFLWR_REPOS@local) 1ol x]

Action Edit Query Block Record Field Lookup Help Window

(BEEaf & Aav BEEEE 2H 7 HYRE§e /-=cBEDNG & HE

' Requested

Cust Area | Property Custodian |
Contact 1D Last Mame* ‘ First | Mlid ’_
User Last Marme™ ‘ First | tlid ’_
Agreement ldentifier Type
Site |

Structure Level 1 | | Structure Level 2 |

Manufacturer | Model Mumber |

Description | Setial Mumber |

Interest Type | Barcode # |

Unigue Identifier |

Initial Event |

User Fields* |

Interest Type: C Agreement C'Excess  © Financial Inactive ®yentory  © Subset
User Fields™ |
Global User Fields® |

[ Last Criteria_| l Execute | [ Cancel |

Record: 11 | | | J

| \
;@startm M8 5@ “ @poc_T... | Elticroso...| &)5urko... | E)sunfio... |[Esunfle.. ucipoc. .. | Echspte...| Elquery ... | (VI 882 oNdlE  suoem

5. Search based on your specific criteria (e.g. if you want to update locations, query
by location. To update a User, query by User, etc.)

6. Select the Find button from the toolbar.

Result: All assets with the criteria selected will display.

Mass Change
Sunflower Systems © 2009, All Rights Reserved
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& sunflower Enterprise - Production 4.5.0.0 - D9; 007 (2SURI@osppsd3)

Exit Agree Contract Mgmt Sentry Finance [nactive Excess Review |T Components Admin Reports Functions Wity Window Help

g0 = ay EEEEE ZH 2  HeEE§evYeacBE LG & &8

Mew Information

0 Cust Area | PC |

[ Contact ID Last Name* | First | Mid ,7
User Last Name* | First | Mid ,7

W Location® [wASHINGTON, DG BUILDING_RONALD REAGAN__ROOM_BS00 [ Enxpected Retur Date

v Effective Date [09/08/2007

-

' Dacument*

Assets
Ok & Barcode # Manufacturer / Model / Official Name
T ‘DELL INC.__1150 INSPIRON__LAPTOP COMPUTER =
W [ |CDSAF‘SDUD2 ‘DELL INC.__1150 INSPIRON__LAPTOP COMPUTER
W [ |CDSAF‘SDUD3 ‘DELL [NC.__INSPIROM 3500__MICROCOMPUTER, RACKMOUNT
W [ |CDSAF‘SDUDA ‘DELL [NC.__INSPIROM 3500__MICROCOMPUTER, RACKMOUNT
W [ |CDSAF‘SDUDS ‘DELL [NC.__INSPIROM 3500__MICROCOMPUTER, RACKMOUNT
W [ |CDSAF‘SDUDB ‘DELL [NC.__INSPIROM 3500__MICROCOMPUTER, RACKMOUNT
W [ |CDSAF‘SDUD7 ‘DELL [NC.__INSPIROM 3500__MICROCOMPUTER, RACKMOUNT
oo \
oo \
oo \ =

7. Select the Save button from the toolbar to save your work.
Result: The assets have now been updated to reflect the new information.

8. Review the Message field at the bottom of the screen to ensure that the request
was successfully completed without errors.

& Sunflower Enterprise - Production 4.5.0.0 - 09; 007 (2SURI@osppsd3)

(

Exit Agree Contract Mgmt Sentry Einance |nactive Excess Review [T Components Admin Repots Eunctions Uty ‘Window Help

0 & av BH g | 7 CeyoecEBEDN O EE

MNew Information
[ Cust Area | PG |
 Contact ID Last Name™ | First | Mid ’_
[ User Last Name™ | First | Wid ’_
M Location” [WASHINGTON, DC__BUILDING__RONALD REAGAN__ROCOM__BE0N [ Expected Return Date
' Document™ | v Effective Date |09/08/2007
Assets
Ok A Barcode # Manufacturer / Model £ Official Mame
[ [ ‘DELL ING.__1150 INSPIRON__LAPTOP COMPUTER =t
W |CDSAPSDDDZ ‘DELL INC.__ 1150 INSPIRON__LAPTOP COMPUTER
[ [ |CD5APSDUDS ‘DELL IMC. __INSPIRON 3500__MICROCOMPUTER, RACKMOUNT
W [ |CDSAF‘SDUD4 ‘DELL IMC.__INSPIRON 3500__MICROCOMPUTER, RACKMOUNT
W |CDSAF‘SUUUS ‘DELL INC.__INSPIRON 3500__MICROCOMPUTER, RACKMOUNT
W |CDSAF‘SUUUB ‘DELL INC.__INSPIRON 3500__MICROCOMPUTER, RACKMOUNT
W |CDSAF‘SUUU?’ ‘DELL INC.__INSPIRON 3500__MICROCOMPUTER, RACKMOUNT
oo \
oo \
BN | =
Message ‘Comp\ete
End of activity.
Mass Change
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LAB: Mass Change

Update all the assets in your assigned Custodial Area for training (see your Login
Information card) to the User field to you. Use the Last Name field to lookup your last
name and select your last name, first name from the list.



/ Value Adjustments \

o
0

%
S

S
4

\ /

A PC may update the asset value of a property record using the Maintain Inventory Asset
screen. The Asset Value should not be changed, but rather updated. The initial acquisition
cost should stay the same. A value may be added or subtracted to represent a betterment
to the asset or some other value related addition or subtraction.




Asset Value Adjustments

A0 - 09082 sy}

Est Apee Conbract Mgmd Senby finance hachwe Cwets Bewew [TComponents Agmin Reports funcions USily Yndow Help

BES0 & avy BEEEEE ZH 7 NNEeEVECEROO0AR

o
Lo Tyt Barcode # Fieleased? |y
:[:n TTTE ] }..cnq mest assal |
ey
Defaust Locabon”
Catalog Identiber [130563 Commadiy Asut Parerts Chideen | CRiA
Manutacterer [DELL NG Model Number (1150 INSPRON
Dascrption | APTOP COMPUTER Model Hame INSPIRON

bl (TINEP11 Deawing No. |~
g Usar Findds*
pue” $2.457 0 " Responsidiity Date [07/262002
i = e e

Utiization Code |4 SERVICE

Buress of Regen |05
Cunt Avea 510ADATE
Contact © Last Numa]

Aanin Viles Uses Frabds” Cap? )

52457 0 [512000 [l 000010000001 2400070031 e
=]

Page Cammen} | Picbars / Attachmest ReFegast

Usar Last Nama|
Location® [WASHMGTON, DC_ BUILDING_11#0_H
Docemest®

Usar Fisids® |

Global User Fields™

Use the Maintain Inventory Assets screen to make a value adjustment to a specific asset.
Area 1 Enter the barcode number in this area.

Area 2 The current value of the asset is shown here. Double click this field to adjust the
asset value.

Area 3 Use the next available line to enter the amount of value added or subtracted.
-The Type field allows you to choose the type of the adjustment from the LOV. (Acquisition
Cost, Discount, Installation, Shipping, Trade-In)

-The User Fields* are required for capital assets

Note: To decrease the value of an asset, enter a negative (-) amount in the (+/-) Dollar
Value field.



i NAV: Update Asset

Value

<2




Update Asset Value

Inventory Clerk/ Inventory Manager
M > Mgmt > Maintain Inventory Assets

Maintain Inventory Assets

Exit Agree Contract Momt Finance |haclive Excess Review [T Components Admin Reports Functions Uity Window Help

(B HBE § s ZH?  HRE e Y-S BE0O &%

Ed maintain rver SN

Irventory Assets

Barcode Type Type Barcode# Released? ,7

Barcode # || ,7 Existing interest asset |

Default Location™ | W Capy to Location?
Catalog ldentifier™ | [ Commodity Asset Parents Children CIPiA
Manufacturer | Model Number |
Description | Model Name |
Serial Number | Drawing Mo |
Initial Event | User Fields™ |

Asset Value™ Acquisition Date Responsibility Date
Asset Condition | | Effective Date Expected Return Date

Lttilization Code | Flags® Activity Type |

Bureau or Region | Property Accountability Office |
Cust Area | Accepted? '_Jrnperiy Custodian |

Contact 1D Last Name® First Mlid ’_
Usger Last Name® First Mlid ’_

Location™ |
Document™ |
User Fields™ |
Global User Fields™ |
[ Page 2 | I Cormmodity | I Comment / Picture / Attachment | I Re-Reguest
The tracking identifier assigned to the interest asset |
Record: 111 | | |

1. Enter the barcode number of the item to be updated in the Barcode Number
field and Tab.

Result: The remainder of the property record auto-populates.

Update Asset Value
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& sunflower Enterprise - Production 4.5.0.0 - 09/08/2007 (ZSURT@0sppsd3)

Exit Agree Contract Mamt Sentry Finance Inactive Excess Review [T Components Admin Reports Functions Utility Window Help

| ZE 7 HRES e BE &

Inventary Assets

Barcode Type Type Barcode # Released? ’Y_

’_ Existing interest asset ‘

Barcode # (SR

Unigue Name |

Default Location™ |

Catalog Identifier” |1|][|35 0 Commadity Asset Parents |0 Children |0 C/PPA

Manufacturer |DELL NG Model Number ‘PRECISION 340
Description |MICROCOMF‘UTER, DESKTOP, TOWER, MI Wodel Name ‘F‘RECISION 340
Serial Mumber |39N5P11 Drawing Mo, ‘
Initial Event |PURCHASE User Fields* |

Asset Value” $2,457.00 Acguisition Date |07/05/2002 Responsibility Date |07/26/2002
Asset Condition | ‘ Effective Date |09/08/2007 Expected Return Date

Utilization Cade [IN SERVICE Flags [3 O Activity Type [AGENCY OWNED
Bureau or Region |05 Property Accountability Office ‘510A5A
Cust Area |51OAOA\TE| Accepted? ’Y_ Prop Custodian ‘

Contact ID ’7 Last Mame™ l— First [— Ilid ’_
User ,7 Last Mame™ I— First [— Mid ,7
Location® |WASHINGTON, DC__BUILDING__HCHB__ROOM__1311
Docurnent® |
User Fields® |
Global User Fields® |

[ Page 2 I Commodity I Comment / Picture / Attachment | [ Re-Reguest

2. Double click the Asset Value field.

Result: The Asset Value complex field displays.

I Fd Maintain Invent

Asset Walue Components

(vl

Walue Type Asset Value User Fields™ ap?
|ACQUISITION COST $2,457.00 |51’*2002*‘*98*‘*51-11-DD-DDDD-DD-DD-DD-DD““*DD-DD-DD-DDD”D124000""000"’31-- Mo

| | No
| | [
| | [
| | [ ]

3. Select the next empty line.

Result: The value type will auto populate to Acquisition Cost.

4. Enter the amount by which to change the cost in the Asset VValue field.
Note: For negative changes, enter a minus sign (-) in front of the amount.

5. Enter the required information for capital assets in the User Fields, if necessary.

Update Asset Value
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Asset Walue Components

[l

YWalue Type Asset Value User Fields™ ap'?
|ACQUISITION COST $2,457.00 |51“*2002""‘98“*51 11-00-0000-00-00-00-0000-00-00-00001 2400000031,

lacauisimion cosT $100.00 | Mo

| | [
| | [
| | [

6. Select the Save button on the toolbar to save and close the asset value window.
7. Select the Save button on the toolbar to save the asset value update to the asset.

Result: The asset value is updated.

& sunflower Enterprise - Production 4.5.0.0 - 09/08,/2007 (ZSURI@osppsd3)

Exit Agree Contract Mgmt Semry Einance |nactive Excess Review [T Components Agmin Reports Functions Utility Window Help

Inventary Assets
Barcode Type Type Barcode # Releaged? ,T

,_ Existing interest asset |

Unigue Mame |

Default Location™ |

Catalog Identifier” |1DDSE [ Commodity Asset Parents |0 Children 0 CIPFA,

Manufacturer |DELL NG Madel Number |PRECIS\ON 240
Description |MICROCOMF‘UTER, DESKTOP, TOWER, MI todel Mame |F‘RECIS\ON 340
Serial Number |39N5F'11 Drawing No. |
Initial Event |PURCHASE User Fields™ |

Aszet Walue™ §2 557 .00 Acguisition Date |07/08,2002 Responsibility Date |07/26/2002
Agset Condition | | Effective Date |09,/03/2007 Expected Return Date

Utilization Code |IN SERVICE Flags* [ 0 Activity Type |AGENCY DWNED
Bureau or Region |OS Froperty Accountability Office |51OASA
Cust Area |510AOA\TE Accepted? ,T Frop Custodian |

Contact [0 ’— Last Mame* | First | hid l_
Uszer l— Last Mame® | First | Mid ,7
Location™ |WASHINGTON, DC__BUILDING__HCHB__ROOKM__1311
Docurnent® |
User Fields® |
Global User Fields™ |

{ Page 2 [ Commodity Comment / Picture / Attachment | I Re-Reguest
End of activity.
Update Asset Value
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LAB: Update Asset

Value

Update the asset value of the laptop you have created with Barcode # CDO1MMDDYYXX
(where MM=Month, DD=Day, YY=Year, and XX=your student number) and updated to
Inspiron 3500. Add $450 to its value.



Lesson Summary

* You should now be able to:

— Summarize the steps used to update the property
record

— Update Serial Number, Manufacturer, Model,
Barcode number

— Update Contact ID, User, and Location within
Custodial Area

— Update the Asset Value




Chapter 6: Passes and

Loans (CD-546 and OF-7)

Sunflower Assets 4.5







— Lesson Objectives

 After this lesson you should be able to:
— Explain the process behind passes and loans
— Add items to passes and loans
— Print the CD-546 and OF-7 documents
— Modify passes and loans
— Remove items from passes and loans
— Determine if an item is currently on pass or loan

— Run a report to determine which items are on
pass or loan




Process

User requests to take Run Agreement Assets
assef(s) off-site report to determine when
assets are due back
PC adds asset(s) to PC receives asset(s)
Passes and Loans [ 5 Request to and removes asset(s)
screen I extend due date from pass
' [
I
PC prints CD- i Does user want User returns
546/ OF-7 I to renew? No asset(s) on pass
I Yes l
- | User obtains approval —
Slgﬁn 4%%:; _? = - notifies PC of new
i} expected return date

To increase audit traceability and reduce manual paperwork processing, a new Passes and
Loans screen has been added to Sunflower. This screen will be used to place items on
passes and loans, print the CD-546 and OF-7, and remove items from passes and loans.
Sunflower’s Summary and History will reflect each transaction, and Sunflower’s standard
reports can be used to determine which items are out on pass. The above process
describes how PCs will use this screen.

Notes:

¢ All Pass types will be assigned a system-generated Pass Number; this value can be used to
query passes and run reports

eUsers can create multiple passes per person or organization. For example, one pass may
be created for a user where the asset is due back in one month. That same user takes
another asset which is due back in one year - in this case the PC may want to create two
passes for that one person since the items are due back several months apart.



— Pass
Pass Type |PROPERTY PASS bt Pass Number [CPPTB1-00002
Loan Purpose [WORKING FROM HOME
LoenDate [11/20/2008 Due Date (01202010
Borrower
_ Identifier ey Last __ First _ . Mid
Person [CPPTB1 BRUNSON [Tamy
Organization |
Street [1441 L STREET NW City, State, Zip [WASHINGTON, DC 20230
Office |BEA ] Room Humber (2029
Contact Name Telephone |
— Assels
Bascode Munufactures S o] . cxini :
[cooooo138a81 [onKkve [Ta-RW505 [4708918625 ‘
Print CD-545__ | Pt OF.7

The Passes and Loans screen is used to add assets to passes/loans, remove assets from
passes/loans, and update existing passes/loans.

Property Passes - Used with DOC employees only

*Must have a Person name — if the person’s name is not filled out, you will not be able to

save

ePerson name must match the name of the User on the asset record — if this does not

match, you will not be able to save

e  However, for ‘shared’ property such as laptop pools, Sunflower users may

prefer to keep one person’s name as the User on each asset record. In this
case, that person’s name could go on the Property Pass, and the actual
borrower’s name could go in the Loan Purpose field.

*When complete, both the CD-546 and the OF-7 will be available for printing

eContact Name and Telephone information are not needed

Repair Passes - Used when sending an item to an external organization for repair
*Must have an Organization — if this is not filled out, you will not be able to save
eContact Name and Telephone information should be provided
*When complete, only the CD-546 will be available for printing



/ Form L0546 U'S DEPARTMENT OF COMMERCE
(10-55 LF PERSONAL PROPERTY DIVISION Ofice of Adnzmntratve Operatioss
LOAN AGREEMENT/RECEIPT
DATE LOANED! E\.ﬁ‘d DUEDATE
20-N0V 09 20-JAN0
NAME OF BORROWER: CRGANZATION
BRUNSON TAMY CPPTE
ADORESS OFFICE
1441 L STREET MW BEA
STREET ROOM NUMBER
WASHNGTON, DC 20230 2009
CIFv, STATE 29 TELEPHONE NUMBER:
DESCRIPTION OF ECUFMENT TO BE LOANED:
TAPE RECORDER, OTHER THAN CASSETTE
BARCODE NUMBER: SERIAL NUMBER: MOCEL NAVBER:
COOD00 1 151 4708918625 TA-RWSOS
PURPOSE OF LOAN
WIORING FROM HOME
CONDITIONS OF LOAN
1. The borrow er of the above equipment agrees to return the tems in the same condition as received
fromthe LS. Dy of G . normal w ear and tear accepled, on or before the above
return date, unless the lban perod w il nol exceed thirty (30) days
2. The equipment shal not be loaned or transferred 1o a third party w ithout the w ritten consent of the
Personal Property Division authorizing official

Loans - Used with either a person or organization — so long as it is external to DOC

eEither a Person or an Organization may be chosen, depending on who/what organization
is being loaned the item(s)

eContact Name and Telephone information should be provided

*When complete, only the CD-546 will be available for printing

Users can query existing passes by:
Pass Type

Pass Number

Loan Date

Due Date

Person Name

Organization, or

Office



OF<7

OPTIONAL FORM 7 1. DATE ISSUED
SEPTEMBER 1968

PRESCRIBED BY GSA PROP ERTY PASS 1172002009
FPMR (41 CFR) 101-2&1'

This pass 1s to be used whenever property 1s removed from the building. It 1s to be
properly filled in and signed and handed to the guard when leaving the building.

2 NAME
BRUNSON TAMY CPPTB1

3. BUILDING
1441 L STREET NW
WASHINGTON, DC 20230

>

BARCODE: CDO0000138381

DESCRIPTION OF PROPERTY BEING REMOVED

SN: 4708918625

TAPE RECORDER, OTHER THAN CASSETTE

REMOVAL OF PROPERTY

5. PROPERTY BELONGS TO 6. DEPARTMENT OR AGENECY
S3BEASADOT BEA
7. SIGNATURE OF PERSON AUTHORIZING 8. IMLE

9. PASS GOOD UNTIL
012002010




NAV:

Add Assets to Pass




Add Assets to Pass

Passes and Loans

Inventory Clerk/Agreement Clerk
Admin > User Extensibility > User Defined Menu> DoC Forms> CD-546 / OF-7

— Pass

Pass Type |

Pass Humber "

Loan Purpose

Loan Date

De Date

— Borrower
Tdentifier

Last

First Mlid

Person

Organization |OS

Street |

City, State, Zip |

Office |

Room Number

Contact Hame |

Telephone

Barcode Matfacturer

Model Serialf

|»

4

[ Pritcosas | [ erimor7 |

1. Depending upon the type of pass, pick Property Pass, Repair Pass, or Loan from

the Type of Pass list of values

2. Enter the Purpose of Loan (e.g. Working from home, item is broken, research

project, etc.)

3. Enter the date the pass is issued in Loan Date

4. Enter the date the item is due back in Due Date

5. Enter Organization (Repair Pass or Loans only)

6. Enter the Person Last Name and hit the tab key (Property Pass and Loans only)

7. Select the First Name of the borrower

8. Enter the address of the borrower, using Street, City, State, and Zip

Add Assets to Pass
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0. Enter the Office and Room Number of the borrower (Property Pass only)

10. Enter the Contact Name and the Telephone number of the contact person (Repair
Pass and Loans only)

11. Enter the Barcode Number(s) in the Assets section
12.  Hit the Save button

Result: The Status bar at the bottom of the screen should show the “Transaction
complete: X records applied and saved”.

— Pass

Pass Type |F'ROF'ERTY PASS = Pass Humber |CF'F'TEI1-00002

LoanPurpose WORKING FROM HOME

Loan Date |11/20/2009 Due Date (0172072010

— Borrower
Tdentifier Last First Mid
Person |cPPTBE1 BRUNSON |TAMY |

Organization |

Street |1 441 L STREET Mty

City, State, Zip [WASHINGTON, DC 20230

Office [BEA

Room Number (2028

Contact Name |

Telephone

Model
[TA-RwsDS

Sletialkf
[4708918625 =~

Marafacturer
[omkyo

Barcode
|coooon1zse81

4

[ Pintcosas | [ eritor7 |

13.  Hit each Print button to print both the CD-546 and the OF-7
Result: You will be taken to the printed passes — print as needed

Note: If there are multiple assets on pass, each pass will have its own CD-546 or
OF-7 page.

Add Assets to Pass
Sunflower Systems © 2009, All Rights Reserved
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OFTIONAL FORM T 1. DATE I535UED
SEFTEMBER 1933

PRESCRIBED BY GSA PRD PE RTY PASS 1112002009

FPMR (41 CFR) 101-20.1°

This pass is to be used whenever property 1s removed from the building. It 1s to be
properly filled in and signed and handed to the guard when leaving the building.

2. NAME 3. BUILDING

BRUNSON TAMY CPPTB1 1441 L STREET NW
WASHINGTON, DC 20230

4. DESCRIPTION OF PROPERTY BEING REMCWVED

BARCODE: CD0000138951 SN: 4708918525
TAPE RECORDER, OTHER THAMN CASSETTE
5. PROPERTY BELOMGS TO 6. DEPARTNWENT OR AGENECY
S3BEASADOT BEA
7. SIGNATURE OF PERS0ON AUTHORIZING B TITLE

REMCOVAL OF PROPERTY

9. PASS GOOD UNTIL
0172072010

MNSH TEAN A3 4764

End of activity.

Add Assets to Pass
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Lab:

Add Assets to
Pass




NAV:

Update Pass




Update Pass

Inventory Clerk/Agreement Clerk
Admin > User Extensibility > User Defined Menu> DoC Forms> CD-546 / OF-7
Passes and Loans

— Pass

Pass Type | = Pass Humber "
Loan Purpose

Loan Date ’7 De Date ’7

— Borrower
Identifier Last First Mid
Person l— | |
Organization |OS
Street | City, State, Zip |
Office | Room Number l—
Contact Hame | Telephone l—
Barcode IManufacturer Iodel Serial#f
| | | | =
| | | |
| | | |
| | | |
| | | |
| | | |
| | | | v
[ Pritcosas | [ rintor7

1. Hit the Find button.
Result: The screen will be placed in query mode.

2. Depending on which parameter you want to query by, enter one or more of the
following parameters. Enter:

Field Name Purpose

Pass Type To pull up all passes of a specific type (Property Pass, Repair Pass,
Loan)

Pass Number To pull up a specific pass

Loan Date & Due | To pull up passes issued on a specific date or assets due back on a

Date specific date, respectively

Person To pull up all passes used to a specific person

Organization To pull up all passes issued to a specific organization

Office To pull up all passes issued within a specific DOC office

Update Pass
Sunflower Systems © 2009, All Rights Reserved
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3. Hit the Find button again.

Result: Any passes meeting the query criteria will display.

— Pass
Pass Type |PROPERTY PASS hd Pass Number |[CPPTE1-00002
Loan Putpose  [WORKING FROM HOME
Loan Date ’W De Date ’W
— Borrower
Tdentifier Last First Mid
Petson [GPPTEY BRUNSON [Tanty |
Organization |
Street [1441 L STREET Ny City, State, Zip [WASHINGTON, DC 20230
Office |E|EA Room Number '2029—
Contact Name | Telephone l—
Barcode IManufacturer Model Serialft
|coooon1zse81 [omkyo [Ta-Revvs05 [4708918625 =~
| | | |
| | | |
| | | |
| | | |
| | | |
| | | | >
[ Pintcosas | [ rintor7

4.  Optionally enter a new Due Date.
5. Optionally add other assets to the existing pass.

6.  When complete, hit the Save button.

End of activity.

Update Pass
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Lab:

Update Pass




NAV:
Remove Assets

from Pass




Remove Assets from Pass

Inventory Clerk/Agreement Clerk
Admin > User Extensibility > User Defined Menu> DoC Forms> CD-546 / OF-7
Passes and Loans

— Pass

Pass Type | = Pass Humber "
Loan Purpose

Loan Date ’7 De Date ’7

— Borrower
Identifier Last First Mid
Person l— | |
Organization |OS
Street | City, State, Zip |
Office | Room Number l—
Contact Hame | Telephone l—
Barcode IManufacturer Iodel Serial#f
| | | | =
| | | |
| | | |
| | | |
| | | |
| | | |
| | | | v
[ Pritcosas | [ rintor7

1. Hit the Find button
Result: The screen will be placed in query mode

2. Depending on which parameter you want to query by, enter one or more of the
following parameters. Enter:

Field Name Purpose

Pass Type To pull up all passes of a specific type (Property Pass, Repair Pass,
Loan)

Pass Number To pull up a specific pass

Loan Date & Due | To pull up passes issued on a specific date or assets due back on a

Date specific date, respectively

Person To pull up all passes used to a specific person

Organization To pull up all passes issued to a specific organization

Office To pull up all passes issued within a specific DOC office

Remove Assets from Pass
Sunflower Systems © 2009, All Rights Reserved

SF 45
6-18




3. Hit the Find button again

Result: Any passes meeting the query criteria will display

— Pass

Pass Type |PROPERTY PASS -

Pass Numhber |CF'F'TEI1-00002

LoanPurpose WORKING FROM HOME

Loan Date |11/20/2009

Due Date (0172072010

— Borrower

Tdentifier Last First Mid
Petson [GPPTEY BRUNSON [Tanty |
Organization |
Street [1441 L STREET Ny City, State, Zip [WASHINGTON, DG 20230
Office |E|EA Room Number '2029—
Contact Name | Telephone
Barcode IManufacturer Model Seriald
|coooon1zse81 [omkyo [Ta-Revvs05 [4708918625 =~
| | | |
| | | |
| | | |
| | | |
| | | |
| | | | >
[ Pintcosas | [ eritor7 |

4.  Click on the asset and hit the Remove Record button (to remove other assets, click

on other assets and repeat this step)

Remove Assets from Pass
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— Pass
Pass Type |PROPERTYPASS 2 Pass Number |CPPTBE1-00002
Loan Purpose [WORKING FROM HOME
Loan Date ’W De Date ’W
— Borrower
Identifier Last First Mid
Person [CPPTEI BRUNSON [Tamy
Organization |
Street |1441 L STREET M City, State, Zip |WASHINGTON, DC 20230
Office |E|EA Room Number '2029—
Contact Mame | Telephone l—
Barcode Ianufacturer Model Serial#f
| | | | =
| | | |
| | | |
| | | |
| | | |
| | | |
| | | | v
[ Pitcoses | [ rintor7

5. Hit the Save button

Note: Assets will not be officially removed from the pass until you hit the Save
button.

End of activity.

Remove Assets from Pass
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Lab:

Remove Assets
from Pass




y 8 ) N
Timeline \
'|r|'|e'ln-:- Details
un |
+ Include Events ¥ Include Open Requests  Other identifiers | AGR, INV / CD0001760936 - g
* Include Resolutions + Include Closed Requests
¥ Include Contract Reports ¥ Include IUIDIWAWF 1 2 3
Son By [DATETMEDESC __ ~|[CATEGORY ASC __ ~||DESCRIPTIONASC_ ~|[__ Get Records |
Datetime Category Dascription Altnbutes Document?
11/20/2009 10:35:06 _|INTIAL EVENT PLACED ON PASS [ v (@] -
[11/202009 103506 [ONGOING EVENT  ADDED TOAGREEMENT  |CPPVS1-00002 PROPERTY PASS_PLACED ON P/ E{
. —
Details
Timeline
¥ Include history F_
Manufacturer [DELL INC (& Model Number [ ATITUDE D630
Description [LAPTOP Model Name [LATITUDE
Serial Number ;G.QMSF\DI Drawing Mo, | ) ] Stock Mumber i
Initial Event [PURCHASE ORDER-DOC Y User Fields* [COPPER RIVER IT N
Final Event [ ﬂ User Fields®
Asset Value™ | $1.947 65 NOT CAPFI’ALQ@ Acquisttion Date an?_,rz[ﬁ'}_ Responsibility Date Erz_qﬁ
Asset Conition | l _ Effective Date [11,202009 Expected Return Date | |
Utilization Code :ON FASS ' ] Flags 's o T Actwity Type [AGENCY OWNED
Bureau or Region [ITA, =Y Property Accountability Office '55003A
S Gl o LT e - i |

The Inventory Asset Summary and History screen will show when assets are out on pass.

The Timeline shows the item has been Added to Agreement. Note to the Attributes on
the right — these show the Pass Number.

The Details show the item is On Pass, On Repair, or Loaned Out — note the Utilization
Code.

Once the item is removed from pass, the Timeline will show this as well, and the
Utilization Code will show the item as back In Service.



( Agreement Assets Report \

wer Enterprise Agresment Rssets

The Agreement Assets report can be used to determine which assets are out on pass or
loan. In short, this report shows who has assets out on loan/pass, which assets are out on
loan/pass, and when assets are due back. This report can be run by:

Agreement Identifier - a number unique to each pass (i.e. the system generated Pass
Number)

Agreement Type - run report for only Property Passes, Repair Passes, or Loans
Organization With — to view passes out with a specific organization

Person Last Name and First Name - to view passes out with a specific person

Cust Area — to view all assets on pass or loan in your Custodial Area

Only Agreements Scheduled to End Between — to view assets due back within a specified
time frame

Multiple parameters can be selected to narrow the search criteria. Other parameters are
available, as well.



e NAV:
2l g it Report to View
Assets on Pass




Print Report to View Assets on Pass

Inventory Clerk/ Agreement Clerk
Agree > Agreement Reports

Agreement Reports

Emte rD ﬂ Se Sunflower Enterprise - Production 4.5.0.0

ASAGEDDD Agreement Reparts

To run a report, click one of the links below.

Adreement Assets (Global Inforration) Agreerrent Asset Utilization
Agreement Activity Agreerment Assets
Agreement Additions and Deletions Asset Search
Agreement Asset Activity Summary by Asset Flag Asset Structure
Agreement Asset Activity Surmmary by Asset Type Matetial On-Hand
Agreement Asset Interface Processing Resulls Material On-Loan
Adreement Asset Ongoing Events Matetial Transactions
Aareement Asset Summary by Asset Flag Material Usage Statistics
Adreement Asset Summary by Asset Type Matetial Receipt Ticket
Aareement Asset Timeline Purchase Order Aning Report

Previously Run Report

nnnnnnnnnnnnnnnnn

e e e e

1. Select the Agreement Assets report link (right side - second from the top).

Note: Do not select the Agreement Assets (Global Information) report link. This
report will not provide you with the information you need.

Result: The report criteria screen displays.

Print Report to View Assets on Pass
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How Would You Like to Select the Assets that Appear on the Report?

Identifier Type
Agreement | | ;l
fou can use "%’ as awildcard character in the [dentifier field
Organization By |
Sponsar |
Organization With I
Identifier Last Mame First mtid Prefix Suffix
Persan With | | | | | ;' | Ll
Only Agreements Scheduled to End Elerween| (MMIDDAYY Y andl (MMIDDAYY Y
Assets As Of |— (MMDDRAYYY)
Bureau or Region |
Property Accountability Office |
Cust Area |
7 Include the Cust Area's Child Organization
ldentifier Last Mame First hid Prefix Suffi
Property Contact | | | | | Ll | ﬂ
Identifier Last Mame First mtid Prefix Suffix
Current User | | | | | ;' | Ll
'l Done ’_|—

2. Depending on what you want to view, enter one or more of the following
parameters (or use any other parameters as appropriate). Enter:

Field Name

Purpose

The Agreement Identifier (Pass Number)
or the Agreement Type (Property Pass,
Repair Pass, Loan Pass)

To view specific passes or types of passes

The Organization With organization

To view passes out with a specific
organization

The Person Last Name and First Name

To view passes out with a specific person

Your Cust Area (Custodial Area)

To view all assets on pass or loan in your
Custodial Area

The Only Agreements Scheduled to End
Between fields

To view assets due back within a specified
time frame

Print Report to View Assets on Pass
Sunflower Systems © 2009, All Rights Reserved
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3. Optionally check the Asset Details box towards the bottom of the screen to see
additional information about the assets on pass

4. Hit the Submit button

Result: A confirmation and output page displays.

Agreement Assets {Repository Owner) - Microsoft Internet Explorer = |5|

ile  Edit View Favorites Tools  Help | 1','
a - o 3 1A .
;;Back - J - d @ _ﬂ /_jSearch \Ff\( Favorites £‘3| = | - ig ‘:’i
jddress Iéj http:/fsfhwrdoctest . ocs.doc, govypls/snflwr 04050000 _report_osppsd3fas_owa_agreement.form_1 j G0 |L\nks ©
a

Enterprise

Sunflower Enterprise - Production 4.5.0.0 Agreement Reports

IASAGGO10 Agreement Assets

Choose an output format o

 merobat ® HTML

Fress tu run the report in this window or Press __Backaraund |4o ryn the report in the background

Selection Criteria: 363104

|Agreemem |dentifier

| Organization By

| Agresment Type ‘ PROPERTY PASS

| Sponsar
| Organization With
| Parson With
| Agsets As O
i
Done ,_’_’_’_,_ ) Internet

5. Select Acrobat as the output format

6. Hit the Execute button

Result: The Agreement Assets report displays. Scroll to the third page to view
the results.

Print Report to View Assets on Pass
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Page 3 of 5§

Sunflower Enterprise Bgreement Assets

ASACe010

Parent :

Identifier :PROFERTY PREE - CPPWXGE-00006

Begin Date :12/0B/200% Echeduled End Date : 12/23/200% End Date :

Organization By :0& Organization With :GARRETT WILLIAM CPPNXG
External Contacts

12/08/2009 14:36

Eponsor
Internal Contacts
Initiated By : Initiated By .

Agreement Admin Agreement Admin

Froperty Admin Property Admin
Barcode & Flags Description Manufacturer Model Humber Eerial Bumber Asset Value Quantity
CDO0D14555E68 £ [+ ERINTER, BROTHER DCP-T7040 U&ZDECFSI226200 3c0.00 1.00

MULTIFUMCTIORAL INDUSTRIES, LTD.

FROPERTY PASE - CPPWNG-00006 Total ] A50.00 1.00

End of activity.

Print Report to View Assets on Pass
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Lab:

Print Report to View
Assets on Pass




Lesson Summary

* You should now be able to:
— Explain the process behind passes and loans
— Add items to passes and loans
— Print the CD-546 and OF-7 documents
— Modify passes and loans
— Remove items from passes and loans
— Determine if an item is currently on pass or loan

— Run a report to determine which items are on
pass or loan




Chapter 7: Transfer Assets

Sunflower Assets 4.5







Lesson Objectives

» After this lesson you should be able to:
— Summarize the steps used to transfer assets
— Request a transfer

— Generate a report to determine whether or not there
are any open requests for transfers to your custodial
code

— Accept a transfer coming from within the same Bureau
or Region

— Accept a transfer for assets coming from outside the
Bureau or Region for redeployment of excess assets

— Withdraw a transfer request
— Deny a transfer




Sunflower Transfer Capabilities

The Sunflower Property system provides the capability to:

e Update the property record of assets that are pending transfer (Property Custodian,

Contact ID, User, Location);
e Reject transfer requests;
e Transfer and accept an unlimited number of assets at once; and
e Allow the PC to withdraw transfer requests for the transfer of assets so that the assets

may be utilized elsewhere within the custodial area.

In order to provide inter-organizational transfers, the Sunflower software uses a
request/accept/deny model (“handshake”), which ensures that asset accountability is not
transferred without the consent of both parties. This “handshake” permits users to request
that another user become accountable for an asset. If the second party agrees to the
transfer, the request is accepted and accountability is transferred without further action on
the part of the requesting party. If the second party disagrees, the request is denied.



Process: Transferring Property

[ —
‘AcceptngPC

PC — Transfer to
Cust Area within their

To accept transfer request, use
Maintain Inventory Assets screen

responsibility bove
I : v :
Update custodial area 1 To deny the transfer request, use the
through the Maintain Is the Close Inventory Asset Requests
Inventory Assets transferred screen
screen assetcoming |} _
from another | !
Bureau or No
To accept transfer use Change
PC — Transfer to Cust i ! .
" Region? Inventory Asset Information screen ‘

Area outside of their

responsibility l

To deny transfer use Close Inventory ‘

Enter request for new
Asset Requests screen

Cust Area using
Request Inventory
Asset Change screen

Transfer tips:

Owning PC
¢ |f the owning PC is also the PC of the new custodial area, then the owning PC

can update the custodial area on either the Maintain Inventory Assets screen
or Change Inventory Asset Information screen.

¢ |f the owning PC is not the PC of the new custodial area, then the PC enters a
request for transfer using the Request Inventory Asset Change screen.

Accepting PC
* The accepting PC decides whether or not to accept the transfer request.

¢ There are two methods used to accept a transfer, one for assets within the
Bureau or Region, and one for assets from another Bureau or Region

Note 1: If needed, the PC can also withdraw the transfer request using the Close
Inventory Asset Requests screen. See the page entitled Withdraw or Deny Transfer
for details.



Last Mame®

Last Name™

( Request Transfer

Assets

KL Barcods # Manufacturer / Model / Official Name \
¥ ¥ [CDSAPSO001 DELL INC.__ 1150 INSPIRON__LAPTOP COMPUTER =

¥ ¥ [cosapsoon: DELL INC___ 1150 INSPIRON_LARTOR COMPUTER

\Q‘!qu Complete /

Use the Request Inventory Asset Change screen to request transfers.

Area 1 Request Information — To enter the information about where/who you want the
asset transferred to, fill in the fields in the Request Information portion of the screen. If
you do not know the exact Contact ID, User, or Location, simply fill in the new Cust Area.
The accepting PC can then update the other information upon accepting the request.

Area 2 Assets — Enter any assets to be transferred in this portion of the screen. You can
enter as many assets as you need.

Examples:
*To transfer all of your assets to another custodial area, select the Barcode Number field

and select the Find button from the toolbar. Enter your custodial area to query, then select
the Execute button on the bottom of the query screen. This will populate all of your
custodial area’s assets on the above screen.

*To transfer all assets from one location, select the Barcode Number field and select the
Find button from the toolbar. Enter the current location of the assets in the Location fields,
then select the Execute button on the bottom of the query screen. This will populate all of
that location’s assets on the above screen.



NAV: Request

Transfer




Request Transfer

Inventory Clerk
M > Mgmt > Request Inventory Asset Change

Request Inventory Asset Change

& Sunflower Enterprise - Production 4.5.0.0 - 09/09/2007 (ZSURI@osppsd3)

Exit Agree Contract Mgmt Sentry Einance [naclive Excess Review |T Components Admin Reports Eunctions Ulility Window Help

P Cust Area ‘ todian ‘

Lol Contact ID Last Name® ‘ First ‘ Mlid ’_
L User Last Name* ‘ First ‘ hid ’_
Location™ ‘
Assets
Ok A Barcode # Manufacturer / Model / Official Narne

| \
| \
| \
| \
| \
| \
| \

Message |

1. To enter the information about where/who you want the asset transferred to, fill in
the below fields in the Request Information portion of the screen.

Note: You do not have to enter all of the information below — only the information

you know.
Field Description
Cust Area Enter the Custodial Area where the asset will be transferred to
and Tab.
Note: The requested Custodial Area must be different than the
Custodial Area currently listed on the record. You will not be
able to save the record if these are the same.
Property Defaults based on the Custodial Area entered
Custodian
Contact ID If known, select the Last Name from the list of values, and then
Request Transfer
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select a First name from the LOV. This will automatically
populate the Contact ID’s badge number in the Custodian field.
Note: The requested Custodian must be different than the
Custodian currently listed on the record. You will not be able to
save the record if these are the same.

User If known, select the Last Name of the User from the list of
values, and then select a First name from the LOV. This will
automatically populate the User’s badge number in the User
field.

Note: The requested User must be different than the User
currently listed on the record. You will not be able to save the
record if these are the same.

Location If known, select this field to launch the Location sub-form

- Site Select the new site (e.g., Washington, DC) where the asset is
located from the LOV

- Building Select the name of the building from the LOV

- Room Select the room number from the LOV

- Mail Stop Enter the mail stop for the room number (if applicable)

2. Select the blue-highlighted Barcode Number field in the Assets portion of the
screen.

3. Enter the barcode number of the property record to be changed, and then Tab out
of the field.

Result: The following fields will be autofilled based upon the decal number selected.

Field Description

Manufacturer The standard manufacturer name

Model Number | The applicable standard model number

Official Name The Official Name assigned to the asset’s Manufacturer/Model
Number combination in the property catalog

4. Enter additional barcode numbers in the Barcode Number fields if more than one
asset is being transferred to the same custodial area.

5. Select the Save button from the toolbar to save your work.
Result: The transfer request will be sent to the PC who will be receiving the asset.

6. Review the Message field at the bottom of the screen to ensure that the request
was successfully completed without errors.

Example: Below is a complete Request Inventory Asset Change screen:

Request Transfer
Sunflower Systems © 2009, All Rights Reserved

SF 4.5
7-9



Exit Agree Contract Momt Sentry Finance [nactive Excess Rewiew |T Components Admin Reports Functions Utility Window Help

& Sunflower Enterprise - Production 4.5.0.0 - 09,/09/2007 (ZSURI@osppsd3)

(JEIJElﬁéiﬁlzllEElJEﬂiEﬁ[ﬂllEEﬂQMEEE%M@ﬁJEH

FARequest inventor

Request Information

a  Cust Area 550014002

todian ‘

tIDC Contact ID Last Marme® | First ‘ Mid ’_
O User Last Marme® | First ‘ Mid ’_
= Location™ |
Assets

Ok & Barcode #

Manufacturer f Model # Official Name

¥ ¥ [CDSAPS0001

|DELL INC.__1150 INSFIRON__LAPTOP COMPUTER 2]

|DELL INC.__ 1150 INSPIRON__LAPTOP COMPUTER

50 i O O O Y i |
0

Message |Comp\ete

End of activity.

Request Transfer
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Inventory Assets With Requests Report

sunf lower Bnr.esz:lae Im-mtary Assets With R.q\:‘ltl nag-e 2of 4
ASMNE040 09/13/2007 21:21
Raquested Cust Area : SE001AD02
Barcods ¥ Flags Description Manufacturer Hodel Busber Serial Husber Assst Value BEff Date
COSAPS0014 L SERVER, AUTOMATIC DELL IHC 1400 POMERRDGE CDEAPSSOL4 H €,900.08 oR/oR/2007
Current Cust Aves :SSOULAGOL Fequested Cust Area  : SS0GIABDZ - osaa/age
Requeater : SIROYS SNETLA SSIROIS
Phons Wumber |
Surrent Proparty Con o Requasted Proparty Cont
— — Topere
Phone Bunber
Current Current Use | MCGRATH LHRIS 265130 Requested Current User
Requester
Phone Wusber
Currest Location  MASHINGTOM, Requested Locaticn t
BUILDING : BCY H . ¥ 1.
Current custodial area Raguestar Requested custodial area
Phons Wusber
COSAPS00I) 5 L PROJECTOR, DELL INC. 1100MF DLP CDSAPSOOLY § $50.00 o0/e9/ 3007
DIGITAL
Current Cust Area : S5S00LAD0L Regeasted Cust Area : SSOOLASO2 = 09 132007
Requester : SIROIS SNEILA SSIROIS
Phone Wumber |
Survent Propersy Con s Requsened Dropessy Comt s
Requester
Phone Burber
Current Current Use : MOSEATH CHRIS 269333 Regeested Current UDser &
Requester
Phons Bumber o
Curreat Location | MASNINGTOM, DC Requested Locaticn '
BUILDING ; HCHE  ROOM : 11 Requreter
Phone Nusker

To determine whether or not there are any open requests for transfer to your custodial
area, run the Inventory Assets With Requests report.



NAV: Generate Report for

Inventory Assets with
Requests




Generate Report for Inventory Assets with Requests

Inventory Clerk
M > Mgmt > Management Reports

Management Reports

/J Management Reports (Sheila Sirois) - Microsoft Internet Explorer

Fle Edt Yew Favorites Tools Help HLInkS [C1SunFlower ‘

ek - = - @) [0 G| @search [Favorkes Chveda B | B S

|| Addrass [&] hitp:4fibraz4/plsfsnfur_04050000_report_osppsdsfas_owa_management maintp_session=46004457 9E 23C 2299361 314729ADEEA04TF 39007EAZELBA 10ELAB121C42490C02DD20S FED181E | @ 6o ‘

Fnter/p ﬂ Se Sunflower Enterprise - Production 4.5.0.0

ASMMNENDD Management Repaorts

To run a report, click one of the links below.

Inventory Assets (Global Informationy Inventory Asset Sumrman by Asset Flag
Asset Search Inventory Asset Suramary by Asset Type
Asset Structure Inventory Asset Timeline
Inventory Asset Activity Summary by Asset Flag Inventory Asset Litilization
Inventors Asset Activity Sumrmary by Asset Tupe Inventory Assets Pending by Ane
Inventory Asset Final Events Inventory Assets Pending Release by Age
Inventory Asset History Inventory Assets with Recently Denied Requests
Inventory Asset Initial Events Inventary Assets with Requests
Inventory Azset Interface Processing Results Purchase Order Aging Report
Inventory Asset Ongoing Events High Yolume Shipping Interface Pr Resulls

Previously Run Report

Reports Main Meny

1. Select Inventory Assets with Requests.

Result: The Inventory Assets with Request parameters are displayed:

Generate Report for Inventory Assets with Requests
Sunflower Systems © 2009, All Rights Reserved
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eSS R T IO S S TS AT S oy _TEOTT ISR O & W T S UeTTET I T2 TR AP et eS0T (LSRN L ele s G e el i ) e e CFRERT T
I T i |

rEnterprise

Sunflewer Enterprise - Production 4.5.0.0 Management Reports

ASMNG040 Inventory Assets with Requests

How Would You Like to Select the Assets that Appear on the Report?

Gurrent Gust Area |

™ Include the Cust Area's Child Qrganization
_OR-

Reguested Gust Area ||

™ Include the Cust Area's child Qrpanizations

_OR-
Identifier LastMame First Mid Prefix Sufilx
Current Property Contact [ | =1 l_;l
_OR-
Identifier Last Mame First Mid Prefix Sufil
Requested Propery Contact | I =] l_;l
_OR- o
Identifier Last Mame First Mid Prefix Suffix
Current Current User I | = =
_OR-
Identifier Lasthame First Mid Prefix Suffix
Reguestad Current User | | | I | =] l_;l

Include Which of the Following?

r Accept Inventory Asset Reguests
[ rhanne fust Ares Remissts =l

| &1 pone [ [ [ I8 ocelintranet

2. Enter your Custodial Area in the Requested Cust Area field to view all assets
being transferred to you.

Note: To view assets you are transferring out, enter your custodial area in the Current
Cust Area.

3. Select the type of request(s) from the Include Which of the Following? area.

Note: To view asset requests to your area, select Change Cust Area Requests. You
must select at least one of these boxes to run the report.

4. Sort as needed.
5. Select the Submit button.

Result: A window displays that allows you to review the report parameters:

Generate Report for Inventory Assets with Requests
Sunflower Systems © 2009, All Rights Reserved
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ZJ Inventory Assets with Requests (S| 0is) - Microsoft Internet Explorer

Fie Edt Vew Favortes Tools Help HLir\ks [ Sunflawer ‘

Back v = - @) [0 G| @reach FFavories Qveda F | R S

Address [ ] http:fibra24/pls/snflur_D40S0000_repart_osppsd3ias_owa_management.form_2 =] #oe

Enterprise

Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG040 Inventory Assets with Requests

Choose an output format

@ peropat © HTML € Textfile export (Excel, Lotus 1-2-3, Access..)

Press _BXeCUe |t run the report with the following parameters

Selection Criteria: 175176

Current Cust Area

Include Cust Area's child M
Qrganizations

Renquested Cust Area BA001A002

Include CustArea's child M
Organizations

Current Property Contact

Requested Property Contact

Gurrent Gurrent User

Requested Current User

Include Assets With Requests of
Type

Change Cust Area -

#1

‘smw ‘CURRENT CUST AREA
\sma&z \CURRENT CUST AREA =
&] Done: [ [ B Localintranet

gastartm &5 H &1Sunflower Enterprise - ... | & )Surflower Enterprise 4.5 . | 4\ Sunflower Enterprise - Pr.. | &7Inventory Assets with... D@ & 04am

6. Select the Acrobat radio button.

7. Review your parameters and select the eXecute button.

Result: A report is opened in a separate window.

Generate Report for Inventory Assets with Requests
Sunflower Systems © 2009, All Rights Reserved
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Sunflower Enterprise

Inventory Assets With Requests

Page 2 of 4

ASMN&040 09/09/2007 10:04
Requested Cust Arsa : SE0012002
Barcode # Flags Description Manufacturer Model Humber Serial Humber Agset Value EIf Date
CDSRPE0Q02Z g o LAPTOP CCMPUTER DELL INC. 1150 INSPIRON § 1,1s0.00 09/08/2007
Current Cust Area  : 55001A001 Requested Cust Area : 55001A002 - 09/09/2007
Requeater : S8IRCIS SHETLE SSIROIS
Phone Numbexr
Jurrent Proparty Con Requeated Property Cont
Requeater
rhone Number
Ccurrent Current Use Requested Current User
Requester
Phone Number
Current Location : WASHINGTCN, DC Requested Location
BUTLDING : RONALDI REAGAN ROOM : B8O Requester
Phone Number
CDSARPS0001 s o LAFTOP CCMFUTER DELL INC. 1150 INSPIRON s 1,150.00 0s/oe/2007
Current Cust Arsa  : 55001A001 Requested Cust Area : 55001A002 - 09/0%/2007
Requester : SIRCIS SHEILA SSIROIS
rhone Number
Zurrent Property Con Requested Property Cont
Requester
Fhone Humber
Current Current Use Requeated Current User
Requester
rhone Number
Current Location : WASHINGTCN, DC Requestad Location
BUILDING : ROMALD REAGEN ROOM : BROO Requester

Phone Number

Tatal :

Report Total :

5 2,300.00

$ 2,300.00

End of activity.

Generate Report for Inventory Assets with Requests
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/ Accept Transfer from within Bureau or Region

[T Components Agmin Regors Functons Uty YWindow Help

BER ZH ? HuEevVye-scBEMROOAR

H ¥ custares Ssooiaon PC 7
3 Contact 1D | Last Name® First M
s Lagt Name™ First | Mid
Location® Expected Rutum Date
Document® ] Effective Date 02020007

Ok A Bacode ¥ Masnfscturer / Model / Offcasl Name
v « DEEET DELL INC. __1150 INSPIRON__LAPTOR COMPUTER
¥ ¥ |[COSAPSDO02 DELL INC. _1150 INSPIRON__LAPTOP COMPUTER

\ Message |Complete

The Change Inventory Asset Information screen is used to accept transfer requests within
the same Bureau or Region.

Area 1 Enter the new information to be applied to the assets being transferred into your
area.

Area 2 List the barcode numbers of all the assets that you are accepting transferred into
your area. If more are entered than you wish to accept at this time, uncheck the “Change”
column (the delta) next to the barcode number for the asset you do not wish to accept.



NAV: Accept Transfer

within Bureau or Region




Accept Transfer within Bureau or Region

Inventory Clerk

M > Mgmt > Change Inventory Asset Information

Change Inventory Asset Information

& Sunflower Enterprise - Production 4.5.0.0 - 09,/08,2007 (ZSURI@osppsd3)

Mew Information

Cust Area |

Contact 1D Last Name® | First | id ’_
User Last Name® | First | id ’_

Location™ |

Expected Retum Date

Document® |

[ Effective Date |09,/08/2007

Assets

Ok A Barcode #

Manufacturer / Model / Official Name

|

\
\
\
\
\

Message ‘

1. Enter the Custodial Area for the PC receiving the asset(s) in the Cust Area field
and Tab. Optionally select the other information below as needed — as long as
that information applies to all the assets being transferred:

Field Description

Contact ID The name of the new contact
User The name of the new user
Location The new location

2. Place the cursor in the Barcode Number field.

If you know the barcode numbers of the assets you will be accepting, goto task #3.
Otherwise, goto task 4.

3. Enter the barcode numbers of the assets you will be accepting.

Goto task #9

Accept Transfer within Bureau or Region
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4. Select the Find button from the toolbar.

Result: You are taken to the Query Criteria screen.

Action Edit Query Block Record FEield Lookup Help Window

& Sunflower Enterprise - Production 4.5.0.0 - 09,/09,/2007 {ZSURI@osppsd3)

( B = avy BEEEE

© Agsigned To

Cust Area |

Contact ID

Last Name™ |

User

Last Name™ |

Agreement Identifier

wid [
Mid [

Type

Site |

Structure Leval 1 | |

Structure Level 2 |

Manufacturer |

Model Nurnber |

Description |

Serial Nurnber |

Interest Type |INVENTORY ASSET

Barcode # |

Unigue Identifier |

Initial Event ‘

User Fields™ ‘

Interest Type: ~ Agreement

 Excess

© Financial

Inactive

® |nventory  © Subset

User Fields™ ‘

Global User Fields® ‘

[ Last Crit

eria_|

[

Execute \ l

Cancel |

5. Click the Requested radio button in the top-left part of the screen.

Note: The resulting query will display only assets that have been requested for

transfer to the Custodial Area selected. It will not display all the assets that belong to

that Custodial Area.

6. Enter the Custodial Area for the PC receiving the asset(s) in the Cust Area field.

7. Select the Find button from the toolbar.

Result: You will be taken back to the Change Inventory Asset Information screen,
and any barcode numbers that have been requested for transfer to that Custodial Area

will be displayed.

Accept Transfer within Bureau or Region
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& Sunflower Enterprise - Production 4.5.0.0 - 09,/09,/2007 {ZSURI@osppsd3)

Exit Agree Contract Mgmt Sentry Einance Inactive Excess Review [T Components Admin Repots Functions Utility Window Help

(BHE0 = sy EEEEE 2H ? HuGeV=S BEENOG&E

Edchange Inventory Ass

Mews Information

M Cust Area 50014002 PC |

[ Contact ID Last Mame® | First | Mid l_
O User Last Narne* | First | il l_
O Location™ | [T Ewpected Return Date

[T Document® | I Effective Date |09/09/2007
Assets

Ok A Barcode # Manufacturer / Model / Official Mame

|»

<

COSAPS0001 |DELL INC.__1150 INSPIRON__LAPTOP COMPUTER
[ ‘CDSAF‘SDDDZ |DELL INC.__1150 INSPIRON__LAPTOP COMPUTER

OO0 O0OOO0OOoOao
OO O0OO0OO0Ooad

Message ‘

8. Uncheck any assets you do not want transferred.
9. Select the Save button from the toolbar.

Result: The Message field will indicate the record is Complete, and all assets that
were checked will now belong to the new Custodial Area.

Accept Transfer within Bureau or Region
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& Sunflower Enterprise - Production 4.5.0.0 - 09,/09,/2007 {ZSURI@osppsd3)

Exit Agree Contract Momt Sentry Finance Inactive Excess Review [T Components Admin Reports Eunctions Utility Window Help

BEEN & Ay BEEEEH ZEH 7 HuevV=SBEONOG&E
[#]

Mew: Infarmation

M Cust Area 550014002 ol

0 Contact ID Last Marne® | First | Ilid ,7

= User Last Marme* | First | Mid ,7

= Location® | [ Expected Return Date

[ Document* | v Effective Date |09,09/2007
Assets

Ok A Barcode # Manufacturer / Model / Official Name

W W 8 |DELL INC.__11580 INSPIRON__LAPTOP COMPUTER et

W ‘CDSAPSUDDZ |DELL INC.__11580 INSPIRON__LAPTOP COMPUTER

5 O O o |
Y O Y e o e O o |

4]

Message |Cump\eie

End of activity.

Accept Transfer within Bureau or Region
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Accept Transfer from other Bureau or Region

I Sunllowes Enterprise - Production £.5.0.0 - 12/02/2009 (STUDENTO] Sasppsibd)
Emt Agree Mgmt Sendy Einance lmacive Exess Reyew I Compoments Agmin Beports Funchions Uty Yindow Help

BEHEH IH 7?7 HuGe¢Vye-cODRISO0SR

ory Astets
I il Type Barcode# Released? |y
[ Barcode ¥ |COO001041238 ] Existing intesest assst |
/] DT

Detaul Locanon™

Cataleg Idontifier® (32935 GCommedey Asset Parents | Chitden o CIPIA
Manufacturer [CROVWN BROADCAST Madel Number WEATHER RADIO SYSTEM WRG1000
Description [TRANSMITTER Model Name \WEATHER RADIO SYSTEM
Serssl Numiber HWR-S009 Driving No.
Initial Evert [GFT TO MANAGER User Finlds®
Assat Value™ $52 855 00 Acqunition Date  DEAMZ001 Responsibility Date DIAN00Y
Asset Condition |4 USED - MAJNOR REPAIRS N Effective Date |1 2022009 Expected Retum Date
Utilization Code [N SERVICE - Fags* [ 0 Activty Type [AGENCY OWNED
m—— -
Bureaw of Region [NOAANORFOLH - Property Accoustabiley Ofice E4003E
) Cust Aros [SE003E073 Accopted? [y Prop Custodian [LAMARRE BRUAN M 12322
Cantact I [12322 Last Name® |LAMARRE First [BRIAN i 1
User 12322 Last Name™ [LAMARRE First [BRIAN Mt [j
i
n" ISARASOTA, FL

GeumentT [HECORD OF GIFT OF BEGUEST 140 EVANS 0/ 1001
User Fields® |
Global User Fields" w5954 20. 209961 00-0000-00" P35 1 ~TAMPA BAY AREA WFO (RUSKIN) FLORIDA™NOAA NATIONAL WEATHER SERVICE™D

Agde Inbarmation Commn / Picture / Attachmerd | | Re-Reguest

Assets may be transferred from one Bureau or Region to another.

The PC should use the Maintain Inventory Asset screen to accept this type of
transfer, because along with the custodial area changing, the PC will also have to
change the bureau/region and the Property Accountability Office. All of this can be
changed in the Maintain Inventory Assets screen, while using the Change Inventory
Asset Information screen only allows up to the custodial area level to be changed
and an extra step would be required to change the bureau/region and the Property
Accountability Office.

Area 1 Enter the barcode number of the asset in the Barcode Number field, then
Tab.

Area 2 Update the Bureau or Region and the Property Accountability Officer.
Change the Custodial Area, User, and Location as necessary.



NAV: Accept Transfer from

other Bureau or Region




Accept Transfer from Other Bureau or Region

Inventory Clerk

Maintain Inventory Assets

M > Mgmt > Maintain Inventory Assets

Exit Agree Contract Momt Finance |haclive Excess Review [T Components Admin Reports Functions Uity Window Help

Irventory Assets

(JEJEIJIﬁIJJI,_JmlJEEJ (ZE?  HeEe - EE QS &

Released? ,7

Barcode Type Type Barcode #

Barcode # ||

,7 Existing interest aseet |

Default Location® |

W Capy to Location?

Initial Event |

Asset Value™

Catalog ldentifier™ | [ Commodity Asset Parents Children CIPiA
Manufacturer | Model Number |
Description | Model Name |
Serial Number | Drawing Mo |
User Fields™ |

Acquisition Date Responsibility Date

Asset Condition | |

Effective Date Expected Return Date

Lttilization Code |

Flags™

Activity Type |

Bureau or Region |

Property Accountability Office |

Cust Area |

Contact 1D
Usger

Accepted? '_Jrnperiy Custodian |

Last Name® First
Last Name® First

Mid [
Mid [

Location™

Document™

User Fields™

Global User Fields™

[ Page 2

| I Cormmodity | I

Comment / Picture / Attachment | I Re-Reguest

The tracking identifier assigned to the interest asset
Record: 141

1. Enter the barcode number of the asset you will be accepting in the Barcode

Number field and Tab.

Result: The remainder of the property record auto-populates.

Accept Transfer from Other Bureau or Region
Sunflower Systems © 2009, All Rights Reserved

SF 45

7-25




& Sunflower Enterprise - Production 4.5.0.0 - 09/09/2007 {(ZSURI@osppsd3)

Exit Agree Contract Momt Sentry Finance Inactive Excess

(BEEE # as BB

E;h-l:aint:ain Inwe n2010 (Page 1 of 2) -0

Inventory Assets
Barcode Type Type Barcode # Released? ’Y_
Barcode # |[efnfy ’_ Existing interest asset ’_‘
Unique Name |
Default Location™ |
Catalog [dentifier” ||TA.155397 [ Commadity Asset Parents ’D_ Children ’D_ CiPiA, ’—
Manufacturer |DE\_\_ INC. Maodel Number ‘\NSF‘\RON 3500
Desctiption [MICROCOMPUTER, RACKMOUNT Model Mame |
Setial Murber | Drawing Mo. ‘
Initial Event |PURCHASE Uger Fields* |
Asset Value™ ’m Acquisition Date 'W Responsibility Date ’m
Aszet Condition |4 |U5ED - MAJOR REPAIRS M1 Effective Date 'W Expected Return Date ’7
Utilization Code ||N SERVICE Flags™ W Activity Type ‘AGENCY OWWHED
Bureau or Region |55 Property Accountability Office ‘55001A
Cust Area |55uu1,.m[|1 Accepted? ’\(_ Prop Custodian ‘
Contact ID ,7 Last Marme® l— First ’— Mid ,7
User ’2593337 Last Marne® ’W First ’CHRIS— hid ’_
Location™ |WASHINGTON, DC_ BUILDING _ RONALD REAGAN__ROOWM__B300
Document™ |
User Fields* |
Global User Fields™ |
I Page 2 [ I Comment f Picture f Attachment | [ Re-Reguest |

2. Enter the accepting Bureau or Region in the Bureau or Region field to reflect the
new Bureau or Region.

3. Change the Property Accountability Office in the Property Accountability
Office field to reflect the new Property Accountability Office.

4. Change the Custodial Area in the Cust Area field to reflect the new Custodial
Area.

5. Change the Contact ID, if necessary.

6. Change the User Last Name field to reflect new user, if necessary.

7. Double click the Location field to reflect the new location of the asset.
8. Update the Site, Building and Room fields.

9. Select the Save button from the toolbar to save the new location.

10. Select the Save button from the toolbar to save the accepted asset.

Result: The asset has been accepted and the new Bureau or Region and the other
changes have been updated.

Accept Transfer from Other Bureau or Region
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& Sunflower Enterprise - Production 4.5.0.0 - 09/09,/2007 (ZSURI@osppsd3)
Exit Agree Contract Momt Zentry Finance Inactive Excess Review |T Components Admin Reports Functions Utility Window Help

Ll

o sy BEEEEE TE 2  HRE =S B E N8

Irveentory Assets

Barcode Type Type Barcode # Released? 'Y_
Barcode # '_ Existing interest asset ’_‘
Unigue Mams |
Default Location® |
Catalog Identifier™ ||TA.155397 = Commodity Asset Parents ’U_ Children ’U_ CrPIA ’—
Manufacturer |DELL IMC. Madel Mumnber ‘\NSF’\RON 3500
Description |MICROCOMPUTER, RACKMOUNT Model Name
Serial Number | Drawing Mo ‘
Initial Event |PURCHA5E User Fields™ |

Asset value™ $3,500.00 Acquisition Date |09/08/2007 Responsibility Date |09/08/2007
Asset Condition |4 |U5ED - MAJOR REPAIRS NI Effective Date |09/19/2007 Expected Return Date

Utilization Code |IN SERVICE Flags® [s 0 Activity Type ‘AGENCY OWNED
Bureau or Region |55 Property Accountability Office ‘55001A
Cust Area |55001A002 Accepted? ’Y_ Prop Custodian ‘

Contact 1D Last Name® First Mlid ,7
User 259333 Last Name® [MCGRATH First [CHRIS Mid [
Location™ |WASH\NGTON, DC_ BUILDING__RONALD REAGAN__ROOM__B300

Document™ |

User Fields® |
Global User Fields™ |

[ Page 2 I Commodity Comment / Picture / Attachment ‘ { Re-Reguest

End of activity.

Accept Transfer from Other Bureau or Region
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Withdraw or Deny Transfer

1.0 - 09,09, 7007 {£SURISosppsd)

Exit agree Einance inactve Excess Beview [T Comgonsnts Agmin Fegoets Funcsond LNy Window Help
EEEEHH ZH 7 HREGY-CORLOOSER
P
Assels
[ Barcods # [COSAPSON0L I
Manuficturer / Ml { Oficial Name®™
DELL INC._INSPIRON 3500_MCROCOMPUTER, RACKMOUNT
Maodel Narme
Serial Nursibae
Dirawing Mo
[ A - Accept
D - Dany
W Withdraw
A D W
v Custodial Ares 155001 ADD2
Prop Contact
Curent User
Lecaton
\ Message [Complete _/

The Close Inventory Asset Requests screen is used to withdraw or deny transfer requests.
Area 1 Enter the barcode number of the asset in the Barcode Number field, then Tab.

Area 2 Deny or Withdraw the transfer request in this portion of the screen using the
appropriate checkboxes.

Note 1: You may only withdraw transfers you have initiated.

Note 2: If you are withdrawing or denying several requests at once, first conduct a search
using your custodial area; save each record, then scroll through the other records using the
arrow keys, saving each time.

Note 3: Transfers can also be accepted through this screen, however they can only be
accepted one asset at a time. To accept multiple assets, use the Change Inventory Asset
Information screen.



NAV: Withdraw or Deny
Transfer Request




Withdraw or Deny Transfer

Inventory Clerk
M > Mgmt > Close Inventory Asset Requests

Close Inventory Asset Requests

&Sunﬂuwer Enterprise - Production 4.5.0.0 - 09,/09,/2007 (ZSURI@osppsd3)

Exit Agree Contract Momt Sentry Finance Inactive Excess Review ITComponems Adrnin Repons Functions  Utility ‘Window Help

(ﬂ‘ﬂéﬁllaﬂ[&vlm-—'@:ﬁﬂ[w :

Assets

Barcode # H

Manufacturer / Model / Official Name*

Model Name ‘

Serial Mumber ‘

Drawing Mo ‘

- Accept
- Deny
- Withdraw

0w
Custodial Area ‘

> £0%

Prop Contact ‘

Current User ‘

Location ‘ =z

Message ‘

1. Inthe Barcode Number field, enter the barcode number of the asset to be
transferred and Tab out of the field.

Result: The following fields will be autofilled based upon the decal number selected.

Field Description

Manufacturer/Model/Official | The manufacturer, model number and official name
Name of asset.

Model Name The model name of the asset.

Serial Number The serial number assigned by the manufacturer.
Drawing No. The drawing number of the asset.

2. Select the appropriate checkbox next to each of the below rows.

Select:
— D to Deny
— W toWithdraw

Withdraw or Deny Transfer
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Field Description

Custodial Area | The applicable custodial area for the PC receiving the asset.
Property The name of the new property contact.

Contact

User The name of the new user.

Location Select this field to launch the Location sub-form.

3. Select the Save button from the toolbar to save your work.
Result: The transfer request is withdrawn/ denied.

4. Review the Message field at the bottom of the screen to ensure that the action
(withdraw or deny) was successfully completed without errors.

& Sunflower Enterprise - Production 4.5.0.0 - 09/09/2007 {ZSURI@osppsd3)
Exit Agree Contract Momt Sentry Finance |nactive Excess Rewiew |T Components Admin Reports Functions Utility wWindow Help

( EIE T HE®E BB & E

= | | | |

Assets

I3

Barcode # [CDSAPSO004

Manufacturer / Model / Official Name™
|DELL INC.__INSPIRON 3500 MICROCOMPUTER, RACKMOUNT
Model Narne |
Serial Mumber |

Drawing Mo |

A - Accept

D - Deny

W - Withdraw

& B w
L Custodial Area |55001A002
OcC Prop Contact |

Current User |

Location | =

Message |Cumplele

End of activity.

Withdraw or Deny Transfer
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LAB: Request, Accept, Deny,

Withdraw Transfer

Lab #1: Transfer your Inspiron Laptop Barcode # CDO1MMDDYYXX (where MM=Month,
DD=Day, YY=Year, and XX=your student number) to the custodial area 55002A013.

Lab #2: Generate the Report for Inventory Assets with Requests to identify assets being
transferred to the custodial area assigned to you for training (see your Login Information
card). Take note of the first two barcode numbers listed coming from Current Custodial
Code beginning with 55 — you will need them for the next lab.

Barcode #1:

Barcode #2:

Lab #3: Accept the first two barcode # for transfer from Custodial Area 55002A013 and
update the custodial area to the one assigned to you for training (see your Login
Information card). Update the Location as your current office.

Lab #4: Withdraw the transfer request for the asset from the first lab - Inspiron Laptop
Barcode # CDO1IMMDDYYXX (where MM=Month, DD=Day, YY=Year, and XX=your student
number).



Lesson Summary

* You should now be able to:
— Summarize the steps used to transfer assets
— Request a transfer

— Generate a report to determine whether or not there
are any open requests for transfers to your custodial
code

— Accept a transfer coming from within the same Bureau
or Region

— Accept a transfer for assets coming from outside the
Bureau or Region for redeployment of excess assets

— Withdraw a transfer request
— Deny a transfer







Chapter 8:

Manage a Review
Campaign (PMO and PAO)

Sunflower Assets 4.5







~ Lesson Objectives

 After this lesson you should be able to:
— Define Roles involved in a review campaign

— Set up a review campaign

— Use MobileTrak to upload data to scanners

— Use MobileTrak to download data to Sunflower

— Run reports to review campaign details and status
— Close a review campaign




Process: Review Campaign

- - Record resolutions (conducts
I Creates Review Campaign inventory of assets) and return
I scanners

| Specifies Rules and creates base assets

Freeze assets

Define valid resolution types and relink to
existing campaign

¥

¥

Sends Review Campaign memo and scanners
to PCs

I Upload data from scanners I

¢ Resolve
outstandin
| Run and send reports to PC I—[—. solutions .
I| Create certification and close review campaign I-

This chapter focuses on the role of the PMO and PAO during the review campaign.



Va8 N
/ Roles Involved in the Review Campaign \

Property Management Officer (PMO)
DOC Role: | Property Accountability Officer (PAO)
Property Custodian (PC)

Inventory Clerk

Agreement Clerk /

Sunflower System Administrator ‘/
Responsibilities:

Review Manager

Review Clerk

PMOs will be set up as Review Managers and PAOs and PCs will be set up as Review Clerks.

Review Managers have access to and can manipulate the physical inventory process
throughout the organization.

e Create

e Manage

e Close

Review Clerk can only perform management functions related to the review campaign for
the custodial area to which they are assigned. The administrator must set at what level
within DOC the Review Clerk can work with the assets.



Set up a Review Campaign

* Steps to setting up a review campaign:
— Establish rules
— Create a baseline of assets
— Freeze the baseline of assets

— Establish valid date ranges for the review
campaign

— Set up valid resolutions
— Relink existing resolutions with review campaign

The PMO/PAO creates the review campaign in Sunflower.

Rules govern which assets will be included in the review campaign. DOC may include all
assets or use rules to allow only a subset of assets to be inventoried. (For example, all
capital assets or all assets within a particular bureau or region).

By creating and freezing a baseline of assets, the assets added to Sunflower after the
freezing of the baseline, will not be included in the review campaign. This allows for a set
inventory to search for rather than always aiming at a moving target.

Dates can be used to identify the start and expected end of the review campaign. They can
also be used to establish when certain forms of resolutions will be accepted (e.g., barcode
scanning of assets is available throughout the review campaign, but online resolution of
assets is only available 30 days after the start of the review campaign).

Setting up valid resolutions states the ways in which assets will be reconciled with the
review campaign. It is possible to allow certain roles to use some resolution types, while
preventing others.



/ Create a Review Campaign \

Review Campaigns

Mame I |: Frozen? [_
Sponsor |
Campaign Type
Sample Type
Base Source | ]
Fuan o |
Culminated by [
§ Begin Date: ([N Expected End Date [ Actual EndDate [ ]
User Fields™ |

Comment | Freeze Status ‘ Resolutions

Area 1: Name the review campaign and identify the sponsor (who's paying for the review
campaign). The campaign type identifies Inventory (all assets currently active) or Inactive
(assets in storage). DOC will only use the Inventory selection in the Campaign Type field.
Area 2:

e Using the Population sample is comprehensive and allows for a complete inventory of
all assets. Random Sample is used to audit a previous campaign.

* The base source identifies which assets from the Population or Random Sample to
include. This screen identifies which of these methods will be used, but will be defined
later.

Area 3:

* The Begin Date is the start of the review campaign. This can be the date it is being
entered or a date in the future.

e The Expected End Date is the date the review campaign is scheduled to end.

e The Actual End Date is the date the review campaign ends. Leave blank until the review
cycle is competed.

Best Practices Recommendation:
e Conduct a Population review thereby conducting a wall-to-wall inventory
¢ Include the year and Bureau or Region in the Review Campaign name



NAV: Create a

Review Campaign




Create a Review Campaign

Review Manager
M > Review> Maintain Review Campaigns

Maintain Review Campaigns

& Sunflower Enterprise - Production 4.5.0.0 - 09,/09,/2007 {(ZSURI@osppsd3)
Exit Agree Contract Mgmt Sentty Einance |nactive Excess Beview [T Components Admin Reports Functions Utility Window

Review Campaigns

Marne |

Sponsar |

Carnpaign Type |

Sample Type |

Base Source |

Audit of |

Culminated by |
Begin Date Expected End Date Actual End Date

User Fields™ |

Comment Freeze Status

RFesolutions

i
i

1. Enter a uniqgue Name for the Review Campaign.

Note: The naming convention for this field should be followed as YYYY_Bureau or

Region_Specific Name (if any).

2. Inthe Sponsor field, use the LOV to select the name of the organization
sponsoring the Review Campaign.

Note: Select the Bureau or Region Name.

3. Inthe Campaign Type field, use the LOV to select Inventory as the type of
campaign being performed.

4. Inthe Sample Type field, use the LOV to select Population.

Create a Review Campaign
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5. In the Base Source field, use the LOV to select Rule Generated.

6. Complete the following optional fields, if applicable (i.e. if auditing a prior
Review Campaign):

Field Name Description/Explanation

Audit of Specify the name of a prior Campaign
Review for which you are performing an
audit.

Culminated Refers to the population campaign that will be

by used to validate this campaign. Use when the
sample type = random sample.

7. Enter or select the Begin Date for the Review Campaign.
8. Enter or select the Expected End Date for the Review Campaign.
9. Select the Save button from the toolbar to save your work.

Result: The message field at the bottom of the screen will indicate the record is
complete.

Example: Below is a complete Maintain Review Campaigns window:

& Sunflower Enterprise - Production 4.5.0.0 - 09,/09,/2007 (Z2SURI@osppsd3)

Review Campaigns

MName [2007_ITA_TRAINING Frozen? [
Sponsor 550014
Campaigh Type ||N\a*ENTDR‘rr
Sarnple Type [POPULATION
Base Source |RULE GENERATED

Audit of |
Culminated by |
Begin Date ,m Expected End Date ,m Actual End Date li
User Fields™ |

Comment Freeze Status Reszalutions

i
i
I

End of activity.

Create a Review Campaign
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LAB: Create a

Review Campaign

Create a Review Campaign with the following parameters:

Name = Type in Your Student ID number + today’s date (e.g., Student0109152007)
Sponsor = ITA (or 55)

Campaign Type = Inventory

Sample Type = Population

Base Source = Rule Generated

Begin Date = 05/30/2009

End Date = 11/15/2009



/ Create a Baseline of Assets \

Cammpaigns Aclual Eod Date
Name [SP2007 [ =
nilintet A < Create Base
Sponsor |01-FIELD OFFICE
Sample Type [POPULATION Create SOL
Base Source [RULE GENERATED -

Base Rules
Identifier |SP2007-001 Eree

Base Rule Details - Critena

Adiribute Operator Operand
fssET VaLUE] F p=  Bso A

* Area 1: This information was previously identified when creating the review. The
Maintain Review Base form opens in query mode allowing the user to enter the name
of the campaign and then select Find.

* Area 2: Each Base Rule will have its own unique identifier established by the user. There
can be multiple base rules for a campaign. To enter additional base rules, use the Insert
Record icon on the toolbar.

e Area 3: The Base Rule Details define the Base Rule. There may be multiple base rule
details per base rule.

All conditions (Base Rule Details) for the Base Rule constitute an AND. If multiple Base
Rules are used, they constitute an OR. For example if Base Rule #1 states asset value >=
25000 AND custodial area = 50 then assets must meet both of those conditions to be
included. However if Base Rule #1 states asset value >= 25000 and Base Rule #2 states
custodial area = 50 then assets may meet either of those conditions to be included.

Best Practices Recommendation:
e Include all inventory assets in the review campaign
e Establish the specific Bureau or Region here



NAV: Create a

CENEIE




Create a Baseline

Review Manager

M > Review> Maintain Review Base

Maintain Review Base

& sunflower Enterprise - Production 4.5.0.0 - 09,/09;/2007 {ZSURI@osppsd3)

Exit Agree Contract Momt Sentry Einance Inactive Excess Review |T Components Admin Repors FEunctions Utility Window Help

Review Carmpaigns Actual End Date

MName | ]
Create Base
Sponsor | o
Sample Type | Create SGL
Base Source |

4

1. Enter the Review Campaign Name in the Name field.
2. Select the Find icon to execute the query.

Result: The review campaign properties autofill.

Create a Baseline
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& Sunflower Enterprise - Production 4.5.0.0 - 09,/09,/2007 {(2SURI@osppsd3)

Exit Agree Contract Mgmt Seniry Finance Inactive Excess Review |T Components Admin Reports Functions Ulility Window Help

‘® EH 2B 7 He@eve-oBHEOOM &

Actual End Date

RETGERC 007 (T4 TRAINING
Sponsor ‘SEDDWA
Sample Type [POPULATION
Base Source [RULE GENERATED

7

Create Base

Create SOL

it

Base Rules

|dentifier ’ Criteria ‘ ’ Free ‘

Base Rule Details - Criteria

Attribute Operator Operand

3. Enter a unique Base Rule Identifier in the Identifier field.

4. In the Attribute field, enter or select INTEREST ASSET TYPE.
5. Inthe Operator field, enter or select the = sign.

6. Inthe Operand field, enter or select INVENTORY ASSET.

7. Inthe next blank Attribute field, enter or select Manager.

8. Inthe Operator field, enter or select the = sign.

9. Inthe Operand field, enter or select the Bureau or Region.

Note 1: This means that you are creating a review campaign for all assets assigned to
the Interest Asset Type: Inventory Asset and a specific Bureau or Region (e.g., ITA).

10. Select the Save button from the toolbar to save your work.
Result: The assets to be included in the baseline have been selected.

11. Select the Create Base button.

Result: This will create a base for all assets assigned to you, and will also save the

baseline.

Create a Baseline
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Result: A pop-up window appears displaying how many baseline assets were created
based on the Base Rules.

12. Select the OK button.

Example: Below is a complete Maintain Review Base window:

& Sunflower Enterprise - Production 4.5.0.0 - 09/09/2007 (ZSURI@osppsd3)

( I

Review Carmpaigns Actual End Date

Name [2007_ITA_TRAINING =
Sponsor 550014
Sample Type [POPULATION
Base Source [RULE GENERATED =

Create Base

Create SOL

i

Basze Rules

Identifier |RULE 1 ’ Criteria ’ Free

Base Rule Details - Criteria

Attribute COperator - Operand
[NTEREST ASSET TYPE = INVENTORY ASSET =
[MaraGER 5

End of activity.

Create a Baseline
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LAB: Create a

Baseline

Search for and use the review campaign you created with the name Student ID number +
today’s date (e.g., Student0109152009). Create the baseline following the instructions in
the NAV, Create a Baseline on the preceding pages.



eview Campaigns

Actual End Date

Name [SP2007 Tl
Sponsor |01-FIELD OFFICE

Base Frozen Statuses

Datetime Frozen? Comment Display (Text Only) ‘\
[am32007 18:07.28 m -

[
[
l
l
I J

Comment

By freezing your campaign you are establishing a set inventory to easily identify lost assets
and assets found during inventory. If you did not freeze your campaign your inventory
would be a constant moving target. It may be necessary to unfreeze a campaign (for
example, a change in the Base Rules) to add or remove inventory assets from your review
campaign.

Area 1: This information was previously identified when creating the review. The Maintain
Base Frozen Status form opens in query mode allowing the user to enter the name of the
campaign and then select find.

Area 2: The Datetime defaults to the current date and time. This may be changed based on
your review campaign parameters. Enter Y to freeze the base assets for the specified
campaign. Enter a N to unfreeze assets. Always use a new line, do not change a line that
has already been saved. Comments may be included as necessary.



NAV: Freeze or Unfreeze

Baseline Assets




Freeze or Unfreeze Baseline Assets

Review Manager
M > Review> Maintain Base Frozen Statuses

Maintain Base Frozen Statuses

& Sunflower Enterprise - Production 4.5.0.0 - 09,/09,/2007 {(ZSURI@osppsd3)

Exit Agree Contract Mgmt Sentty Einance |nactive Excess Beview [T Components Admin Reports Functions Utility Window

NE0 & Ay BEEPEN 26 7 HeEe/ecEELe

Review Campaigns
Actual End Date

Marme |

Sponsor |

Base Frozen Statuses

Datetime F

_,
=1
[
[a:]
=

?  Comment Display (Text Only)

T

Comrment

1. Enter the Review Campaign Name in the Name field.
2. Select the Find icon to execute the query.
Result: The remaining fields autopopulate.

If freezing this review campaign for the first time, goto task #3. Otherwise, goto task
#4.

3. EnteraY in the Frozen? field next to the first Datetime entry.
Goto task #5

4. Whether Freezing or Unfreezing, under Datetime, select an empty row, then Tab.
— To Freeze the base: Under Frozen, select Y.

Freeze or Unfreeze Baseline Assets
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— To Unfreeze the base: Under Frozen, select N.
5. Select the Save button from the toolbar to save the record.

Result: The message on the status bar displays that the record was saved
successfully.

Example: Below is a sample of a completed Maintain Base Frozen Statuses
window:

& Sunflower Enterprise - Production 4.5.0.0 - 09,/09,/2007 (ZSURI@osppsd3)
Exit Agree Contract Magmt Sentry Finance |nactive Excess RBeview ITCompunents Admin Reports  Functions UTIIIN Wind ow

Review Campaigns
Actual End Date

Name  [2007_ITA_TRAINING
Sponsaor |55lJD1»'3\

Base Frozen Statuses

zen?  Comment Display (Text Only)

-
—
=

Datetime
|09f09f200? 11:31:32

T

Camment

i

End of activity.

Freeze or Unfreeze Baseline Assets
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LAB: Freeze Baseline

Assets

Freeze the baseline assets for the review campaign you created with the name Student ID
number + today’s date (e.g., Student0109152009).



( Campaign Resolution Types \

Bl Maintain Valid Resolution Types - 820300 [l i bl b e L L L S L LT L

Review Campaigns
paig Actual End Date

Name [SP2007
Sponsor [01-FIELD OFFICE

Walid Resolution Types

Accept from
Resalution Type _ Spon Cust AfeaperCulentdigerRank Son  Begin Date  End Date
[BARCODE SCAN 4 4 |Y Y Y i 1 | 1 [09032007 11152007
[ONLINE PHYSICAL N N N @B~ [ s [ & [ns00r  [11ns2007

The PMO/PAO determines which resolution types are valid for the review campaign.
e Barcode Scan — physically find and scan the asset
e Barcode Key — physically find the asset and key in the barcode
e Confirmed Unaccounted — indicates asset not in your possession (transfer, repair, etc.)
* Declared Unaccounted — remove an open item from the reporting cycle
¢ Online Declarative — know the asset exist but cannot see it (orbiting satellite)
¢ Online Physical — can not scan asset but can see and attest to physical location
® Excess Asset Initial Event — when an excess asset is created
e Inventory Asset Final Event — when an asset is given a final event (e.g., retired)

For each resolution type used at the Department of Commerce, you will need to establish:

e Accept From: Identifies which user may use this resolution type during the review (e.g.,
every user may use the Barcode Scan, but only the PC can do Online Physical
resolutions)

¢ Rank: Defaults to 1. If using more than one resolution type, ranking resolutions helps
determine which type takes precedence over another.

e Sort: Determines the order of which the resolutions appear in a report.

¢ Begin Date and End Date: Defines the date range during which the resolution type is
acceptable. For example, Barcode Scans are acceptable throughout the inventory

campaign, but Online Physical is only acceptable for the last 30 days of a review
campaign.



/

Campaign Resolution Types

Valid Resolution Types a -

Accept from:
Resolution Type on PC_ Cnict Curre erRank Sont  Begin Date End Date
|[BARCODE SCAN v ][] ] [v_'? [ [1 [10/0172008
[BARCODE KEY O N N (999 99 (10012008 | fosraozo0
ONLINE DECLARATIVE WO IINTINT N[ 7 [ 7 baoioor | fosmoroor
ONLINE PHYSICAL I v NN [8 [ 6 ooy | jpasoroo
DECLARE UNACCOUNTED [ TN NN N[ 3 [ 3 jormieoor | [oesoroor
[CONFIRMED UNACCOUNTED O NN N T4 [ 8 ormroer | fpemozoo7
[EXCESS ASSET INITIAL EVENT 1l ][ 7 7 0oz | jemozoor
[nventory asseTemacevent v | [y (v (v | [v | [ 7 [ 7 [looizo0s | [osmozo07

The above screen shot shows the best types of resolutions to select when conducting a
review campaign. Note that not all users are allowed to enter all types of resolutions and
the date range is also limited for some resolution types. It is a good idea to allow all users
the ability to scan and allow scanned assets to be accepted throughout the campaign.



NAV: Enter Valid

Resolution Types




Enter Valid Resolution Types

Review Manager
M > Review> Maintain Valid Resolution Types
Maintain Valid Resolution Types

& Sunflower Enterprise - Production 4.5.0.0 - 09,/09,2007 (ZSURImosppsd3)

Exit Agree Contract Mogmt Sentry Einance Inactive Excess Review [T Components Admin Reports Eunctions  Wility Window

BEB0 & Ay BEEHEE ZH 7 Hu6evyeoBENO

Review Campaigns Actual End Date

Marme ||

Sponsor |

“alid Resolution Types

Accept from:
C  Cntct CurrendbbserRank

2]

Resaolution Type

o]
=]
=3
=
o

ot Begin Date End Date

T TTT]
T TTT]
T TTT]
T TTT]
EEEEEEER
HERRRRER
I

1. Enter the Review Campaign Name in the Name field.

2. Select the Find icon from the toolbar to execute the query.

Result: The Sponsor populates.

3. Select the Resolution Type field in the Valid Resolution Types section.

Note: The Resolution Types outline the types of resolutions, or finds, that are
acceptable for the assets in your Review Campaign base.

4. Select a Resolution Type from the LOV and Tab to the next field. The following
table describes the types of resolutions:

Enter Valid Resolution Types
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Field Description Required?

BARCODE An asset is given this resolution type when the Yes
SCAN item’s decal is scanned using the barcode reader.
This is an automatic process.

BARCODE KEY | An asset is given this resolution type when the Yes
item’s decal number is manually keyed into the
scanner (barcode may be damaged, for example.)
This is an automatic process.

ONLINE An asset is given this resolution type when you Yes
DECLARATIVE | cannot see the asset but know it to exist (e.g., a
satellite in orbit).

ONLINE An asset is given this resolution type when you Yes
PHYSICAL cannot scan an asset but you can see and attest to
the location of where it exists. You must provide
a location in this case. This must be a manual
entry.

DECLARED An asset is given this resolution type when the
UNACCOUNTED | asset needs to be removed from the inventory.

CONFIRMED An asset is given this resolution type when the Yes
UNACCOUNTED | item is confirmed to be out of your possession.
This must be a manual entry.

EXCESS ASSET | An asset is given this resolution type when an Yes
INITIAL EVENT | excess asset is created.

INVENTORY An asset is given this resolution type when an Yes
ASSET FINAL asset is accepted as a final event. (e.g., an asset is
EVENT retired).

Note: Additional Resolution Types can also be selected if needed.
5. Tab to the next field.

6. Use the Accept from: fields to update the people resolutions will be accepted
from to accord with the following table:

O
Q)
o
>
—
s}
o
—~

Resolution Type

BARCODE SCAN
BARCODE KEY

ONLINE DECLARATIVE
ONLINE PHYSICAL
DECLARE UNACCOUNTED
CONFIRMED UNACCOUNTED
EXCESS ASSET INITIAL
EVENT

INVENTORY ASSET FINAL
EVENT

o
o
>
wn
@D
—

=)
=

<L|zZlZz|lZz|lZz|<|<|C
<L|zZlZz|lZz|Zz|<|<|>

< <|<|<|<|<|<|< |
<| <|z|z|<|<|<|<|zT
<| <|z|z|<|z|<|<

<
<
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7. Enter the first date the resolutions will be accepted in the Begin Date field.

Note: If a begin date is not selected, any resolutions from previous Review
Campaigns could be linked to the current Review Campaign.

Note 2: Barcode Scan, Barcode Key, Excess Asset Initial Event, and Inventory Asset
Final Event should be accepted for the duration of the Review Campaign. The
remaining resolution types should be limited in their duration, usually after allowing
a minimum of three months for an initial review period.

8. Select the Save button from the toolbar to save your work.

Note: The message on the status bar will indicate that the record was successfully
saved.

Example: Below is an example of a completed Maintain Valid Resolution Types
window:

& Sunflower Enterprise - Production 4.5.0.0 - 09,/09,/2007 {(ZSURI@osppsd3)

Exit Agree Contract Mgmt Sentr\,r Finance Inactive Excess REeview ITCDmpnnents Admin Reports Functions  Utility Window

f5=gi ________________ 3! ________ H%&ﬁgﬁw@a%@®

Review Campaigns Actual End Date

Mame |QDEI?_ITA_TRAINING
Sponsor |55|:||:|1A

“alid Resalution Types

Accept fram:

Cntct CurrentsbtgerRBank  Sort Begin Date End Date
o[ 1 [ 1 [omieon nevanszons

999 | 999 [10/01/2007  09/30/2008
7 |pamiz2008  D9/30/2008
 [01/01/2008  |09/30/2008
3 |p7o12008 D9/30/2008
4
7
7

£
=

=]

=

Resolution Type
[BARCODE SCAN

[BARCODE KEY

[OMLINE DECLARATIVE

|ONLINE PHYSICAL

IDECLARE UNACCOUNTED
[CONFIRMED UNACCOUNTED
[EXCESS ASSET INITIAL EVENT
[INVENTORY ASSET FINAL EVENT

07/01/2008  |09/30/2008
110/01/2007 |09r3w2008
110/1/2007

S W

ST
MNEEEENEE
SNEENESS
SIEEEEEE

BNEEEEE

End of activity.

Enter Valid Resolution Types
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LAB: Enter Valid

Resolution Types

Create Valid Resolution Types for the review campaign you created with the name Student
ID number + today’s date (e.g., Student0109152009).



y 8 Ny
/ Relink Base Assets with Resolutions \

Exit Agree Contract Mgmt Finance Inactive Excess Review [T Components Agmin Repors Functions Utlity Window Help

BEESO & as EEEEEI"ET HEHQVNWE!E@

EdRelink Base Assets with Resolutions - asna050 [i--ixl il il

Open Review Campaigns with Frozen Bases

Link Name Sponsor
v [sP2007 01-FIELD OFFICE

|
I
|
|
I
|
|
I
l
|
[

Every time a base is frozen OR anything on the valid resolution types is changed then you
should relink any resolutions for that review campaign. Re-linking resolutions accounts for
any resolutions that already exist for the base of the review campaign but are not
associated (linked) with that review campaign.

Any new resolution that is created is checked against the valid resolution types of each
review campaign that the asset is a part of its base. If the asset is part of the base of a
review campaign and if the resolution type, date and recorded by are valid according to the
rules of the valid resolution types of a review campaign then that resolution will be
automatically linked with that review campaign. But any old resolution that is already
recorded in the past and is valid based on the valid resolution types of a review campaign
will not be linked with that review campaign until you do the relink step.



NAV: Relink Base Assets

with Resolutions




Relink Base Assets with Resolutions

Review Manager
M > Review> Relink Base Assets with Resolutions

Relink Base Assets with Resolutions

& Sunflower Enterprise - Production 4.5.0.0 - 09,09,/ 2007 {ZSURI@osppsd3)

Exit Agree Contract Mgmt Sentry FEinance |nactive Excess Review [T Components Admin Repors Eunctions Utility Window
(BEE0 = Ay BEEEEE ZH 7 HeSeve=cBEDLO
Open Review Campaigns with Frozen Bages

Link Mame Sponsor

O | |

= |

= |

= |

= |

= |

= |

= |

= |

= |

= |

= |

= |

= |

1. Enter the Name of the Review Campaign to which you want to link any valid
existing resolutions.

2. Select the Find button from the toolbar to execute the query.

Result: The Sponsor will autofill.

3. Click on the Link check box next to the Name of the Review Campaign.
4. Select the Save button from the toolbar to save your work.

5. Review the message on the status bar to ensure that any existing resolutions of
base assets that were valid for the Review Campaign got linked with the Review
Campaign successfully.

Relink Base Assets with Resolutions
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Example: Below is a sample window of campaigns with relinked resolutions:

£ sunflower Enterprise - Production 4.5.0.0 - 09,/09,2007 (ZSURI@osppsd3)

Exit Agree Contract bMgmt Sentry Finance Inactive Excess Review [T Components Admin Reports Functions  Utility Window
(JEJEIJIEHﬂzHEJEIJEEHJEIJIlEHEJ@H@EEﬂM@
5 with Resolutions - ¢ .
Open Review Campaigns with Frozen Bases
Link MNarme Spansar
¥ [2007_ITA_TRAINING 550014
o |
| |
| |
B |
| |
| |
| |
| |
| |
| |
| |
| |
| |

End of activity.

Relink Base Assets with Resolutions
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LAB: Relink Base Assets

with Resolutions

Relink the base assets with resoluitons for the review campaign you created with the name
Student ID number + today’s date (e.g., Student0109152009).



Memo to PCs

Includes the Review Campaign Plan
Begin and End Dates of the Review Campaign

Dates that each campaign resolution type
(barcode scan, online resolution) will be
accepted

Some PCs will also receive a barcode scanner

.




Sunflower MobileTrak™

* Sunflower Assets inventory management tool.

* Deployed via a fully integrated barcode reader
that records and delivers asset information to
your Sunflower Assets database.

» Supports the physical inventory (review)
process in multiple locations whether the
assets are located in one building, across
town, or across the country.

MobileTrak includes all of the files needed to perform a physical inventory with your
barcode scanner. It is downloaded with all of DOC’s asset data which includes values in the
List of Values fields. Identification of an asset for physical inventory begins by defining a
review campaign in Sunflower Assets. Once the campaign is defined, the data is
downloaded from Sunflower Assets to the scanner. The scanner can then be used to locate
and scan the asset’s barcode, the asset identifier.



y 28 Ny
( Barcode Scanner Software Suite \

* Sunflower SyncLink™ runs on your PC and transfers data from the server to
the scanner and from the scanner back to the server.

* Sunflower MobileTrak™ runs on your scanner and is used to collect inventory
data.

* Sunflower Bar Code Installer is used to install SyncLink™ and MobileTrak™.

p MobileTrak
¥

Sunflower Desktop PC Barcode ‘“‘wﬁ
Agsets A Scanner
[ Fa f]
\\ - \"‘ ‘I’
= _,."S’ynl:Link*H‘_ o




P R LA ST I D Cswiarviiasar
MobileTrak'™ - Overview

* Transfer Asset Records (SFA to the Scanner)
* Setup MobileTrak

* Create Resolutions (Scan and Key)

* Transfer Resolutions (Scanner to SFA)




Va8 N
/ MobileTrak - Download and Upload Assets \

» Before you begin to use MobileTrak you will need to
download reference data; consisting of lookups, reference
files, and assets from your Sunflower Assets database to
your barcode scanner.

» After all assets have been scanned, the data will then be
uploaded back to Sunflower.

Inventory asset data is downloaded to the barcode scanners including all values in the LOVs
which allows users to update information using the scanners as they are conducting the
Review Campaign.

The scanned asset information uploaded to Sunflower is used to compare what was
scanned to the assets in the Review Campaign. This information is used to generate reports
detailing any errors with scanning assets, identifying any assets found during inventory, and
provide a listing of assets still unaccounted for.



NAV: Send Asset

Records to Scanner




Send Asset Records to Scanner

Review Manager
I > SyncLink > MobileTrak

Sunflower SyncLink

1. Place the scanner in its cradle.

Result: A dialog box for Microsoft ActiveSync appears, as shown in the example
below:

Mew Partnership x|

Set Up a Partnership

E 1 Thiz wizard helps you establish a parthership between vaur
t E mobile device and thiz computer. You can et up either a
gtandard partnership to synchronize data between pour
device and this computer, or a guest parthership to zimply
transfer data between your device and thiz computer.

What kind of partnership would vou like to establizh between
wour device and thiz computer’?

" Standard partnership

| waant to synchronize data between my device and
thiz computer, keeping data such as e-mail and
calendar items up-to-date in bath places.

£ Guest parthership

| want to only copy and mowve information between my
device and thiz computer, add and remove programs.
of regtare a backup image on a device whoze memary
has been rezet. | do nat want to synchronize data.

¢ Back I Mext = I Cancel Help

2. Select Guest Partnership.
3. Select Next.
4. Review the Microsoft ActiveSync dialog box to ensure that you are connected.

Example: Below is a sample of this connection:

Send Asset Records to Scanner
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3 Microsoft ActiveSync ;IEIEI
File Wiew Toaols Help

® 0 B & B

SYTIC Stop Details Explore Options

Guest @
Connected

Infarmation Type Skaktus

5. Select the Minimize button to minimize the window.

6. Select the Synclink icon on your desktop.

7. Enter your login information.

Result: The Sunflower Synclink window appears, as shown in the example below:

Send Asset Records to Scanner
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i+ Sunflower SyncLink - 2.4.1.0 o ]

y | 7|

aet Fram Scanner Filker

File Tools Help

ﬂ%

Send To Scanner

Scanner 1D |nnnnnnnnm

Select Azzet Type: ||n\rent|jr_|,|,ﬁ,sset j [~ Fast Synchronization

—&pplication To Synchronize
= Sunflower MobileTrak i~ Sunflower ExcessTrak

LCancel E xit

8. Inthe Select Asset Type: field, select Inventory Asset.

9. Inthe Application to Synchronize section of the screen, select Sunflower
MobileTrak.

10. Select the Filter button.
Result: The SyncLink — Download Filter window is displayed.
11. Select the Review Campaigns tab.

12. Select the name of the Review Campaign whose assets you wish to send to the
scanner.

13. Select the Apply button.
14. Select the OK button.

Result: The SyncLink Download filter window is closed and you are returned to the
Sunflower SyncLink main window.

Send Asset Records to Scanner
Sunflower Systems © 2009, All Rights Reserved

SF4.5
8-43



¢+ sunflower SyncLink - 2.4.1.0 ) ]

| ¥ |

File Tools Help

0

Send To Scanner |Get From Scanner Filker
Scanner D : | Doooo000m
Select Azzet Type: IInventDr_l,l Azset j [~ Fast Synchronization
—a&pplication To Senchronize
% Sunflower MobileTrak i~ Sunflower ExcessTrak

[Cancel

Note: The Filter button is now enabled indicating a filter is being used.

15. Select the Send to Scanner button to begin uploading the reference files of
assets from the Sunflower Assets database based on the filter criteria selected.

Result: The window will display the progress. When completed, a window will
appear indicating the download is complete.

sunflower SyncLink ]

@ Download Complete

16. Select the OK bhutton.

17. To validate the downloading of the assets to the scanner, refer to NAV document
Validate Review Campaign Base Assets.

Note: The number of assets in MobileTrak should be equal to or greater than the
number of assets in the Review Campaign Base Assets report. If it is greater than the
number in the report, it means that some new asset records are pending in the

Send Asset Records to Scanner
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inventory assets interface table either because they were never processed or because
there was some error.

End of activity.

Send Asset Records to Scanner
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LAB: Send Asset

Records to Scanner

Check with your instructor to determine if scanners are available for conducting this Lab.



NAV: Upload

Resolutions from
Scanner




Upload Resolutions from Scanner

Review Manager
I > SyncLink

Sunflower SyncLink

1. Place the scanner in its cradle.

Result: A dialog box for Microsoft ActiveSync appears, as shown in the example
below:

Mew Partnership x|

Set Up a Partnership

E 1 Thiz wizard helps you establish a parthership between vaur
t E mobile device and thiz computer. You can et up either a
gtandard partnership to synchronize data between pour
device and this computer, or a guest parthership to zimply
transfer data between your device and thiz computer.

What kind of partnership would vou like to establizh between
wour device and thiz computer’?

" Standard partnership

| waant to synchronize data between my device and
thiz computer, keeping data such as e-mail and
calendar items up-to-date in bath places.

£ Guest parthership

| want to only copy and mowve information between my
device and thiz computer, add and remove programs.
of regtare a backup image on a device whoze memary
has been rezet. | do nat want to synchronize data.

¢ Back I Mext = I Cancel Help

2. Select Guest Partnership.
3. Select Next.
4. Review the Microsoft ActiveSync dialog box to ensure that you are connected.

Example: The screen shot below shows an example of being connected:

Upload Resolutions from Scanner
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3 Microsoft ActiveSync ;IEIEI
File Wiew Toaols Help

® 0 B & B

SYTIC Stop Details Explore Options

Guest @
Connected

Infarmation Type Skaktus

5. Select the Minimize button to minimize the window.

6. Select the Synclink icon on your desktop.

7. Enter your login information.

Result: The Sunflower Synclink window appears, as shown in the example below:

Upload Resolutions from Scanner
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i+ Sunflower SyncLink - 2.4.1.0 =10 x|

File Tools Help

% 0| 7

Send To Scanner |Get From Scanner Filker
Scanner 1D : |fo00000001
Select Azzet Type: IInventDr_l,l Azzet j [~ Fast Synchronization
—&pplication To Synchronize
= Sunflower MobileTrak i~ Sunflower ExcessTrak
LCancel E xit

8. Select the Sunflower MobileTrak radio button.

9. Select the Get From Scanner button to begin uploading the files of assets from
MobileTrak into the Sunflower Assets database.

10. When the upload is complete, SyncLink generates and displays an Upload
Processing Results screen for verification, as shown in the example below.

Upload Resolutions from Scanner
Sunflower Systems © 2009, All Rights Reserved

SF 45
8-50



W x|
Upload Procetsing Aezults

—In Interface Table

Fezolutions: 1]

Changes & Additions: 4

—In File

R ezalutions: 2

Changes & Additionz: 1

— Results
R ezalutions:
k. F ail Tatal
1 1 2

Changes & Additionz:

k. F ail Tatal
1] ] ]

Fiefer to the Log Files for more information
[File Menu -» Show Loagsz]

— In Interface Table shows records pending processing in the interface table
prior to loading from the scanner.

— In File shows records that will be transferred from the scanner into the
interface table.

— Results shows results of processing all records in the interface table, which
includes all existing interface records prior to loading from scanner and the
records loaded from the scanner.

11. When asked if you would like to Delete Upload Files from Barcode Reader,
select Yes, as shown in the example below.

x

Whauld wau like ko Delete Uploaded Files Fram Barcode Reader ¢

Yes Mo |

12. When told to Restart MobileTrak, select OK, as shown in the example below.

Upload Resolutions from Scanner
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SyncLink x|

& Restart MaobileTrak. if yuhave it running on wour Barcode Scanner

13. When told to Upload Processing Results, select OK.

End of activity.

Upload Resolutions from Scanner
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LAB: Upload

Resolutions from
Scanner

Check with your instructor to determine if scanners are available for conducting this Lab.



Review Scanned Resolutions

* Goal: to have all resolutions accepted

* Three primary reasons why a scanned
resolution will fail:

— New asset not created successfully and is sent to
auxiliary resolution table

— One of the location fields was entered incorrectly
(site or building)

— Person entering resolutions incorrectly entered
their ID

Run this report based on the scanner code and after the data from the scanner has been
transferred (uploaded) to Sunflower.



NAV: Review Resolution

Interface Processing
Results




Review Resolution Interface Processing Results

Review Manager
M > Review > Review Reports

Review Reports

/7 Review Reports (Sheila Sirois) - Microsoft Internet Explorer

J File Edit View Faworites Tools Help “Links [ J5unflower

J EBack ~ = ~ €3 il | &lsearch (3 Favorites  EMedia ®| B &

J Address I@ http: fflibraz4/plsfsnflyr_04050000_report_osppsd3fas_owa_review.main?p_session=F3BBFZ9ESFSD4006C7 94C4F704F 30A06FEBADSBE30ES

Fmterp r| Se Sunflower Enterprise - Production 4.5.0.0

ASREWEDNDD Review Reports

To run a report, click one of the links helow.

Base Asset Interface Processing Results Eeview Campaigh Base Assets
Current Resolutions at Different Location than Asset Reviews Campaign Base Assets with Resolution Information
Executive Review Resolution Sumriary Reviews Campaigh Propetties
Reszolution Interface Processing Results Review Resolution Summary
Review Accruals Review Resolution Summary by Persan

Previously Bun Report

Reports Main Menu

1. Select Resolution Interface Processing Results.

Result: The Resolution Interface Processing Results parameters window displays:

Review Resolution Interface Processing Results
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3 Resolution Interface Processing Results {Sheila Sirois) - Microsoft Internet Explorer

J File Edit View Favorites Tools Help |JLinks [ 5unflover

J GBack + = - ) ot | @search [ Favorites  ElfMedia £ | B &

J Address I@ htkp: flibraz4 fplsfsnfhvr_04050000_report_osppsd3fas_owa_review.form_9%p_application_name=35unflower+Enterprise+-+Frodug

rEnterprise

Sunflower Enterprise - Production 4.5.0.0 Review Reports

ASRVE090 Resolution Interface Processing Results

How would you like to select the information that appears on the report?

Load Group | 'I

Submit | Feset |

Eeview Reporis

2. Inthe Load Group lookup list, select the Load Group number with the following
format: RS<Scanner ID>.

Note: To view the results from all scanners, leave the Load Group field blank.

3. Select Submit.

Result: A window displays that allows you to review the report parameters:

Review Resolution Interface Processing Results
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a Resolution Interface Processing Results (Sheila Sirois) - Microsoft Internet Expli

J File Edit YWiew Favorites Tools Help |JLink5 [ sunflowe

J GBack ~ = - () fal | & search [FFavorites E0Media ¢4 | - &

J Address

@ hitkp: flibraz4)fpls/snflwr_04050000_report_osppsd3)as_owa_review, form_9

wertnterprise

Sunflower Enterprise - Production 4.5.0.0 Review Reports

ASBVE090 Resolution Interface Processing Results

Choose an output format

& acrobat © HTML

Pregg S#ecute |t|:| run the report with the following parameters

Selection Criteria: 175183

Selected by

Load Group

Feview Reports

4,

5.

Select the Acrobat radio button.

Select eXecute.

Result: The report displays in a separate window, allowing you to review the
resolution interface processing results.

Review Resolution Interface Processing Results
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Sunflower Rssets
ASRVE0S0

Record Group

REQ000000001 « RE0Q20020001

Dat=

Resclution Interface Proceseing Resulte Page 2 of 4
11/15/2005 18:41

Besult

11-1051122103751

Success Total

Record Group

11703720058 14:35:38

Date

i

0K [Identifier:INV - 7.1.1.5TEF1l-1 Type:Date/Tine:11/02/2005 10:27:51 Site:CAMFUS Etlvl
L:EUILDING 10 Selvl Z:ROOM 123 Selwl 3:)

Result

Failure Total

Record Group

Date

Result

Ummatched Total

Load Greup Total

Note: See below for an explanation of the report features:

— The first group shows the resolution records that were processed

successfully.

— The second group shows the failed resolution records that could not be
processed due to some error. Any errors should be investigated and fixed
accordingly.

— The third group shows the unmatched resolution records that are stored in
as_auxiliary_load_resolutions table to be processed later on when the found
asset is successfully created in Sunflower Asset.

End of activity.

Review Resolution Interface Processing Results
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LAB: Review

Resolution Interface
Processing Results

Check with your instructor to determine if scanners are available for conducting this Lab.



Review Campaigh Reports

* Review Campaign Base Assets with Resolution
Information

* Report of Assets Found During Inventory

Review Campaign Base Assets with Resolution Information - review all base assets for the
selected Review Campaign with open resolutions that were not found during the inventory
to date

Inventory Asset Interface Processing Results — review all assets that were found during
inventory. Run report based on Inventory plus the scanner identifier



Review Campaign Base Assets with Resolution
Information

Buntlower Enterprice Review Campaign Base Assets with Besclution Informaticn Page 2 of 4
ASEVEO40 09/10/2006 16:33
18ant 8 Loz Flags cfficial Wase Mammfacturas medel serial wumber Asest Value Acq e
Ao xraL s COMPUTER BORTABLE  APRLE e unn s 4,450.00 2170111008

Wanager : SUMFLOWER SESTENG Review Campaign: X206

Owear | FUNFLOVER SYSTEME Fawclet ion « CHLINE DRCLARATIVE
Steward | ASERT CHNTER XX Created by | TRADNER STETRMI ADOX on 10B/L8/2008
Custoian | FRASTER TINCTWY W 655167 AWthoried by : TRAINER STETING ADNK
v Juse. Lavel o

Losation | S PRANCEESD
BUILETNG | EI  ROCM ¢ 1803

v yamo COMPUTER FURSONAL  DELL o annx ] 4,930.00 BfoL/1808
Manager . SBFLOMER STFTEMG Baview Campaign:TT2006
AT ¢ SUMFLONER VST Fraciution ; WLINE DRCLASATIVE
Staward | ABSET CENTER XX Srestad by | TRAINER STETON MEsooe on (oB/Le/I80E
custodian | DOE JoBI ORERAE Authoried by « SMITK SUSMN X EFEX
Daer Just. Lavel 1P ACDRESS VERIFIND
Location | VIR

e wmse Il SOSTER FERSOMAL  DELL (2t 2s1ame ] 3,800.08 $5/00/1000
Managar . SUMIPLOMES SYITEND Baviaw Sampalgn . EE3ets
AT | FMFLOMES FYITINE Reaclution | CHLINE PRTEECAL
Steward | ASERT CRNTER KX Created by | TRAINER STETONS AZNOK on 1o8/i8f2506
Custodian | TRASIER TINOTIT W G85ET Facorded by | SHITH SUGAN X SEIX
Daer Lecation . EM PRANCTECS
Lecaricon : SN FRANCIEOD BUILOTNG : G ROCM : 1304KX

BUILOTNG : B ROOM ¢ LXK

e xxoa sxnam FORD mITOR CONRANY  TAURGE a3 ] 26,850.00 S4/0LILIID
Manager | SmFLAEN EYETEG Baview Campaign  ZE3ese
Az | MFLOMER SYSTING Fasclution | HLINE PRYSECAL
xxxxx A | ASEET CRNTER XX Srested by | TRADNER STETONS e om o ERe e
Sustodian | £ CETOOLAN CUSTAR Facorded by | TRAINER STSTOME ADNOXC
Danr Losation | LIVERESE
Leeation ¢ LIVEREER BUILOTNG B ROOM 308
sETG @

PMO/PAOs will run this report and hand it off to the PCs conducting the review campaign.
The report identifies all assets not found and still requiring inventory. The PC will review the
report and attempt to find the missing data by either using the scanner or completing an
Online Resolution (explained in chapter 8).

PMO/PAO will run the report with the following information:

Review Campaign: Specify the Review Campaign name

Interest Type: select Inventory Assets

Resolution Type: Select Open

Group by: Custodial Area (so that you may give each custodial area their specific
information).

Sort by: Location, Current User and Descriptives



NAV: Review Campaign

Base Assets with
Resolution Information




Review Campaign Base Assets with Resolution Information

Review Manager
M > Review> Review Reports

Review Reports

/7 Review Reports (Sheila Sirois) - Microsoft Internet Explorer

J File Edit View Faworites Tools Help “Links [ J5unflower

J EBack ~ = ~ €3 il | &lsearch (3 Favorites  EMedia ®| B &

J Address I@ http: fflibraz4/plsfsnflyr_04050000_report_osppsd3fas_owa_review.main?p_session=F3BBFZ9ESFSD4006C7 94C4F704F 30A06FEBADSBE30ES

Fmterp r| Se Sunflower Enterprise - Production 4.5.0.0

ASREWEDNDD Review Reports

To run a report, click one of the links helow.

Base Asset Interface Processing Results Eeview Campaigh Base Assets
Current Resolutions at Different Location than Asset Reviews Campaign Base Assets with Resolution Information
Executive Review Resolution Sumriary Reviews Campaigh Propetties
Reszolution Interface Processing Results Review Resolution Summary
Review Accruals Review Resolution Summary by Persan

Previously Bun Report

Reports Main Menu

1. Select the Review Campaign Base Assets with Resolution link.

Result: The query criteria window is displayed.

Review Campaign Base Assets with Resolution
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3 Review Campaign Base Assets with Resolution Information (Repository Owner) - Microsoft Internet Explorer =10 5[
File Edit ‘View Faworites Tools Help ﬁ
Bsck + = - 7t | Qi search  [Fovorites  EMedia @l B S =

Address |&] http:flocalplsfsnFlr_D4050000_proxy_localfas_owa_review.Form_37p_application_name=Sunflower-+Enterprise-+-+Production+4.5,0.0p_return_to_name=Review+Rep ™| (Go |Links »
= A UTLs

-

ASRV6040 Review Campaign Base Assets with Resolution Information

How Would You Like to Select the Assets that Appear on the Report?

SAMPLE CAMPAIGH
SP2007

Review Campaigns

Interest Type -1

Bureau or Region |

Property Accountahility Office |

CustArea I

™ Include the Cust Area's child Organizations

Description |

Manufacturer |

Model Mumber |

Identifier Last Narme First Mid Prefic Suffix
Propery ontc | | | rEr=
Identifier LastMame First Mid Prefix Suffix ;I
[@] pore [T [ Bt
Mstart| | (| & 51 @ || Sacivommen. .| Emiosoit Fo...| Elsunfiower ... |[& Review Ca.. | B3 10 Revi., | [ 82 o Rlaled  «ssem

2. Select the Review Campaign in the Review Campaign field.
3. Select the Interest Type from the pull down menu on which to report.
4. Complete the remaining fields as desired.

5. Group the assets as you desire using the How Would You Like the Assets to be
Grouped? pull down menu.

6. Select the Submit button to run the report.

Result: The review screen appears.

Review Campaign Base Assets with Resolution
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7§ Review Campaign Base Assets with Resolution Information (Sheila Sirois) - Microsoft Internet Explorer
Fie Edt Vew Favortes Tools Help “Lir\ks [ Sunflawer ‘
Back v = - @) [0 @ | @seach FFavories Pveda B | - S

Address [&] http:fibra24/cls/snflur_D4050000_report_osppsd3fas_owa_review.form_3 =] #oe

rEnterprise

Sunflower Enterprise - Production 4.5.0.0 Review Reperts

ASRV6040 Review Campaign Base Assets with Resolution Information

Choose an output format

@ peropat © HTML

Press _BXeCUe |t run the report with the following parameters

Selection Criteria: 175184

Resiew Campaign 2007_ITA_TRAINING
Interest Type INVENTORY ASSET
Bureau of Region 55

Property Accountability Office

CustArea

Include CustArea child Organizations | M

Description

Manufacturer

Model Mumber

Property Contact

Current User

Lacation

Resolution Type(s) Open

Only Suspicious Resolutions? N

| 4
€] Done [T [8E Localintranet

start || (2 @ 41 || Esunitower enterprise - pr... | E]surfloner Enterprise 4.5 ...| £ suntiower Enterprise - ... | [E]Review Campaign Bas... D 1208pm

7. Select the Acrobat radio button.
8. Select the eXecute button to run the report.
Result: The report displays.

Below is a complete Review Campaign Base Assets with Resolution Information
report:

Review Campaign Base Assets with Resolution
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(R e

E & = &I

Sunflower Enterprise
REVIEW CAMPAIGN BASE ASSETS WITH RESOLUTION INFORMATION

ASRV6040

Run by
SIRCIS EHEILA SSIROIS

Fun date

09/09/2007 12:07

Selection Criteria : 175184

Cust Area : Property Contact :

Include Children : N Current User :

Bureau or Region : 55 Site .

Property Accountabili . Level 1 Structure :

Description : Level 2 Structure :
Manufacturer : Interest Type : INVENTORY ASSET

Model Number : Resolutions between :

Only Suspicicus? : N

Review Campaign : 2007_ITA TRAINING Regolution Type : Open

Order by : Cust Area, Barcode #

End of activity.

Review Campaign Base Assets with Resolution
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LAB: Review Campaign Base

Assets with Resolution
Information

Run the report for the review campaign you created with the name Student ID number +
today’s date (e.g., Student0109152009).



NAV: Generate Report of

Assets Found During
Inventory




Generate Report of Assets Found During Inventory

Review Manager
M> Mgmt > Management Reports
Management Reports

Fﬁterp ﬂ Se Sunflower Enterprise - Production 4.5.0.0

ASMMNEDND Management Repoarts

To run a report, click one of the links helow.

Inventory Assets (Glabal Infarm aticn) Inventary Asset Summary by Asset Flag
Asset Search Inventory Asset Summary by Asset Type
Asset Structure Inventory Asset Timeline
Inwentory Asset Activity Summary by Asset Flad Inventory Asset Litilization
Inventory Asset Activity Summary by Asset Type Inventory Assets Pending Acceptance by Age
Inventary Asset Final Events Inventory Assets Pending Release by Age
Inventory Asset History Imventory Assets with Recently Denied Reguests
Inventory Asset Initial Events Iventory Assets with Feguests
Inventary Asset nterface Processing Results Purchase Order Ading Report
Inventory Asset Ongoing Events High Yolume Shipping Interface Processing Results

Previously Run Fepaort

Reports Wain Menu

1. Select Inventory Asset Interface Processing Results.

Result: The Inventory Asset Interface Processing Results parameters window
displays:

Generate Report of Assets Found During Inventory
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7J Inventory Asset Interface Processing Results (Sheila Sirais) - Microsoft Internet Explorer

| Ble Edt Wiew Favories Took  Help HLmks [d5unflower

| eak - = - @ [A & @search Gravones Preda F | D S

| address |@ hittp: flibra24 pls snflvr_040S0000_repart_osppsd3fas_owa_management Form_52p_spplication_name=Sunflower-+Enterprise---+Pradu

Sunflower Enterprise - Production 4.5.0.0 M

g 1t Repeorts

ASMNG090 Inventory Asset Interface Processing Results

How Would You Like to Select the Information that Appears on the Report?

Load Group hd

Submit | Reset

Mananement Reports

2. Inthe Load Group LOV, select the Load Group number.
3. Select Submit.

Result: A window displays that allows you to review the report parameters:

/] Inventory Asset Interface Processing Results (Sheila Sirois) - Microsoft Internet Explorer

J File Edit ‘“iew Favorites Tools Help |JLinks [ sunflower

J GBack ~ = - @) ot | @isearch [ Favorites EhMedia 4 | B &

Jngdress I@ hittp:jflibraz4jplsfsnflwr_04050000_report_osppsd3fas_owa_management.form_9

tnterprise

Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG090 Inventory Asset Interface Processing Results

Choose an output format

& acrobat © HTML

Fress _SHecuts |to run the report with the following parameters

Selection Criteria: 175186

‘ Load Group

‘ Selected by ‘

Management Reports

4. Select the Acrobat radio button.

Generate Report of Assets Found During Inventory
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5. Select eXecute.

Result: The report displays in a separate window, allowing you to review the results
of the inventory asset interface processing.

The Report is sorted as follows:
— The first group shows the found inventory assets that were created
successfully.

— The second group shows the failed inventory asset records that could not be
created due to some error.

End of activity.

Generate Report of Assets Found During Inventory
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Campaign Certification

Letter to PC
Includes number of assets found

.

Includes number of assets missing

PC reviews and verifies information and signs
certification




/ Closing Review Campaigns \

BESA =& EEEEHE 2H 72 HeBe¢¥=SEEINS

EdMaintain Review ¢

Review Campaigns

Name [SP2007 Frozen? [y
Sponsor b'lfFIELD OFFICE
Campaign Type |INVENTORY
Sample Type |POPUI.AT10N
Base Source |RULE GENERATED
Audit of

Culminated by

Begin Date 09032007 Expected End Date |1];]5."2[]J}’ Actual End Date |11/25/2007
User Fields®

; Comment I IFmezeStatusI ; Resolutions I

Closing a campaign is the final step in the review cycle. This occurs after all assets in your
baseline have been accounted for, outstanding assets have been declared, and the report
of survey is reconciled.

To end the review campaign, specify the Actual End Date. This date may be equal to, earlier
or later than the Expected End Date.

Closing a Review Campaign does not prohibit an asset from being inventoried after the end
of the campaign. If an asset is found after the review campaign closes, the PC may still use
the online resolution form to inventory the asset.



NAV: Close Review

Campaigns




Close Review Campaigns

Review Manager
M > Review> Maintain Review Campaigns

Maintain Review Campaigns

& Sunflower Enterprise - Production 4.5.0.0 - 09,/09,/2007 {(ZSURI@osppsd3)
Euit Agree Contract r-ngmt Sentry Finance |nactive Excess Beview ITCDmpUnents Admin Regnr‘[s Functions Utllmf Window|

Review Campaigns

Marne |

Sponsar |

Carnpaign Type

Sample Type

Base Source
Audit of
Culminated by

Expected End Date Actual End Date

Begin Date
User Fields™

Comment Freeze Status

b

Resolutions

i
i

1. Select the Find icon from the toolbar.

2. Enter the Review Campaign Name in the Name field that you want to close.
3. Select the Find icon from the toolbar.

Result: The screen populates.

4. Enter the closing date in the Actual End Date field.

5. Select the Save icon from the toolbar to close the Review Campaign.

Result: The Review Campaign will be closed.

Example: Below is a complete Maintain Review Campaigns window:

Close Review Campaigns
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& Sunflower Enterprise - Production 4.5.0.0 - 09,/09,/2007 {ZSURI@osppsd3)

Exit Agree Contract Momt Sentry Finance [nactive Excess Review [T Components Admin Reports Functions  Utility Window Hel

(BEE0 & AV EEEEE ZB 7?2 HuBeve-cBEOLO D

Review Campaigns

Mame [2007_ITA_TRAINING Frozen? ,Y_
Sponsor |550014
Campaign Type |INVENTORY
Sarmple Type [POPULATION
Base Source [RULE GENERATED
Audit of |
Culminated by
Begin Date |09/01/2007 Expected End Date ’m Arctual End Date

User Fields*
Freeze Status Resolutions

v

Comment

i
i

End of activity.

Close Review Campaigns
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LAB: Close Review

Campaigns

Complete this lab AFTER you have completed all the labs in
Chapter 8: Conduct a Review Campaign (PC)

Close the review campaign that you created with the name Student ID number + today’s
date (e.g., Student0109152009).
Enter the closing date of 11/30/2009.

(Note: Typically you would not enter the actual end date until that date. However for the
purposes of training, we will leave the review campaign open until after all classes so that
PCs may complete the labs in Chapter 8 in later training sessions.)



Review Campaigh Reports

Review the details of the review campaign

Review percentage of assets found, open, and
declared unaccounted

* Review a summary of assets by resolution
type
* Review campaign assets with resolutions

Running reports at the end of a review campaign will list all assets included in the campaign
and their status.

e Review Campaign Properties — displays details of the campaign parameters, (e.g.,
setup, base rules, and valid resolution types)

» Review Resolution Summary — displays open and found assets and how they were
found

* Executive Review Resolution Summary — summary of the progress of your review
campaign and status

* Review Campaign Base Assets with Resolution Information — check the box to include
suspicious resolutions to view assets that were retired (the steps for this report are
included earlier in the chapter)

The NAVs are included as a reference for the reports listed above.



NAV: Review

Campaign Properties




Review Campaign Properties

Review Manager
M > Review> Review Reports

Review Reports

/7 Review Reports (Sheila Sirois) - Microsoft Internet Explorer

J File Edit View Faworites Tools Help “Links [ J5unflower

J EBack ~ = ~ €3 il | &lsearch (3 Favorites  EMedia ®| B &

J Address I@ http: fflibraz4/plsfsnflyr_04050000_report_osppsd3fas_owa_review.main?p_session=F3BBFZ9ESFSD4006C7 94C4F704F 30A06FEBADSBE30ES

Fmterp r| Se Sunflower Enterprise - Production 4.5.0.0

ASREWEDNDD Review Reports

To run a report, click one of the links helow.

Base Asset Interface Processing Results Eeview Campaigh Base Assets
Current Resolutions at Different Location than Asset Reviews Campaign Base Assets with Resolution Information
Executive Review Resolution Sumriary Reviews Campaigh Propetties
Reszolution Interface Processing Results Review Resolution Summary
Review Accruals Review Resolution Summary by Persan

Previously Bun Report

Reports Main Menu

1. Select the Review Campaign Properties link.

Result: The query criteria window is displayed.

Review Campaign Properties
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3 Review Campaign Properties {(Sheila Sirois) - Microsoft Internet Explorer

J File Edit Wiew Favorites Tools Help |JLinks [_ ] Sunflower

J GBak ~ = ~ @) fal | Qhsearch (3 Favorites  EDMedia €4 | - S

JAgdress I@ http: fflibraz4 fplsfsnfhvwr_04050000_report_osppsd3fas_owa_review,form_27p_application_name=5unflower+Enterprise-+-+Prol

rEnterprise

Sunflower Enterprise - Production 4.5.0.0 Review Reports

ASRV6020 Review Campaign Properties

How would you like to select the information that appears on the report?

Review Carmpaign | 2007_ITA_TRANNG x|

Submit | Reset |

Review Reports

2. Select the Review Campaign in the Review Campaign field
3. Select the Submit button.

Result: The review screen appears.

Review Campaign Properties
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/3 Review Campaign Properties {Sheila Sirois) - Microsoft Internet Explorer

J File Edit “iew Faworites Tools  Help “Lmks [ 5unflower
J SEack + = - @ ﬁl D search [ Favortes  SMedia (3 | B- &

JAc_IdresS I@ http:)flibraz4/plsfsnflwr_04050000_report_osppsd3/as_owa_review.form_2

rEnterprise

Sunflower Enterprise - Production 4.5.0.0 Review Reports

ASRV6020 Review Campaign Properties

Choose an output format

 pcrobat 0 HTML

Pregg EHecuts Ito run the report with the following parameters

Selection Criteria: 175188

‘ Review Campaigh | 2007_ITA_TRAINING

Review Reports

4. Select the Acrobat radio button.
5. Select the eXecute button to run the report.
Result: The report displays.

Below is a complete Review Campaign Properties report:

Review Campaign Properties
Sunflower Systems © 2009, All Rights Reserved
SF 4.5

8-83



‘ | EJ. @ @ |2 ] = # I?EZ%__v W‘ %flﬁnd_._ GooinnT

Sunflower Enterprise Review Campaign Properties Page 2 of 4
BSRVE020 09/09/2007 12:21

Review Campaign

Feview Campaign : 2007_ITA TRAINING
Sponsor ; 55001&
Campalgn Type @ INVENTORY

Sample Type : BOPULATION

Base Scurce : RULE CENERATED
Audit of

culminated by

Begin Date : 09/01/2007 Expected End Date : 08/30/2008 End Date : 02/30/2008
User Fields
Base Count : o

Base Rulag

Identifier : RULE 1

Attribute cperator  operand
INTEREST ASSET TYPE = INVENTORY ASSET
MANAGER = 55

Taxt

Base Creation Statement

Text

End of activity.

Review Campaign Properties
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NAV: Review

Resolution Summary




Review Resolution Summary

Review Manager
M > Review> Review Reports

Review Reports

/7 Review Reports (Sheila Sirois) - Microsoft Internet Explorer

J File Edit View Faworites Tools Help “Links [ J5unflower

J EBack ~ = ~ €3 il | &lsearch (3 Favorites  EMedia ®| B &

J Address I@ http: fflibraz4/plsfsnflyr_04050000_report_osppsd3fas_owa_review.main?p_session=F3BBFZ9ESFSD4006C7 94C4F704F 30A06FEBADSBE30ES

Fmterp r| Se Sunflower Enterprise - Production 4.5.0.0

ASREWEDNDD Review Reports

To run a report, click one of the links helow.

Base Asset Interface Processing Results Eeview Campaigh Base Assets
Current Resolutions at Different Location than Asset Reviews Campaign Base Assets with Resolution Information
Executive Review Resolution Sumriary Reviews Campaigh Propetties
Reszolution Interface Processing Results Review Resolution Summary
Review Accruals Review Resolution Summary by Persan

Previously Bun Report

Reports Main Menu

1. Select the Review Resolution Summary link.

Result: The query criteria window is displayed.

Review Resolution Summary Report
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3 Review Resolution Summary (Repository Owner) - Microsoft Internet Explorer =0 5[
File Edit Wiew Favorites Tools Help ﬁ
Bk ~ = - (D 7t | @ search  [Fovorites  EMedia (% | By S =
Address |&j http: fflacaliplsfsnFlwr_04050000_proxy_lacalas_avia_review Form_4?p_application_name=Sunflower-+Enterprise+-+Production+4.5.0.08p_return_to_name=Review+Rep j @G0 |Links =

[~
How Would You Like to Select the Assets that Appear on the Report?
Review Campaigns SAMPLE CAMPAIGN
SP2007
Interest Type 'I
Bureau ar Reqgian |
Praperty Accountahility Office |
CustArea |
I Include the Cust Area's child Organizations
SiteiOfF-Site Type Stivl Type  Stivl Identifier
Location [ =] [euLomG =] |
How Would You Like the Assets to be Grouped?
[more =]
Submit | Reset
Review Repars
=
|@ Done ’_’_’_ E Local intranst v

‘gl start |J m & IQ @ |J ac:lDocumenml Microsuft Po...I @SunfluwerE... | @Review Re... @DQ,ID,Revim | |E@—%®Q Sjiﬂ]ﬂ@ 4148 PM

2.
3.

6.

Select the Review Campaign in the Review Campaign field.
Select the Interest Type from the pull down menu on which to report.
Complete the remaining fields as desired.

Group the assets as you desire using the How Would You Like the Assets to be
Grouped? pull down menu.

Select the Submit button to run the report.

Result: The review screen appears.

Review Resolution Summary Report
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ASRVG030 Review Hesolution Summary

Choose an output format

& scrobat © HTML © Testfile export (Excel, Lotus 1-2-3, Access...)

Press _BHecuts |to rum the reportwith the following parameters

Selection Criteria: 175189
Selected by

Value

Review Campaign 2007_ITA_TRAINING

Interest Type INVEMNTORY ASSET
Bureau or Region

Cust Area

Include Cust Area child Organizations | W

Lacation

Grouped by
Group #1

| Property Accountability Office |

Eeview Repors

7. Select the Acrobat radio button.
8. Select the execute button to run the report.
Result: The report displays.

Below is a cover sheet of the Review Resolution Summary report:

Review Resolution Summary Report
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CustArea :
Include Children :
Bureau or Region :
Property :
Accountability Office
Review Campaigns :

2007_ITA_TRAINING

Sunflower Enterprise
REVIEW RESOLUTION SUMMARY

ASRV6030

Run by
SIROIS SHEILA SSIROIS

Run date
09/09/2007 13:53

Selection Criteria : 175189

gite:
Level 1 Structure:
Interest Type: INVENTCRY ASSET

Order by

End of activity.

Review Resolution Summary Report
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NAV: Executive

Review Resolution




Executive Review Resolution

Review Manager
M > Review> Review Reports

Executive Review Resolution Summary

/7 Review Reports (Sheila Sirois) - Microsoft Internet Explorer

J File Edit View Faworites Tools Help “Links [ J5unflower

J EBack ~ = ~ €3 il | &lsearch (3 Favorites  EMedia ®| B &

J Address I@ http: fflibraz4/plsfsnflyr_04050000_report_osppsd3fas_owa_review.main?p_session=F3BBFZ9ESFSD4006C7 94C4F704F 30A06FEBADSBE30ES

Fmterp r| Se Sunflower Enterprise - Production 4.5.0.0

ASREWEDNDD Review Reports

To run a report, click one of the links helow.

Base Asset Interface Processing Results Eeview Campaigh Base Assets
Current Resolutions at Different Location than Asset Reviews Campaign Base Assets with Resolution Information
Executive Review Resolution Sumriary Reviews Campaigh Propetties
Reszolution Interface Processing Results Review Resolution Summary
Review Accruals Review Resolution Summary by Persan

Previously Bun Report

Reports Main Menu

1. Select the Executive Review Resolution Summary link.

Executive Review Resolution Report
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Result: The query criteria window is displayed.

7} Executive Review Resolution Summary {Student 01) - Microsoft Internet Explorer -8 x|
File  Edt  View Favorites Took  Help

| &
eﬁatk o \) = \ﬂ @ Lh ;jiearth *Favnntes &)‘ ['_\- ; = - J @z @3

Address |€| http: ffsflwrdoctest ocs. doc. goviplsfsnflvwr_040S0000_report_osppsdd/as_owa_review.form_S7p_application_name=Sunflower-+Enterpriss+-+Production+#.5.0,08p_return_to_name=Review+Reports&p_return_to_procedur j Go |Lm>s >

Enterprise i

Sunflower Enterprise - Production 4.5.0.0 Review Reports

ASRV6050 Executive Review Resolution Summary

How Would You Like to Select the Assets that Appear on the Report?

Review Campaigns 2003 EDA YEAR END f’
2003 MBDA YEAR END
2004 BEA YEAR END
2004 EDA YEAR END
2004 ESA YEAR END

2004 MBDA YEAREND
2004 NTIA MIDYEAR
2004 CIG YEAR END =l
Interest Type A
Bureau or Region |

Property Accountability Office |

CustArea |

™ Include the Cust Area's child Oraanizations

Site/OfF-ite Type Stlel Type  Stiv1 Identifier
Location [ = [suome =] [
How Would You Like the Assets to be Grouped?

[&] Done

[ [ [ | |4 mntemnet

2. Select the desired Review Campaign report in the Review Campaign box.

/} Executive Review Resolution Summary (Student 01) - Microsoft Internet Explorer =1 e
File Edit Yiew Favortes Tooks Help

| &
eﬁa(k o O = \ﬂ @ ;b ;jiearth *Favnntes ﬁ)‘ ['_;- ; = - J @? ‘23

Addvess [&] bttp:sflurdoctest.acs, doc.goviplsfsnflr_04050000_report_osppsd4/as_owa_review.form_57p_application_name=Sunflovrer-+Enterprise-+—+Production+4,5.0.08p_return_to_name=Review+Reportstp_ratumn_to_procedu ™| [ G2 |un>¢ =

Enterprise [

Sunflower Enterprise - Production 4.5.0.0 Review Reports

ASRVE050 Executive Review Resolution Summary

How Would You Like to Select the Assets that Appear on the Report?

Review Campaigns 2003 EDA YEAR END i’
2003 MBDA, YEAR END
2004 BEA YEAR END
2004 EDA YEAR END
2004 ESA YEAR END
2004 MBDA YEAREND

2004 NTI& MIDYEAR
2004 OIG YEAR END =l
Interast Type INVENTORY ASSET ¥
Bureau o Region [

Property Accountability Office |

CustArea |

™ Include the Cust Area's child Oraanizations

Site/OT Site Type Stivl Type

= [suome =] [

Silv1 Identifier

Location I

How Would You Like the Assets to be Grouped?
=l

[&] Done

[ [ [ | |4 mntemnet

3. Select the asset Interest Type from the pull down menu on which to report.

Executive Review Resolution Report
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/A Executive Review Resolution Summary (Student 01) - Microsoft Internet Explorer

=18
‘ [

Fle Edt View Favortes Toos Help
@Eack = J = \ﬂ @ _h‘/:jsearch \;}Favomtes e}‘ 3~ ; i~ - _J @‘@ ﬂ ﬁ

Addoss [ ] htofaflurdoctest ocs.coc. aoviplsfanfin_0MUS0000_repart_sspesd/as_owa_review. form_Sve_applcation name=Surtlower-+Enkerprise +— Production+4.5.0.0n_return_to_name=ReviewRepartste,_retum_to_proceda =] [£d 50 | ks

Enterprise

Sunflower Enterprise - Production 4.5.0.0 Review Reports

ASRV6050 Executive Review Resolution Summary

How Would You Like to Select the Assets that Appear on the Report?

Review Campaigns 2003 EDA YEAR END ﬂ
2003 MBDA, YEAR END
2004 BEA YEAR END
2004 EDA YEAR END
2004 ESA YEAR END
2004 MBDA, YEAREND
2004 NTIA MDYEAR

2004 CIG YEAR END =l
Interest Type INVENTORY ASSET v
Bureau or Region [ums
Froperty Accountability Office [F1ceca
CustArea [proasacen

I~ Include the Gust Area's child Organizations
SitesOff-Site Type Stiwl Type Silv1 [dentifier

Location [ =] [euome =] |

How Would You Like the Assets to be Grouped?

-
[&] Done T T [ meemet

4. Enter the Bureau or Region and/or the Property Accountability Office and/or
the Custodial Area and required to generate the desired report output.

NOTE: The more detailed the report criteria, the more specific the report output.

Leaving Bureau, Region, PAO, or Custodial Areas blank generalize the report to
the Review Campaign in its entirety.

Executive Review Resolution Report
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/3 Executive Review Resolution Summary (Student 01) - Microsoft Internet Explorer =8|

Flle Edit Wiew Favortes Tooks Help ‘.;,-

Qo - () - %] B p| Psewar Jormens &[0 & - ) B B

Addoss [ ] htofaflurdoctest ocs.coc. aoviplsfanfin_0MUS0000_repart_sspesd/as_owa_review. form_Sve_applcation name=Surtlower-+Enkerprise +— Production+4.5.0.0n_return_to_name=ReviewRepartste,_retum_to_proceda =] [£d 50 | ks

=

ASRV6050 Executive Review Resolution Summary

How Would You Like to Select the Assets that Appear on the Report?

Review Campaigns 2003 EDA YEAR END f’
2003 MBDA YEAR END
2004 BEA YEAR END
2004 EDA YEAR END
2004 ESA YEAR END
2004 MBDA YEAREND
2004 NTIA MIDYEAR

2004 Ol YEAR END LI
Interest Type INVENTORY ASSET v
Bureau or Region s
Property Accountability Office |51QGCA
Cust Area [s108s80m0]

'- Include the Cust Area's child Organizations
Site/OT Site Type Sthvl Type  Stiv! Identifier

Location [ = [suome =] [

How Would You Like the Assets to be Grouped?
NOME -
P

[&] Done T T [ meemet

5. Enter a specific Site, with Building (Stlvl Identifier) as desired.

NOTE: Site criteria can be entered without entering Bureau or PAO.

/} Executive Review Resolution Summary (Student 01) - Microsoft Internet Explorer =1 e
File Edt View Favorites Tools Help ‘ o

eﬁa(k o ‘\) = \ﬂ @ ;b ;jiearth *Favnntes ﬁ)‘ [_.;'- ; = - J Efy ‘23

Addvess [&] bttp:sflurdoctest.acs, doc.goviplsfsnflr_04050000_report_osppsd4/as_owa_review.form_57p_application_name=Sunflovrer-+Enterprise-+—+Production+4,5.0.08p_return_to_name=Review+Reportstp_ratumn_to_procedu ™| [ G2 |un>¢ =

How Would You Like to Select the Assets that Appear on the Report?

Review Campaigns 2003 EDA YEAR END f’
2003 MBDA YEAR END
2004 BEA YEAR END
2004 EDA YEAR END
2004 ESA YEAR END
2004 MBDA YEAREND
2004 NTIA MIDYEAR

2004 CIG YEAR END =l
Interest Type INYVENTORY ASSET ¥
Bureau or Reglon [ums
Property Accountability Office |51QGCA
CustArea [s1oasa0m0

'- Include the Cust Area's child Organizations
Site/OT Site Type Sthvl Type  Stiv! Identifier

Location [ = [suome =] [

How Would You Like the Assets to be Grouped?
NONE -

CAMPAIGH
LEVEL 1 STRUCTURE

BUREAL OR REGION

PROPERTY ACCOLINTSBILITY OFFICE
SITE

|CUST AREA.

141

[&] Done 0 [ [ |4 meemet

6. Group the assets as you desire using the How Would You Like the Assets to be
Grouped? (Drop down LOV).

Executive Review Resolution Report
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7. Select the Submit button to run the report.

Result: The review screen appears displaying the report criteria entered.

Sunflower Enterprise - Production 4.5.0.0 Heview Reporis

ASRVE050 Executive Review Resolution Summary

Choose an output format

@ pcrobat O HTML € Test file export (Excel, Lotus 1-2-3, Access..)

Press _Execute |1U run the report with the following parameters

Selection Criteria: 175190

2007 _ITA_TRAIMING

| Review Campaign

| Interest Type

| Bureau or Region

| Cust Area

| Include Gust Area child Organizations | N

|PropenvAccoumabi\ity Office |

| Location
| Group #1 | MOME

Review Reports

NOTE: Click Back in Explorer to adjust or re-enter the report critera
8. Select the Acrobat radio button.
9. Select the execute button to run the report.

Result: The report displays.

Below is a cover page of the Executive Review Resolution report:

Executive Review Resolution Report
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Cust Area :
Include Children : N
Bureau or Region :

Property :
Accountability
office

Review Campaigns: 2007_ITA_ TRAINING

10.50x8.00in 4]

Sunflower Enterprise

EXECUTIVE REVIEW RESOLUTION SUMMARY

ASRV6050

Run by

SIROIS SHEILA SSIROIS

Run date

09/09/2007 13:55

Selection Criteria :

175190

Site:
Level 1 Structure:

Interest Type :

| »

E 1 [ |8 unknown zone
ﬂ“ ] & H & surfloner Enterprise - Pr... |[@]http://iibraz4/reports.. EIRE  usaem

End of activity.

Executive Review Resolution Report
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~ LessonSummary

* You should now be able to:
— Define Roles involved in a review campaign

— Set up a review campaign

— Use MobileTrak to upload data to scanners

— Use MobileTrak to download data to Sunflower

— Run reports to review campaign details and status
— Close a review campaign







Chapter 9:

Conduct a Review
Campaign (PC)

Sunflower Assets 4.5







~ Lesson Objectives

 After this lesson you should be able to:
— Use MobileTrak to create resolutions

— Use Online Forms to create resolutions
— Resolve outstanding resolutions




Process: Review Campaign

- - Record resolutions (conducts
I Creates Review Campaign I »| inventory of assets) and return
I scanners

| Specifies Rules and creates base assets |

Freeze assets

Define valid resolution types and relink to
existing campaign

¥

Sends Review Campaign memo and scanners
to PCs

I Upload data from scanners I

¢ Resolve
outstandin
| Run and send reports to PC I—[—. solutions .
I| Create certification and close review campaign I-

This chapter focuses on the role of the PC during the review campaign.



Va8 N
/ Roles Involved in the Review Campaign \

Property Management Officer (PMQO)

DOC Role: | Property Accountability Officer (PAO)

Property Custodian (PC)
Inventory Clerk

Agreement Clerk /

Sunflower System Administrator /
Responsibilities:

Review Manager

Review Clerk

PMOs will be set up as Review Managers and PAOs and PCs will be set up as Review Clerks.

Review Managers have access to and can manipulate the physical inventory process
throughout the organization.

e Create

e Manage

e Close

Review Clerk can only perform management functions related to the review campaign for
the custodial area to which they are assigned. The administrator must set at what level
within DOC can the Review Clerk work with the assets.



Review Campaigh Memo

* Receive from PMO/PAO
* Includes the Review Campaign Plan
* Begin and End Dates of the Review Campaign

* Dates that each campaign resolution type
(barcode scan, online resolution) will be
accepted

* Some PCs will also receive a barcode scanner

PCs may also review the Review Campaign Properties Report to see all the details of a
particular Review Campaign.



Create Resolutions

* Mobile Devices
* Online

Any user that is part of the physical inventory process can create resolutions for the assets
in the review campaign. Users may use a mobile device (i.e., barcode scanner) or an online
Sunflower Form to record resolutions.

When creating resolutions be sure that you are using the correct resolution type (barcode
scanner or online form) during the allowed time period. Otherwise it may not be recorded
correctly and the asset may still show as “missing” when the campaign is closed.



Sunflower MobileTrak

* Sunflower Assets inventory management tool.

* Deployed via a fully integrated barcode reader
that records and delivers asset information to
your Sunflower Assets database.

» Supports the physical inventory (review)
process in multiple locations whether the
assets are located in one building, across
town, or across the country.

MobileTrak includes all of the files needed to perform a physical inventory with your
barcode scanner. It is downloaded with all of DOC’s asset data which includes values in the
List of Values fields. Identification of an asset for physical inventory begins by defining a
review campaign in Sunflower Assets. Once the campaign is defined, the data is
downloaded from Sunflower Assets to the scanner. The scanner can then be used to locate
and scan the asset’s barcode, the asset identifier.



y 28

/

inventory data.

MobileTrak™.

Sunflower
Assets

Barcode Scanner Software Suite

"~ 8yneLink--="7
Y

Desktop PC Barcode
Scanner
e 2
~SyncLink=-. -~

-~

Sunflower SyncLink™ runs on your PC and transfers data from the
server to the scanner and from the scanner back to the server.

Sunflower MobileTrak™ runs on your scanner and is used to collect

* Sunflower Bar Code Installer is used to install SyncLink™ and

MaobileTrak

\




MobileTrak'™ - Overview

.

Transfer Asset Records (SFA to the Scanner)
Setup MobileTrak
Create Resolutions (Scan and Key)

Transfer Resolutions (Scanner to SFA)




Va8 N
/ MobileTrak - Download and Upload Assets \

* Before you begin to use MobileTrak you will need to download
reference data; consisting of lookups, reference files, and assets
from your Sunflower Assets database to your barcode scanner.

« After all assets have been scanned, the data will then be uploaded
back to Sunflower.

Inventory asset data is downloaded to the barcode scanners including all values in the LOVs
which allows users to update information using the scanners as they are conducting the

Review Campaign.

The scanned asset information uploaded to Sunflower is used to compare what was
scanned to the assets in the Review Campaign. This information is used to generate reports
detailing any errors with scanning assets, identifying any assets found during inventory, and
provide a listing of assets still unaccounted for.

The PMO/PAO will conduct these steps prior to handing off the Barcode Scanners to the
PC.



NAV: Scan Assets to

Create Resolutions




Scan Assets to Create Resolutions

No Sunflower Role
M > Start > MobileTrak
MobileTrak

| start

L ']
(¥ Friday, September 03, 2004
E Owner: sunflower Systems Corp

New

1. Select Start.

Scan Assets to Create Resolutions
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2. Select MobileTrak.

Result: The MobileTrak main menu appears.

fw}' sunflower MobileTrak ={£ 3:29 @

1. Record Fesolutions

2. Resolulion Setup

3. File Statuses

4, Review Scans

5. Mass Transfer w/ Receipt

Resolutions | System Lslities | Abouk |

El‘

3. Select 2. Resolution Setup.

Result: The Resolution Setup window displays, and looks similar to the screenshot
below:

:_arwj sunflower MobileTrak (£ 3:34 @

Resolution Setup
Level 1 Type :
LEVSB'I:rEUFFt;Iprz |R°°m -
I”t‘?f;; [INVENTORY ASSET -
Palise seconds
Tdentior POCINY
=

4. Select Building from the Structure Level 1 Type field.

Scan Assets to Create Resolutions
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5. Select Room from the Structure Level 2 Type field.

6. Inthe Pause field, select the number of seconds of waiting time between each
scan (0 = no pause, 9 = indefinite pause).

7. Enter your Employee/Badge Number in the Operator Identifier field.
8. Select OK.

Result: You are returned to the MobileTrak main menu.

1. Record Resolutions

2. Resolution Setup

3. File Statuses

4, Review Scans

5. Mass Transfer w/ Receipt

Y
!

Resolutions | System Lkilities | Abouk |

El‘

9. Select 1. Record Resolutions.

Result: The Record Resolutions window displays, and looks similar to the
screenshot below:

Scan Assets to Create Resolutions
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l.:";;li;.‘ir;" Sunflower MobileTrak =< 5:36 @

Resolution Only -

Site |RONALD REAGAN WASH ~

Checkpaint
R.oori

Skruck level 3
Operator 0O1-ADM
01-3937

Active, Custodian: RICHARDS, C.

Enter Ctrl+E | | Change Ctrl+G
Clear Ctri+C | [ HelpCtrl+L
Add Crl+a |

E|A

10. Select Resolution and Location Update from the LOV at the top of the screen
(above the Site field).

Result: Selecting this option will update the location of the asset if the asset location
in Sunflower is different than what is in the resolution record.

Note: When recording a resolution, specify your current location for the scanning
activity. Each resolution is captured at the current location that you establish on this
screen. As you move from room to room, return to this screen to update the barcode
scanner’s location.

11. Select the site of the building where you are going to scan assets from the Site
field.

12. Select the building from the Building field.

13. Enter or scan the room number in the Room field.

14. Select the empty asset identifier field, below the Operator identifier.
15. Scan the asset’s barcode number.

If the Message Line shows “Not found in reference file”, goto task #17. Otherwise,
goto task #16.

16. If the asset’s reference data is found in the scanner, then the Message Line
shows asset status and PC or Contact ID. If this is the case, select the Clear
Ctrl+C button and move on to the next asset.

Scan Assets to Create Resolutions
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Note: If you are going to be scanning assets in other rooms, remember to change the
room information.

If you have more items to scan in the same room, goto task #15. Otherwise, goto task
#24.

17. From the Record Resolutions screen, select the Add Ctrl+A button to add an
asset.

Result: The Add New Asset screen appears.

Manufal:turer“ i
Model | i
Official Name | -
Serial |
Stewrard |
Custadian |
Condition Cd |
lear
|

18. Enter the manufacturer’s name in the Manufacturer field, or scan the
manufacturer from a printed list of common manufacturer barcodes.

19. Enter the model number in the Model field, or scan the model number from a
printed list of common model number barcodes.

20. Enter the description in the Description field, or scan the description from a
printed list of common description barcodes.

21. Enter the serial number in the Serial field, or scan the serial number of the asset.
Note: Skip the Steward and Custodian fields.
22. Enter the condition code of the asset in the Condition Cd field.

23. Select OK to save the record.

Scan Assets to Create Resolutions
Sunflower Systems © 2007, All Rights Reserved

SF45
9-17



Result: The asset is recorded in the bar code reader and you are returned to the
Record Resolutions screen.

If you have more items to scan in the same room:
Goto task #15

If you have more items to scan in different rooms, goto task #9. Otherwise, goto task
#24.

24. When finished, select OK to exit out of MobileTrak.
25. Select Yes to exit MobileTrak.

End of activity.

Scan Assets to Create Resolutions
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LAB: Scan Assets to

Create Resolutions

Check with your instructor to determine if scanners are available for conducting this Lab.



Review Scanned Resolutions

* Review Resolution Interface Processing
Results

— Goal: to have all resolutions accepted

* Inventory Resolution Results

— ldentifies assets found during inventory

Resolution Interface Processing Results — Run report after assets have been barcode
scanned and data transferred (uploaded) to Sunflower. Identifies any errors with data that
was scanned. Three primary reasons why a scanned resolution fails are:

e New asset not created successfully and is sent to auxiliary resolution table

* One of the location fields was entered incorrectly (site or building)

® Person entering resolutions incorrectly entered their ID
Run report based on Inventory plus the scanner identifier

Inventory Asset Interface Processing Results — This report should be run after online
resolutions are entered. It will highlight all assets that were found during inventory.



NAV: Review Resolution

Interface Processing Results




Review Resolution Interface Processing Results

Review Manager
M > Review > Review Reports

Review Reports

/7 Review Reports (Sheila Sirois) - Microsoft Internet Explorer

J File Edit View Faworites Tools Help “Links [ J5unflower

J EBack ~ = ~ €3 il | &lsearch (3 Favorites  EMedia ®| B &

J Address I@ http: fflibraz4/plsfsnflyr_04050000_report_osppsd3fas_owa_review.main?p_session=F3BBFZ9ESFSD4006C7 94C4F704F 30A06FEBADSBE30ES

Fmterp r| Se Sunflower Enterprise - Production 4.5.0.0

ASREWEDNDD Review Reports

To run a report, click one of the links helow.

Base Asset Interface Processing Results Eeview Campaigh Base Assets
Current Resolutions at Different Location than Asset Reviews Campaign Base Assets with Resolution Information
Executive Review Resolution Sumriary Reviews Campaigh Propetties
Reszolution Interface Processing Results Review Resolution Summary
Review Accruals Review Resolution Summary by Persan

Previously Bun Report

Reports Main Menu

1. Select Resolution Interface Processing Results.

Result: The Resolution Interface Processing Results parameters window displays:

Review Resolution Interface Processing Results
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3 Resolution Interface Processing Results {Sheila Sirois) - Microsoft Internet Explorer

J File Edit View Favorites Tools Help |JLinks [ 5unflover

J GBack + = - ) ot | @search [ Favorites  ElfMedia £ | B &

J Address I@ htkp: flibraz4 fplsfsnfhvr_04050000_report_osppsd3fas_owa_review.form_9%p_application_name=35unflower+Enterprise+-+Frodug

rEnterprise

Sunflower Enterprise - Production 4.5.0.0 Review Reports

ASRVE090 Resolution Interface Processing Results

How would you like to select the information that appears on the report?

Load Group | 'I

Submit | Feset |

Eeview Reporis

2. Inthe Load Group lookup list, select the Load Group number with the following
format: RS<Scanner ID>.

Note: To view the results from all scanners, leave the Load Group field blank.

3. Select Submit.

Result: A window displays that allows you to review the report parameters:

Review Resolution Interface Processing Results
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a Resolution Interface Processing Results (Sheila Sirois) - Microsoft Internet Expli

J File Edit YWiew Favorites Tools Help |JLink5 [ sunflowe

J GBack ~ = - () fal | & search [FFavorites E0Media ¢4 | - &

J Address

@ hitkp: flibraz4)fpls/snflwr_04050000_report_osppsd3)as_owa_review, form_9

wertnterprise

Sunflower Enterprise - Production 4.5.0.0 Review Reports

ASBVE090 Resolution Interface Processing Results

Choose an output format

& acrobat © HTML

Pregg S#ecute |t|:| run the report with the following parameters

Selection Criteria: 175183

Selected by

Load Group

Feview Reports

4,

5.

Select the Acrobat radio button.

Select eXecute.

Result: The report displays in a separate window, allowing you to review the
resolution interface processing results.

Review Resolution Interface Processing Results
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Sunflower Rssets
ASRVE0S0

Record Group

REQ000000001 « RE0Q20020001

Dat=

Resclution Interface Proceseing Resulte Page 2 of 4
11/15/2005 18:41

Besult

11-1051122103751

Success Total

Record Group

11703720058 14:35:38

Date

i

0K [Identifier:INV - 7.1.1.5TEF1l-1 Type:Date/Tine:11/02/2005 10:27:51 Site:CAMFUS Etlvl
L:EUILDING 10 Selvl Z:ROOM 123 Selwl 3:)

Result

Failure Total

Record Group

Date

Result

Ummatched Total

Load Greup Total

Note: See below for an explanation of the report features:

— The first group shows the resolution records that were processed

successfully.

— The second group shows the failed resolution records that could not be
processed due to some error. Any errors should be investigated and fixed
accordingly.

— The third group shows the unmatched resolution records that are stored in
as_auxiliary_load_resolutions table to be processed later on when the found
asset is successfully created in Sunflower Asset.

End of activity.

Review Resolution Interface Processing Results
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LAB: Review Resolution

Interface Processing Results

Check with your instructor to determine if scanners are available for conducting this Lab.



Manage Uploaded Data

* If Inventory Management assets were added, you may
need to use the Edit Inventory Assets Interface
Records form to edit the asset data and add additional
details in order to create a valid asset that can be saved
to the database.

* If resolution errors were indicated, you may need to
use the Edit Resolution Interface Records form to edit
the resolution data in order to create a valid resolution.

* If no additions or changes were made to scanned
assets, then you may simply want to review the assets
by using the Lookup Inventory Assets Resolutions
form.

After the MobileTrak data is scanned, one of three actions may need to occur:
eEnter additional data for assets found during inventory

oFix errors (location entered incorrectly, user entering assets incorrectly signed in)
*Review all assets



/ Edit Asset Interface Records

Efl Apree Momi Senty Ewance inachve Ercess Review [T Componerts Agmin Beports Fupctions Wbl Window Help

FEHAN & av BSEEEH ZEH 7 HeEEe¢y-c BRSO &

P Y S It

Load Group |TANVASDI| Recard Group [TUCSONDT Processed |10/ 22007 10.00.40

;’\‘&0‘64? JIDECE1 is a duplicate senal number I;ir .rnm'model DE‘LL‘INL‘ D410 LATITUDE (identier TUCSDN][ 5!:0“%31]]!9 St Gg To Eror
1-RiM DING TINGSON AT Sakd 2-R0O0M FN SaM 31 J

ACton New Asset Barcode #

nterest Entity Prafix Name \
iventary Asset I Asset D |
Barcode # [TUCSOND!
Unique Name
Asset Identifier Type | S54EB001542 tarcode Type [ Barcode Type |
Manager SEAEE000O10 Code 55 Bureau or Region
Crwner 55466000937 Code 550054, Accournability Office |
Steward 55455001053 3l Area Code S5001WO32 Cust Arva
Catatog SO0G184875  Identier
Manufacturer Code | Narne |
Model Number Moddel Name
Descrgiion
Assat Type FSG Code Fed. Supply Group
Senal Number 988D Dirawing Mo
Fage 1 2] 3 4[7 5[ 8] [ e[ 9 1w0of
Acquisition Date [13/30/2006 Responsibilty Date [03/30/2006 Effective Date |
\ Release Datetime Accept Datetime Espected Return Date

~— —

The Edit Inventory Interface Records form enables you to modify records that enter
Sunflower Assets from MobileTrak. Anytime a new asset is added using MobileTrak, the
new asset will require additional details not available within MobileTrak. You will be able to
use the Edit Inventory Interface Records form in order to amend the asset data and save
the new asset to the database. Additionally, this form is useful to update details to an asset
record should there be errors in the data related to the asset. Once corrections have been
successfully saved, the error is now removed from the interface records and will not appear
in here in subsequent queries.

Area 1: With your cursor in the Load Group field, click the Find button, enter the scanner ID
(this ID starts with RS, for example: RS0000000012), and then click the Find button again.

Result: All the failed records will appear (use the down arrow on the keyboard to scroll
though and see all the different errors)

The message field directly under the Scanner ID field describes the type of error that
occurred.

Area 2: Use the necessary fields to update the data for the added assets or to correct
errors. Use the tabs at the top to navigate to additional asset record details.



NAV: Edit Inventory Asset

Interface Records




Edit Inventory Asset Interface Records

Purpose

The purpose of this document is to describe how to convert error records uploaded from
the bar code reader into updated property records.

Review Manager, Inventory Manager
M > Mgmt > Edit Inventory Asset Interface Records
Edit Inventory Asset Interface Records

& sunflower Enterprise - Production 4.5.0.0 - 09/09,/2007 (ZSURI@osppsd3)

Exit Agree Cantract Mogmt Sentry Finance Inactive Excess Rewiew |T Components Admin Reports Functions Utility Window Help
(BEHE0 @ av BEEEEEH ZEH ?  HREe Ve BEDO @&

et Interfa

Record Group | Processed | I -

Go To Eror =

Asset (Cont.) Location Initial Event  Final Event  Value Components  Global User Fields  User Fields Document  Commodity  Indicators

Action | Barcode #

Interest Entity Prefix Marme
Inventory Asset ld Assat ID

Barcode #l

Unigue Mame

Azzet ldentifier Type T arcede Type ’7 Barcode Type |
Manager ] Code ’7 Bureau or Region |

Owner ,7 Code ,7 Accountability Office |

Steward lial Area Code ,7 Cust Area |

Catalog Identifier* |

Manufacturer Code Narne |
Model Mumber | Model Mame |
Description |
Asset Type FSG Code Fed. Supply Group |
Serial Mumber | Drawing No |
Flage: 1 | 2[ | 3[ | 4[| 5[ s 7[ e[ ]|e[]w]
Acquisition Date Responsibility Date Effective Date
Release Datetime Accept Datetime Eupected Return Date

1. Place your cursor in the Load Group field.
2. Select the Find button from the toolbar.

3. Inthe Load Group field, enter the scanner ID (this ID starts with RS, for
example: RS0000000012) and select the Find button from the toolbar again. This
will return all errors for the Load Group entered.

Edit Inventory Asset Interface
Sunflower Systems © 2009, All Rights Reserved

SF 45
9-30



9.

Result 1: The message on the status bar will indicate that the record was successfully

£ sunflower Enterprise - Production 4.5.0.0 - 12/02/2009 (STUDENTO1 @osppsd-)

Exit Agree Momt Sentry Einance [nactive Excess Review [T Components Admin Reports Fupctions Utility Window Help

(BEE80 2 AV ESEEE ZH 72 HREeY=cEEDNG 6 E

mE-:mhwent-:-mJ»'is-set\men‘aceF.‘E-:-:m:!s—.a-:.r'mnlilDaiEl

Load Group [TarAS01| Record Group [TUCSONDT Processed [10/12/2007 10:00:40

‘AS—DWDAZ 39BBX31 is a duplicate serial number for mfrirmodel DELL INC./D410 LATITUDE (Identifier TUCSONDT Site:040530019 Sthi ©a 1o B =
T-RUILDING TUCROMN A7 Sthvl 2-RO0KM FN Sthil 30 — &7

Asset (Cont.)  Location  Initial Event  Final Event  “alue Components  Global User Fields — User Fields  Document  Commodity

Action ‘New Asset Barcode #
Interest Entity ’7 Prefix ’_ Marne
Inventory Asset Id ’7 Asset ID ’7
Barcode # [TUCSONDT
Unigue Name
Asset ldentifier Type 55466001542 larcode Type ‘A Barcode Type |
Manager | 55466000910 Code [55 Bureau ar Region |
Owner ‘ £5466000937 Code ‘55505,5\ Accountability Office |
Steward ‘ 55466001050 3l Area Code ‘asnmwnaz Cust Area |
Catalog ‘ 50006184875 Identifier” ‘
Manufacturer ‘ Code ‘ MName |
Model Number ‘ Model Mame |
Description ‘
Agset Type ‘ FSG Code ‘ Fed. Supply Group |
Serial Mumber |398BX91 Drawing Mo |
Fiags: 1 2[ | 3[ | 4 s[ e[ | 7[ ] &[] e[ o[
Acquisition Date |03/30/2006 Responsibility Date ’m Effective Date ’7
Release Datstime | Accept Datetime ’7 Expected Return Date ’—

The description of the error appears in the window below the Load Group field.

The description indicates the data and related data field where the error has

occurred, or

Select the Go To Error button to place the cursor in the field requiring
correction

Update any information as needed.

Select the Tabs across the top of the screen to access additional property field

details to update.

Select the Save button from the toolbar.

saved.

Result 2: The record is removed from the interface table, and the property record will

be updated with the new information.

10. Continue to scroll through the records, repeating steps 4-7, until there are no

more errors.

End of activity.

Edit Inventory Asset Interface
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Most Common Error Messages on the Edit Resolution Interface Records Table

Error Message

Meaning

Action

SA-00108: Insufficient privilege to
perform INS on
SA_STRUCTURE_LEVEL_1...

The role of the user does
not allow him/her to
create a new building.
The scanner operator
entered an invalid
building code in the
Structure Level 1 field.

Delete the building from
the Stlv1 field and select
a building from the
LOV.

SA-01074: Instance 50000015700
of SA_STRUCTURE_LEVEL 1
is inactive...

The scanner operator
entered a building code
that is no longer active
in the Structure Level 1

field.

Delete the building from
the Stlv1 field and select
a building from the
LOV.

SA-01090: Unable to determine
value for
AS RESOLUTION.ASSET_ID
from value ‘Interest Type’...

Asset not found in
Sunflower should be
added to spreadsheet

given to each property
officials to record items
that failed to scan.

The custodian should
create new acquisitions
in Sunflower for all
assets that have not been
entered into Sunflower.

AS-001125: Identifier CD0O00XX
also appears on
source_record_group 00030XX

The resolution exists in
another load group.

Lookup the resolution
by the record group
number provided in the
error message to
determine the other load
group. Coordinate with
the other person to
ensure one person
processes the resolution.
The second instance will
be deleted.

SA-00110: Unique constraint
RS_AS RSTP_REC DTTM_UK
of AS_RESOLUTION is not
satisfied...

A duplicate resolution.
This results when the
files from the scanner

are uploaded more than

once. NOTE: Click the

Yes button to delete file

from scanner after
uploading.

Delete the duplicate
record. Click the
Remove Record icon to
delete the record.

Edit Inventory Asset Interface
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Error Message Meaning Action

AS-01015: Insufficient privilege to

set/change the location for the The person who The Property Custodian
given asset (Identifier:INV - processed the upload or PAO of the asset
CD0000641557 through SyncLink from should try to process the
Type:Date/Time:05/22/2008 the scanner did not have resolution by clickin
14:35:41 Site:53585 Stlvl privileges to update the the Savg/icon g
1:BUILDING NTIS Stlvl asset record

2:ROOM 1021 Stlvl 3:)

Edit Inventory Asset Interface
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LAB: Edit Inventory Asset

Interface Records

Check with your instructor to determine if scanners are available for conducting this Lab.



- Assets Found During Inventory

* Assets scanned, but not currently in Sunflower

* Need to update the information in Sunflower
to create a complete property record

The Inventory Asset Interface Processing Results report will identify these records.



NAV: Generate Report of

Assets Found During
Inventory




Generate Report of Assets Found During Inventory

Review Manager
M> Mgmt > Management Reports
Management Reports

Fﬁterp ﬂ Se Sunflower Enterprise - Production 4.5.0.0

ASMMNEDND Management Repoarts

To run a report, click one of the links helow.

Inventory Assets (Glabal Infarm aticn) Inventary Asset Summary by Asset Flag
Asset Search Inventory Asset Summary by Asset Type
Asset Structure Inventory Asset Timeline
Inwentory Asset Activity Summary by Asset Flad Inventory Asset Litilization
Inventory Asset Activity Summary by Asset Type Inventory Assets Pending Acceptance by Age
Inventary Asset Final Events Inventory Assets Pending Release by Age
Inventory Asset History Imventory Assets with Recently Denied Reguests
Inventory Asset Initial Events Iventory Assets with Feguests
Inventary Asset nterface Processing Results Purchase Order Ading Report
Inventory Asset Ongoing Events High Yolume Shipping Interface Processing Results

Previously Run Fepaort

Reports Wain Menu

1. Select Inventory Asset Interface Processing Results.

Result: The Inventory Asset Interface Processing Results parameters window
displays:

Generate Report of Assets Found During Inventory
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7J Inventory Asset Interface Processing Results (Sheila Sirais) - Microsoft Internet Explorer

| Ble Edt Wiew Favories Took  Help HLmks [d5unflower

| eak - = - @ [A & @search Gravones Preda F | D S

| address |@ hittp: flibra24 pls snflvr_040S0000_repart_osppsd3fas_owa_management Form_52p_spplication_name=Sunflower-+Enterprise---+Pradu

Sunflower Enterprise - Production 4.5.0.0 M

g 1t Repeorts

ASMNG090 Inventory Asset Interface Processing Results

How Would You Like to Select the Information that Appears on the Report?

Load Group hd

Submit | Reset

Mananement Reports

2. Inthe Load Group LOV, select the Load Group number.
3. Select Submit.

Result: A window displays that allows you to review the report parameters:

/] Inventory Asset Interface Processing Results (Sheila Sirois) - Microsoft Internet Explorer

J File Edit ‘“iew Favorites Tools Help |JLinks [ sunflower

J GBack ~ = - @) ot | @isearch [ Favorites EhMedia 4 | B &

Jngdress I@ hittp:jflibraz4jplsfsnflwr_04050000_report_osppsd3fas_owa_management.form_9

tnterprise

Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG090 Inventory Asset Interface Processing Results

Choose an output format

& acrobat © HTML

Fress _SHecuts |to run the report with the following parameters

Selection Criteria: 175186

‘ Load Group

‘ Selected by ‘

Management Reports

4. Select the Acrobat radio button.

Generate Report of Assets Found During Inventory
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5. Select eXecute.

Result: The report displays in a separate window, allowing you to review the results
of the inventory asset interface processing.

The Report is sorted as follows:
— The first group shows the found inventory assets that were created
successfully.

— The second group shows the failed inventory asset records that could not be
created due to some error.

End of activity.

Generate Report of Assets Found During Inventory
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Review Campaign Base Assets with Resolution
Information

Sunflower Bnterprise Review Campaign Base Assets with Resclution Information Page 2 of 4
RERVEO4D 05/18/2006 15:33
Bdasrt i24aT Flags cificial Name Hazutactuzer Aaset Value Acg Date
»an EoL # CMBUTER WETAME  ARILE 4,400.50 01/01/008
Wanager | FRTLONER SYSTER Review
Camar | FHPLOWER SYATRE
Etevard | NEIST CRNTER XX & -r on 109 102008
Cumtodian ; FRAFIER TIRGTHY M 330167 Butherized by |
Deer ol

Location » BN FRANCISO0
WUILDIND o B2 ROOW 1 L8OE

N FEzae COPEUTES FESSOMAL  DELL B annet
Nanager | FINTLONER SYETEE Review Campaigm  EEISGH
Cumar | FUNPLOMER SYSTENS Basclution | OHLTNE DECLARRTIVE
Steward | AESET CHNTIR XX Created by - TRAINIR SYSTEMS ADNGOC on ea/1e/2004
CUBLEdlan : DOE J0EN G105 Buthorized by | MITH SUGMS X S9IK
teer Just, Level \1F AIEHESE VERIFIED

Loesties : LIVERMORR
BUILDING : B BOOM : 1332

v mns & CMPUTER FESOML  DELL L) aanaae 'l 3,000.50 o8/51/090
WaRAger | FNTLONER SYETEG Review Cumpalgn  TEEI04
CMTAE | SUSTLOMER SYSTENS Ewselurion | OMLINE TUTSICAL
Staward | ARSNT CHNTER XX Created by . TRAINIR SYSTEMS ADNGO( on 1e9/10/2004
Custodian ¢ FRAIIER TIMOTHT M $50167 Bwcorded by o SMETH SDSMN X SIEK
Ueer Losation | BN FRAMCISCD
Locatics | BAN FRANCISO0 BUILDISG | O SOk | A304NE

BUILDIND . B ROOM . LG

v xmos sxza FORD MOTCR COMPMRY  TADRUR 23z ' 36,000.80 62/51/1980
Wanager | SEETLONER SrETER Beview Cumpaign  TEI904
o0

Loeatics | LIVERMCER
T

As the review campaign continues, the PAO/PMO will run reports identifying assets still not
“found” during inventory. They will distribute the Base Assets with Resolution Information
report to the PCs. This worksheet identifies all open assets and includes an area for the PC
to note the location where the asset was found. The PC will then complete an Online
Resolution form to input the information.

The PC may also take the initiative and run this report at any point during the campaign.



NAV: Review Campaign Base

Assets with Resolution
Information Report




Review Campaign Base Assets with Resolution Information

Review Manager
M > Review> Review Reports

Review Reports

/7 Review Reports (Sheila Sirois) - Microsoft Internet Explorer

J File Edit View Faworites Tools Help “Links [ J5unflower

J EBack ~ = ~ €3 il | &lsearch (3 Favorites  EMedia ®| B &

J Address I@ http: fflibraz4/plsfsnflyr_04050000_report_osppsd3fas_owa_review.main?p_session=F3BBFZ9ESFSD4006C7 94C4F704F 30A06FEBADSBE30ES

Fmterp r| Se Sunflower Enterprise - Production 4.5.0.0

ASREWEDNDD Review Reports

To run a report, click one of the links helow.

Base Asset Interface Processing Results Eeview Campaigh Base Assets
Current Resolutions at Different Location than Asset Reviews Campaign Base Assets with Resolution Information
Executive Review Resolution Sumriary Reviews Campaigh Propetties
Reszolution Interface Processing Results Review Resolution Summary
Review Accruals Review Resolution Summary by Persan

Previously Bun Report

Reports Main Menu

1. Select the Review Campaign Base Assets with Resolution link.

Result: The query criteria window is displayed.

Review Campaign Base Assets with Resolution
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3 Review Campaign Base Assets with Resolution Information (Repository Owner) - Microsoft Internet Explorer =10 5[
File Edit ‘View Faworites Tools Help ﬁ
Bsck + = - 7t | Qi search  [Fovorites  EMedia @l B S =

Address |&] http:flocalplsfsnFlr_D4050000_proxy_localfas_owa_review.Form_37p_application_name=Sunflower-+Enterprise-+-+Production+4.5,0.0p_return_to_name=Review+Rep ™| (Go |Links »
= A UTLs

-

ASRV6040 Review Campaign Base Assets with Resolution Information

How Would You Like to Select the Assets that Appear on the Report?

SAMPLE CAMPAIGH
SP2007

Review Campaigns

Interest Type -1

Bureau or Region |

Property Accountahility Office |

CustArea I

™ Include the Cust Area's child Organizations

Description |

Manufacturer |

Model Mumber |

Identifier Last Narme First Mid Prefic Suffix
Propery ontc | | | rEr=
Identifier LastMame First Mid Prefix Suffix ;I
[@] pore [T [ Bt
Mstart| | (| & 51 @ || Sacivommen. .| Emiosoit Fo...| Elsunfiower ... |[& Review Ca.. | B3 10 Revi., | [ 82 o Rlaled  «ssem

2. Select the Review Campaign in the Review Campaign field.
3. Select the Interest Type from the pull down menu on which to report.
4. Complete the remaining fields as desired.

5. Group the assets as you desire using the How Would You Like the Assets to be
Grouped? pull down menu.

6. Select the Submit button to run the report.

Result: The review screen appears.

Review Campaign Base Assets with Resolution
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7§ Review Campaign Base Assets with Resolution Information (Sheila Sirois) - Microsoft Internet Explorer
Fie Edt Vew Favortes Tools Help “Lir\ks [ Sunflawer ‘
Back v = - @) [0 @ | @seach FFavories Pveda B | - S

Address [&] http:fibra24/cls/snflur_D4050000_report_osppsd3fas_owa_review.form_3 =] #oe

rEnterprise

Sunflower Enterprise - Production 4.5.0.0 Review Reperts

ASRV6040 Review Campaign Base Assets with Resolution Information

Choose an output format

@ peropat © HTML

Press _BXeCUe |t run the report with the following parameters

Selection Criteria: 175184

Resiew Campaign 2007_ITA_TRAINING
Interest Type INVENTORY ASSET
Bureau of Region 55

Property Accountability Office

CustArea

Include CustArea child Organizations | M

Description

Manufacturer

Model Mumber

Property Contact

Current User

Lacation

Resolution Type(s) Open

Only Suspicious Resolutions? N

| 4
€] Done [T [8E Localintranet

start || (2 @ 41 || Esunitower enterprise - pr... | E]surfloner Enterprise 4.5 ...| £ suntiower Enterprise - ... | [E]Review Campaign Bas... D 1208pm

7. Select the Acrobat radio button.
8. Select the eXecute button to run the report.
Result: The report displays.

Below is a cover sheet of the Review Campaign Base Assets with Resolution
Information report:

Review Campaign Base Assets with Resolution
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Sunflower Enterprise
REVIEW CAMPAIGN BASE ASSETS WITH RESOLUTION INFORMATION

ASRV6040

Run by
SIRCIS EHEILA SSIROIS

Fun date

09/09/2007 12:07

Selection Criteria : 175184

Cust Area : Property Contact :

Include Children : N Current User :

Bureau or Region : 55 Site .

Property Accountabili . Level 1 Structure :

Description : Level 2 Structure :
Manufacturer : Interest Type : INVENTORY ASSET

Model Number : Resolutions between :

Only Suspicicus? : N

Review Campaign : 2007_ITA TRAINING Regolution Type : Open

Order by : Cust Area, Barcode #

End of activity.

Review Campaign Base Assets with Resolution
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y 8 Ny

( Online Resolutions \

Ext Agree Contract Momt Finance Inactive Bxcess Review ITComnonems Aumn Reports Eunctions Utility Window Help

(BE@E & a9 EEEEE’E? II'E'GBVWWIIGQ

ERCreate inventory Asset Resolutions - asv2120

Resolutions

Type |ONLINE PHYSICAL ¥ Update Location?
Location” [NASHVILLE__BUILDING __1223_ ROCM__E500
ecorded By |CBN - 10563 Last Name* [PAUL First |AYANNA Mid s
Assels N
2 Ok A Barcode # Manufacturer Model Number Description
v [sPo1 sonvl [PAVILLION " [cOMPUTER, PORTABLE | =

Message [

Area 1: Select the Resolution Type to be applied. When creating Online Resolutions, the
following types of resolutions may be recorded:
e Confirmed Unaccounted — indicates asset not in your possession (transfer, repair, etc.)

(PMO/PAO only)

e Declared Unaccounted — remove an open item from the reporting cycle (PMO/PAO
only)

* Online Declarative — know the asset exist but cannot see it (e.g., an orbiting satellite)
(PC)

¢ Online Physical — can not scan asset but can see and attest to physical location (PC)

The remaining fields in Area 1 depend upon the type of resolution selected. In the above
example, Online Physical was selected which allows the user to update the location,
identify the location where the asset was found and enter who is recording the resolution.
In this situation, the Update Location checkbox is automatically populated. This allows the
location to be updated automatically on the property record. If a Review Clerk without
Inventory Clerk responsibilities leaves this box checked an error message will appear stating
“Insufficient privileges to perform the operation.” Double-click the location field to enter
where the asset was found. This is a required field, even if the Update Location checkbox is
unchecked.

Select the LOV for the Last Name field and select the last name, first name of the person
recording the resolution.

Area 2: Resolutions may be created for one or more assets at a time. All assets listed in
Area 2 will have the resolution type in Area 1 applied.



NAV: Create an

Online Resolution




Record Online Resolutions

Review Manager/ Review Clerk
M > Review > Create Resolutions > Create Inventory Asset Resolutions

Create Inventory Asset Resolutions

& Sunflower Enterprise - Production 4.5.0.0 - 09,/09,/2007 {ZSURI@osppsd3)

B

Resolutions

Type

Assets

Ok 4 Barcode # Manufacturer tadel Mumber Description

|»

|
|
|
|

Message |

1. Enter or select the Resolution Type in the Type field.

2. Tab to the next field. Result: The remaining fields at the top populate based upon
your selection.

Type Additional Fields to Complete
ONLINE Update Location
PHYSICAL Location

Recorded By (Last Name, First Name, Mid)
ONLINE Justification
DECLARATIVE | Authorized by (Last Name, First Name, Mid)
DECLARED Justification
UNACCOUNTED | Authorized by (Last Name, First Name, Mid)
CONFIRMED Justification
UNACCOUNTED | Authorized by (Last Name, First Name, Mid)

Record Online Resolutions
Sunflower Systems © 2009, All Rights Reserved
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The example below is for an Online Physical resolution type:

& Sunflower Enterprise - Production 4.5.0.0 - 09,09,2007 (ZSURI@osppsd3)

Exit Agree Contract Mgmt Sentry Finance |nactive Excess Rewiew |T Components Admin Repords Functions Wility YWindow H|

(BEaf @ avy BEEER 2 H JHEHEJﬁﬁgﬁlEﬂﬂJﬁﬁ

E]' sreate Inventary Asset Resolutions - asr2120

Resolutions

Type |ONLINE PHYSICAL
Location™ |

Recorded By | Last Mame™ First hid l_

Aszsets

Ok p Barcode # Manufacturer tadel Murnber Description

Ly

|+

5 [ T O Y Y
[ T Y 5 Y

1]

Message |

3. Toenter a location, open the Location screen

& sunflower Enterprise - Production 4.5.0.0 - 12/02/2009 (STUDENT01@osppsd4) —1&1 %]

Action Edit Query Block Record Field Lookup Help Window

(JEJJEJ eIIJJI_JmIJEEI 7 HEE§e /=S HE NS @42 J

Locations

Site [ABILENE, TX

[BuLDmG  [sMcaz [RoOM [16317] [~ Mail Stop

Structure Level 3 Mame |

GRS 1 GPS 2 GPS3

Assets

Ok A Barcode # Manufacturer / Maodel / Official Name™  Location™ Stock Number  Quantity Unit of Measure
O =
oo
oo
oo
oo
oo
oo
oo
oo
oo

Message

The number assigned to the structure by the institution, e.o. 1000 \
Record: 171 | | Listorvaiu.. | |

4. Select the Save button from the toolbar to save and close the Location screen.

Record Online Resolutions
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Result: You will be returned to the Resolutions window.

& Sunflower Enterprise - Production 4.5.0.0 - 12/02/2009 (STUDENT01@osppsd4) ~=lalx|

Exit Agree Momt Seniry Einance |nactive Excess Reyiew [T Components Admin Eeports Fupclions Utility Window Help

(BEED & oy BEEEEE ZH 7 HEEe HesBEDG 6 &E

S e e e e

Resolutions

Type |ONLINE PHYSICAL ¥ Update Location?
Location” [ABILENE, TX__BUILDING__SMCAZ__ROOM__16312)
Recorded By Last Name* | First Mid [

Agsels

Ok & Barcode # Wanufacturer f Model / Official Name*  Location® Stock Number  Quantity Unit of heasure
O =
oo
oo
oo
oo
oo
oo
oo
oo | | | [ |

oo | | | | | 5

Message

Record: 11 [ .. J

For Online Declarative resolutions, enter the Justification in the Justification
field which appears when that resolution is selected.

Tab to the Recorded By (Online) or Authorized By (Declarative) field.

In Recorded By, enter the employee/badge number of the person who is
responsible for the online resolution being created. If employee/badge number is
not known, use the Last Name field to search and select the appropriate person.

Note: This person must be a contact for the organization sponsoring the review
campaign (i.e. Bureau). Any other people used will not create a valid resolution.

8.
9.

Select the Next Block icon to the Assets block.

Select the Barcode Number field and enter the barcode number of the asset for
which you want to record an online resolution. If the exact barcode number is
not known, or a known list of assets are to be inventoried in the same locations,
select the Find button and use the pop-up Query Criteria screen to find the
assets you want to record an online resolution for.

Record Online Resolutions
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& sunflower Enterprise - Production 4.5.0.0 - 12/02/2009 (STUDENT01@osppsd4) —1&1 %]
Action Edit Query Block Record Field Lookup Help Window

(BHEA & av BEEEEH ZH 7 Hedey/=cBENO &M J
[ Query Criteria - 250tD050 LA X
® Assigned To ' Requested
Cust Area ‘
Contact ID Last Name™ ‘ First ‘ Ilid ’_
User Last Name® | First | Mid [

® Active C'Retired ' Both

Stock Mumber |

Agreerment ldentifier Type

Site [WASHINGTON, DC
Structure Level 1 [BULDING [rcHe Structurs Level 2 [ROOM [1117] -
Manufacturer hiodel Number
Description Serial Number
Interest Type |INWENTORY ASSET Barcode #
Unigue Identifier

Initial Event ‘
User Figlds™ ‘

Interest Type © Agrearment C'Excess O Financial Inactive ® lnventory  © Subset
User Figlds™ ‘
Global User Fields™ ‘

|_Last Criteria_| [ Execute | [__Cancel J

The number assigned to the structure by the institution, e.g. 1000C \
Record: 171 | | Listofva.. | |

10. Enter the query criteria and select Execute to populate the screen with a list of
assets.

& sunflower Enterprise - Production 4.5.0.0 - 12/02,/2009 (STUDENT01@osppsda) & x|
Exit Agree Momt Sentry Finance |nactive Excess Review [T Components Admin Reports Functions Utility Window Help
(BEEN = sy BEEEEEH ZEH 2 BHeEavye-cEBEHLO0 O &E )
[* e 2120 7 s 71 %]
Resalutions
Type [ONLINE PHYSICAL W Update Lacation?
Location™ [ABILENE, TX__BUILDING__SMCA2__ROOM__16312
Recorded By [STUDENTD! Last Name™ 01 First [STUDENT Mig [

Assets

Ok A Barcode # Manufacturer / Model / Ofiicial Name*  Location* Stock Number  Quantity Unit of Measure

[ W [cooooi7sr7s3 DELL INC.__OPTIPLEX 740__DESKTOF[WASHINGTON, DC__BUILDING EAl =

T [cDooo1758369 DELL INC.__OPTIPLEX 740__DESKTOF[WASHINGTON, DC__BUILDING EA

[ 1 [coooo1 758679 DELL INC.__OPTIPLEX 740__DESKTOF[WASHINGTON, DC__BUILDING EA

[ [ [cooon1759026 DELL INC.__OPTIPLEX 740__DESKTOF[WASHINGTON, DC__BUILDING EA

[ [ [coooo17s9e8e DELL INC.__OPTIPLEX 740__DESKTOF[WASHINGTON, DC__BUILDING EA

[ W [coooo17E0110 DELL INC.__OPTIPLEX 740__DESKTOF[WASHINGTON, DC__BUILDING EA

[ 17 [coooo17ea134 DELL INC.__OPTIPLEX 740__DESKTOF[WASHINGTON, DC__BUILDING EA

[ W [coooD17E0241 DELL INC.__OPTIPLEX 740__DESKTOF[WASHINGTON, DC__BUILDING EA

[ [cDoooi7e2847 [DELL INC.__OPTIPLEX 740 DESKTOR[WASHINGTON, DC__ BUILDING| [ [ )

oo \ | \ \ | =

Message
Check here to apply the above changes to this asset ‘
Record: 213 |1 .| |

11. When only specific assets on the list that populates are to be inventoried, uncheck
the box next to those assets not to be updated with the inventory location.

12. Select the Save icon from the toolbar to save the record.

Record Online Resolutions
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Result: The Message field will indicate the record is Complete and the OK box will
be checked next to those assets updated.

& Sunflower Enterprise - Production 4.5.0.0 - 09,/09,/2007 {Z2SURI@osppsd3)

Exit Agree Contract Mgmt Sentry Finance |nactive Excess Rewiew |T Components Admin Repors Functions  WHility YWindow H|

(JEIJEJlﬂlﬂ@fEJEIJEEHJ@ JHEBIEJEEEIIEHEJQE

E]' ;reate Invento set Resolutions

Resolutions

Type |ONLINE PHYSICAL " Update Location?
Location™ |WASH|NGTON, DC_ BUILDING__ HCHE_ ROOM_ 100
Recorded By |2?053;-' Last Name* [aan0n First [SHAROM hlid ||__

Aszsets

Ok A Barcode # Manufacturer tadel Murber Description

W ¥ [cDSAPS0011
ool
oo|
oo|
oo
ool
ool

[1100 [PRINTER, LASER =)

1]

Message |Cump|ete

End of activity.

Record Online Resolutions
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LAB: Create an

Online Resolution

Create an Online Physical Resolution for the laptop you created with the barcode #
CDO1MMDDYYXX (where MM/DD/YY=Month, Day, Year, and XX=Your student number).



etire Unlocate Ssets

* Asset still missing?

* Follow process in Chapter 11: Retire Assets
(Lost, Damaged, Destroyed)




Lesson Summary

* You should now be able to:
— Use MobileTrak to create resolutions
— Use Online Forms to create resolutions
— Resolve outstanding resolutions







Chapter 10:

Dispose (Excess) Assets

Sunflower Assets 4.5
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Lesson Objectives

* At the end of this lesson you should be able to:

— Recognize the major differences between the HCHB,
Domestic and International processes when disposing assets

— Summarize the steps used to create an excess request

— Generate transfer requests for HCHB Moving Contractor and
Central Locations

— Generate excess requests for property
— Generate Excess/Inactive Receival Form (Report)

— Generate Assets with Pending Excess/Inactive Requests
Report

— Withdraw excess requests

— Review excess assets available for redeployment
— Reserve excess asset for redeployment

— Accept excess asset for redeployment
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Sunflower Excess Capabilities

In Sunflower Systems, the process of disposing an asset is referred to as excess. In
Sunflower Systems, PCs in the HCHB and Domestic offices generate a transfer request,
which kicks off a series of events ending in the asset going to the NOAA Warehouse (either
being picked up by NOAA or shipping the asset to NOAA). The NOAA Warehouse process
involves scanning the asset which transfers responsibility for the item from the transferring
Custodial Area to the NOAA Warehouse. The NOAA Warehouse creates an Excess asset
within Sunflower. The Sunflower System provides the capability to:

e Deny excess requests;

e Withdraw requests so that the assets may be utilized elsewhere within the DOC;

Additionally if the asset being disposed is located in the International offices, the PC

completes the CD52 to request the asset be retired with the supporting documentation
regarding sale or scrap and the PMO then approves the request which retires the asset.

10 -4



HCHB Process: Disposing Assets

Reaussts report o iy Run dally reportto
Use the Request Inventory R oot nee ding to be # determine which assets
Asset Change screen to picked up need to be picked up
transfer asset to the HCHB =g~ T l
Moving Contractor and -
location to be B511 (HCHB) If asset is found, accept Follow NOA{\ Excess
transfer and then use the Process to pick up and
Request Inventory Asset retire asset
Excess Receival screen — -

change pickup location to
B511 and deliver to location
to Brandywine, MD

or

If asset isn't found, use
Close Inventory Asset
Request screen to deny
transfer

HCHB:

The PC will follow the Transfer Request process to request a transfer of the asset
being disposed to HCHB Moving Contractor in B511. HCHB Moving Contractor runs
daily reports to determine assets needing to be picked up. If the asset is found,
they then accept the transfer request and complete the Request Inventory Asset
Excess Receival request screen to have NOAA pick up the asset for excess. If the
asset is not found, then HCHB Moving Contractor denies the transfer request. Once
NOAA picks up the asset and follows their excess process, the asset is picked up
and excessed and the property record in Sunflower is updated with the appropriate
information.
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Domestic Process: Disposing Assets

I Domestic I |

If sanitation is not required
and asset not scrapped®, use
the Request Inventory Asset |

Y

Run daily report to
determine which assets

If sanitation is required use
the Request Inventory Asset o

=

Change screen to transfer h are being shipped
asset to a Central Location Excess Racalval screen —
ship asset to NOAA l
warehouse Follow NOAA Excess
Process
L *If asset is to be scrapped,
Run Inventory Assets with If asset is received, accept complete SF120 offline
Requests report to identify | transfer and sanitize asset (if and the NFSTD signs form
assets being shipped asset is not received, deny
transfer request) T
¥ PC completes Request
If asset is not scrapped*® use the Retirement process (see
Request Inventory Asset Excess chapter 10)
Receival screen — ship asset to NOAA
warehouse
Domestic:

If asset needs to be sanitized the PC requests a transfer of the asset to the Central
Location responsible for sanitizing assets and then ships the asset. The Central
Location will deny the transfer request if the asset is not received. Once the asset is
sanitized the Central Location completes the Request Inventory Asset Excess
Receival screen and ships the asset to the NOAA warehouse.

If the asset does not require sanitation and will be scrapped locally, then the PC
should first complete the SF-120 form and have the director of the National Field
Services Team sign and approve the form. The PC must remove all government tags
and markings and properly dispose of the asset. There is also a Disposition
Certification form that the PC must complete to certify that the above has been
done. These documents should be either attached to the retirement request or
sent under a separate cover to the PMO for review.

Once the asset has been received at the NOAA Warehouse, they follow their Excess

process to complete the Excess Request. The property record in Sunflower will be
updated with the appropriate information.
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International Process: Disposing Assets

supporting documentation

: : I
Deny disposal request Select appropriate final event Sign off as final approver to
and either scan or mail retire asset

supporting documentation

Country Manager | | Intenational PC | | PMO
Country Manager approve Use best method to dispose Select Accept/Deny
disposal request of asset (sale, scrap, etc.) Retirement of Asset from
ransactiona

it CD 50/52 Ti cti |
Notify PC of need to dispose 1 ] Menu
asset il Use CD 50/52 Transactional i

Menu and select Request Ags) -
or Retirement of Asset SSIgN approvers, review |

International:
The Country Manager must first approve the request to dispose of an asset. If
he/she denies the request they notify the user.

The PC is responsible for disposing of the asset using the best method (sale, scrap,
etc.). The PC will use the CD 50/52 Transactional Menu in Sunflower to select
Retirement of Asset. The PC will enter the barcode number and other necessary
information. If the PC can scan and attach the supporting documentation, he/she
will do so, otherwise the PC will mail the supporting documentation.

The PMO will then use the CD 50/52 Transactional menu in Sunflower and select
Accept/Deny Retirement of Asset. Once they have selected approvers and reviewed
the supporting documentation, they will approve the disposal of the asset. The
property record in Sunflower is then updated to reflect the new status.

For the steps on Requesting Retirement of Asset and Accept/Deny Retirement
Request, please refer to “Chapter 11: Retire Assets (Lost, Damage, Destroyed).”
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7~ o~
/ Request Inventory Asset Change \

Et Agree Convact Momd Gentry Fmance |nactve Ewess Heview [TComponents Agmin Fegorts Funchors LRty YWindow Heip

BEES0 & avy BEEEEHE IH 7 HuEeyVesCODRASOaEN

Roquest Inisrmation
ma¥  Cust Area [SE0ADGD todian
(D Contact 1D Last Name® Fout e
User Last Name® | First M

Lecation”

Asvets

'CA Barcode # Mancfactuer / Modsl / Official Name \
# ¥ |COSAPSI001 DELL INC._1150 INSPIRON__LAPTOR COMPUTER -
¥ ¥ [COSAPSIONZ DELL INC._1150 INSPIRON__LAPTOP COMPUTER

2

\\Muuu! Coenplate _/

Use the Request Inventory Asset Change screen to transfer assets to HCHB Moving
Contractor or Central Locations.

Area l

For HCHB, enter the HCHB Moving Contractor Custodial Area in Area 1. Enter the location
as B511.

For Domestic, enter the Central Location’s custodial area in Custodial Area and enter the
related location.

Area 2
Enter the Barcode number of the assets being excessed.
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NAV: Request Inventory

Asset Change for Excess
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Request Inventory Asset Change for Excess

Inventory Clerk
M > Mgmt > Request Inventory Asset Change

Request Inventory Asset Change

& Sunflower Enterprise - Production 4.5.0.0 - 09/09/2007 (ZSURI@osppsd3)

Exit Agree Contract Mgmt Sentry Einance [naclive Excess Review |T Components Admin Reports Eunctions Ulility Window Help

K  BEEEE ZIH 7 HREeV e o &

P Cust Area ‘ todian ‘

Lol Contact ID Last Name® ‘ First ‘ Mlid ’_
L User Last Name* ‘ First ‘ hid ’_
Location™ ‘
Assets
Ok A Barcode # Manufacturer / Model / Official Narne

| \
| \
oo \
oo | \
| \
| \
| \
| \
| \

Message |

1. To enter the information about where/who you want the asset transferred to, fill in
the below fields in the Request Information portion of the screen.

Note: You do not have to enter all of the information below — only the information

you know.

Field Description

Cust Area Enter the Custodial Area where the asset will be transferred to
and Tab.
Note: For HCHB, select HCHB Moving Contractor. For
Domestic, select the appropriate Central Location.

Property Defaults based on the Custodial Area entered

Custodian

Contact ID If known, select the Last Name from the list of values, and then
select a First name from the LOV. This will automatically

Request Inventory Asset Change for Excess
Sunflower Systems © 2009, All Rights Reserved
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populate the Contact ID’s badge number in the Custodian field.
Note: The requested Custodian must be different than the
Custodian currently listed on the record. You will not be able to
save the record if these are the same.

User

If known, select the Last Name of the User from the list of
values, and then select a First name from the LOV. This will
automatically populate the User’s badge number in the User
field.

Note: The requested User must be different than the User
currently listed on the record. You will not be able to save the
record if these are the same.

Location

Select this field to launch the Location sub-form. For HCHB
select B511. For Domestic, select the appropriate Central
Location.

2. Select the blue-highlighted Barcode Number field in the Assets portion of the

screen.

3. Enter the barcode number of the property record to be changed, and then Tab out

of the field.

Result: The following fields will be autofilled based upon the decal number selected.

Field Description

Manufacturer The standard manufacturer name

Model Number | The applicable standard model number

Official Name The Official Name assigned to the asset’s Manufacturer/Model
Number combination in the property catalog

4. Enter additional barcode numbers in the Barcode Number fields if more than one
asset is being excessed.

5. Select the Save button from the toolbar to save your work.

Result: The transfer request will be sent to either the HCHB Moving Contractor or
Central Location who will be receiving the asset.

6. Review the Message field at the bottom of the screen to ensure that the request
was successfully completed without errors.

Request Inventory Asset Change for Excess
Sunflower Systems © 2009, All Rights Reserved
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& Sunflower Enterprise - Production 4.5.0.0 - 09,/09/2007 (ZSURI@osppsd3)

Exit Agree Contract Momt Sentry Finance [nactive Excess Rewiew |T Components Admin Reports Functions Utility Window Help

(JEIJElﬁéiﬁlzllEElJEﬂiEﬁ[ﬂllEEﬂQMEEE%M@ﬁJEH

FARequest inventor

Request Information

raa¥  Cust Area [ HCHB Moving Contractor todian |

tIDC Contact ID [ Last Marme® | First ‘ Mid ’_
O User Last Marme® | First ‘ Mid ’_
= Location™ |

Assets

Ok & Barcode # Manufacturer f Model # Official Name
vt [ |CDSAF’SDDDW |DELL INCG.__1150 INSFIRON__LAPTOP COMPUTER ]
v v |CDSAF‘SDDD? |DELL INC.__ 1150 INSPIRON__LAPTOP COMPUTER

o |

50 i O O O Y i |
0

Message |Comp\ete

End of activity.

Request Inventory Asset Change for Excess
Sunflower Systems © 2009, All Rights Reserved
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LAB: Request Inventory

Asset Change for Excess

Request to transfer the Dell Inspiron 3500 laptop, barcode # CDO1IMMDDYYXX (where
MM=Month, DD=Day, YY=Year and XX=Student Number) to the HCHB Moving Services
custodial area.
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y 28 N
( Assets with Pending Requests

Sunflower Enterprise Inventory Assets With Requests Page 2 of 4
ASMNEO4O 09/13/2007 21:21

Requested Cust Ares | SECOLADOZ

Barcods 8 Flags Bescription Manufactures Hodel Busbez Serial Musber Assst Valus BEf Dace
CUSAPE0014 L] SERVER, AUTOMATIC DELL INC. 1400 POWEREDGE CDEAPESOL4 H €,000.00 ORSORSI00T
Curvent Cust Aves  S500LAO0L Requested Cust Ares  : S50GIABEZ - opsaa/agr
Bequester ; SIROYS SKEILA SSIROIS
Phons Burber 1
Surrent Proparty Cen Requested Proparty Cont
— e ROt o
Phone Hunber
Current Current Use | MOGRATH RIS 269333 Requested Current User [
Requester
Phone Wusber
Currest Location . MASMINGTON, Reqaested Locaticn
BUILDING : BCY H LITY ¥ 1,
Current custodial area Requaster Requested custodial area
Phons Wusker
COSAPS001) g L FROJECTOR, DELL IRC. 1100MF DLP CDEARS0L) $ $50.0% RIS I00T
DIGITAL
Qurrent Cust Area : SSO00LAO0L Regeested Cust Area : SSOOLASO2 - 09 132007
Bequester © SIROIS SKEILA SSIROLS
Phone Busber 1
Sewens Peopersy Gon 1 Regasoned Propessy Cows 1
Requester
Phons Busber 1
Current Current Use : MOSEATH CHRIS 269333 Regeeated Current UDser [
Eequester :
Phons Bumber
Curreat Location | MASMIMGTCM, DO Requested Locaticn

BUILOING : WOHEB  ROOM ¢ 11

The HCHB Moving Contractor and Central Locations will run the Inventory Assets with
Requests report to identify which assets are being transferred or sent to them for excess.
The HCHB Moving Contractor will use this report to identify which assets to go pick up. The
Central Location will run this report to identify which assets are being shipped to them.
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NAV: Inventory Assets

with Requests for Excess
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Generate Report for Inventory Assets with Requests

Inventory Clerk
M > Mgmt > Management Reports

Management Reports

/J Management Reports (Sheila Sirois) - Microsoft Internet Explorer

Fle Edt Yew Favorites Tools Help HLInkS [C1SunFlower ‘

ek - = - @) [0 G| @search [Favorkes Chveda B | B S

|| Addrass [&] hitp:4fibraz4/plsfsnfur_04050000_report_osppsdsfas_owa_management maintp_session=46004457 9E 23C 2299361 314729ADEEA04TF 39007EAZELBA 10ELAB121C42490C02DD20S FED181E | @ 6o ‘

Fnter/p ﬂ Se Sunflower Enterprise - Production 4.5.0.0

ASMMNENDD Management Repaorts

To run a report, click one of the links below.

Inventory Assets (Global Informationy Inventory Asset Sumrman by Asset Flag
Asset Search Inventory Asset Suramary by Asset Type
Asset Structure Inventory Asset Timeline
Inventory Asset Activity Summary by Asset Flag Inventory Asset Litilization
Inventors Asset Activity Sumrmary by Asset Tupe Inventory Assets Pending by Ane
Inventory Asset Final Events Inventory Assets Pending Release by Age
Inventory Asset History Inventory Assets with Recently Denied Requests
Inventory Asset Initial Events Inventary Assets with Requests
Inventory Azset Interface Processing Results Purchase Order Aging Report
Inventory Asset Ongoing Events High Yolume Shipping Interface Pr Resulls

Previously Run Report

Reports Main Meny

1. Select Inventory Assets with Requests.

Result: The Inventory Assets with Request parameters are displayed:

Generate Report for Inventory Assets with Requests for Excess
Sunflower Systems © 2009, All Rights Reserved
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eSS R T IO S S TS AT S oy _TEOTT ISR O & W T S UeTTET I T2 TR AP et eS0T (LSRN L ele s G e el i ) e e CFRERT T
I T i |

rEnterprise

Sunflewer Enterprise - Production 4.5.0.0 Management Reports

ASMNG040 Inventory Assets with Requests

How Would You Like to Select the Assets that Appear on the Report?

Gurrent Gust Area |

™ Include the Cust Area's Child Qrganization
_OR-

Reguested Gust Area ||

™ Include the Cust Area's child Qrpanizations

_OR-
Identifier LastMame First Mid Prefix Sufilx
Current Property Contact [ | =1 l_;l
_OR-
Identifier Last Mame First Mid Prefix Sufil
Requested Propery Contact | I =] l_;l
_OR- o
Identifier Last Mame First Mid Prefix Suffix
Current Current User I | = =
_OR-
Identifier Lasthame First Mid Prefix Suffix
Reguestad Current User | | | I | =] l_;l

Include Which of the Following?

r Accept Inventory Asset Reguests
[ rhanne fust Ares Remissts =l

| &1 pone [ [ [ I8 ocelintranet

2. Enter your Custodial Area in the Requested Cust Area field to view all assets
being transferred to you.

Note: HCHB will enter the HCHB Moving Contractor custodial area and Domestic
will enter the Central Location custodial area.

3. Select the type of request(s) from the Include Which of the Following? area.

Note: To view asset requests to your area, select Change Cust Area Requests. You
must select at least one of these boxes to run the report.

4. Sort as needed.
5. Select the Submit button.

Result: A window displays that allows you to review the report parameters:

Generate Report for Inventory Assets with Requests for Excess
Sunflower Systems © 2009, All Rights Reserved
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5 Inventory Assets with Requests (Sheila Sirois) - Microsoft Internet Explorer

|| Ble Edt view Favortes Tools Help “Lir\ks [ Sunflawer ‘
Back v = - @) [0 @ | @seach FFavories Pveda B | - S

Address [ @] http:fibra24/cls/snflur_D40S0000_report_osppsd3ias_owa_management.form_2

Enterprise |

Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG040 Inventory Assets with Requests

Choose an output format

@ peropat © HTML € Textfile export (Excel, Lotus 1-2-3, Access..)

Press _BXeCUe |t run the report with the following parameters

Selection Criteria: 175176

Current Cust Area

Include Cust Area's child M
Qrganizations

Requested CustArea 550014002
Include CustArea's child M

Organizations

Current Property Contact

Requested Property Contact

Gurrent Gurrent User

Requested Current User

Include Assets With Requests of
Type

Change Cust Area

#1

‘ Sort #1 | CURRENT CUST AREA

Sort#2 CURRENT CUST AREA -

\ | =l
€] Done

[ [ 8B Localintranet

gastartm &5 H &Sunflower Enterprise - ... | & )Surflower Enterprise 4.5 . | 4\ Sunflower Enterprise - Pr.. | &7Inventory Assets with... D@ & 04am

6. Select the Acrobat radio button.
7. Review your parameters and select the eXecute button.

Result: A report is opened in a separate window.

Generate Report for Inventory Assets with Requests for Excess
Sunflower Systems © 2009, All Rights Reserved
SF 4.5
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Sunflower Enterprise

Inventory Assets With Requests

Page 2 of 4

ASMN&040 09/09/2007 10:04
Requested Cust Arsa : SE0012002
Barcode # Flags Description Manufacturer Model Humber Serial Humber Agset Value EIf Date
CDSRPE0Q02Z g o LAPTOP CCMPUTER DELL INC. 1150 INSPIRON § 1,1s0.00 09/08/2007
Current Cust Area  : 55001A001 Requested Cust Area : 55001A002 - 09/09/2007
Requeater : S8IRCIS SHETLE SSIROIS
Phone Numbexr
Jurrent Proparty Con Requeated Property Cont
Requeater
rhone Number
Ccurrent Current Use Requested Current User
Requester
Phone Number
Current Location : WASHINGTCN, DC Requested Location
BUTLDING : RONALDI REAGAN ROOM : B8O Requester
Phone Number
CDSARPS0001 s o LAFTOP CCMFUTER DELL INC. 1150 INSPIRON s 1,150.00 0s/oe/2007
Current Cust Arsa  : 55001A001 Requested Cust Area : 55001A002 - 09/0%/2007
Requester : SIRCIS SHEILA SSIROIS
rhone Number
Zurrent Property Con Requested Property Cont
Requester
Fhone Humber
Current Current Use Requeated Current User
Requester
rhone Number
Current Location : WASHINGTCN, DC Requestad Location
BUILDING : ROMALD REAGEN ROOM : BROO Requester

Phone Number

Tatal :

Report Total :

5 2,300.00

$ 2,300.00

End of activity.

Generate Report for Inventory Assets with Requests for Excess
Sunflower Systems © 2009, All Rights Reserved
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7~ o~
/ Close Inventory Asset Request \

Comeenents Agmin Regorts Fuections Uity Window Hwip

HedeeuoBROO0ER

[ Barcode # [COSAPSIONS ]
Manutacturer / Model / Officasd Nama™

DELL INC __wSr-‘lnr_!r.' F500__MICROCOMPUTER, RACKMOUNT

Modei Name
Serial Manber

Accept
- Deny
- Withdraw
0w
Custodial Area |55001ADD2
Prop Contact

L 20>

In Area 1, either the HCHB Moving Contractor or the Central Location will enter the asset’s
barcode number.

In Area 2, they will either select A for Accept or D for Deny. The request is accepted if the
HCHB Moving Contractor was able to find and pick up the asset and if the Central Location
received the asset. The request is denied if the asset was either not able to be picked up by
the HCHB Moving Contractor, or was never received by the Central Location.
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Request for Excess
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Close Inventory Asset Request for Excess

Inventory Clerk
M > Mgmt > Close Inventory Asset Requests

Close Inventory Asset Requests

&Sunﬂuwer Enterprise - Production 4.5.0.0 - 09,/09,/2007 (ZSURI@osppsd3)

Exit Agree Contract Momt Sentry Finance Inactive Excess Review ITComponems Adrnin Repons Functions  Utility ‘Window Help

(ﬂ‘ﬂéﬁllaﬂ[&vlm-—'@:ﬁﬂ[w :

Assets

Barcode # H

Manufacturer / Model / Official Name*

Model Name ‘

Serial Mumber ‘

Drawing Mo ‘

- Accept
- Deny
- Withdraw

D Wy

> £0%

[ custodial Area ‘

Prop Contact ‘

Current User ‘

Location ‘

Message ‘

1. Inthe Barcode Number field, enter the barcode number of the asset to be

transferred and Tab out of the field.

Result: The following fields will be autofilled based upon the decal number selected.

Field Description

Manufacturer/Model/Official | The manufacturer, model number and official name
Name of asset.

Model Name The model name of the asset.

Serial Number The serial number assigned by the manufacturer.
Drawing No. The drawing number of the asset.
2. Select the appropriate checkbox next to each of the below rows.

Select:

A to Accept

Close Inventory Asset Request for Excess

Sunflower Systems © 2009, All Rights Reserved
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— D to Deny (select if asset is not available for pickup or asset was never
received)

Field Description
Custodial Area | The applicable custodial area for the HCHB Moving Contractor
or the Central Location receiving the asset.

Property The name of the new property contact.
Contact

User The name of the new user.

Location The new location.

3. Select the Save button from the toolbar to save your work.
Result: The transfer request is accepted/ denied.

4. Review the Message field at the bottom of the screen to ensure that the excess
request was successfully completed without errors.

& Sunflower Enterprise - Production 4.5.0.0 - 09/09/2007 (ZSURI@osppsd3)
Exit Agree Contract Momt Sentry Finance |nactive Excess Review |T Components Admin Reports Functions Utility Window Help
SNE0 & Ay BEHEEE TH 7 HuGe/-oEBE0O@&RE

i

Assets

Barcode # [CDSAPS0005

Manufacturer / Wodel / Official Name™
|DELL INC.__INSPIRON 3500__MICROCOMPUTER, RACKMOUNT
Model Mame |

Serial Mumber |

Drrawing Mo |

- Accept
- Deny
- Withdraw
D W
EV T custodial Area |SSDD1ADDZ
2 Frop Cantact |

o

R

Current User |

Lacation | =

Mesgage |C0mp|ete

End of activity.

Close Inventory Asset Request for Excess
Sunflower Systems © 2009, All Rights Reserved
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Request Excess

& sunflowes Enterprise - Production 4.5.0.0 - 09/09/2007 (25U 1@osppsd3)

Edt Agres Contract Mgmt Sentry finance |nactive Excess Beview [T Components Agmin Regorts Functions Lility Window H
BEal = avy BEEEEEH 8 7 HuEevocC RMEAS 4

[ Request inventory Asset Excess Recefval - asex@ 20 ool plle bl e bl B DL e 5

=3 s
Excess in-place?
Pick-up Location * |WASHINGTON, DC__BUILDING_ HCHE__ROOM__B511
Deliver-to Location fEF‘fu‘dDY\-‘\-‘]HE_ MD__BUILDING__WAREHOUSE__ROOM__WHSE

/_ Assels \
Ok & Barcode # Manufacturer Maodel Number Drescription
v v EEETG [DELL e INSPIRON 2500 MICROCOMPUTER, RACK
Request No 47243
Asset Condition [4 USED - MAJOR REPAIRS NOT REGUIRED
Comment |
N /|

Message |Complete

The HCHB Moving Contractor and Central Locations will use the Request Inventory Asset
Excess Receival screen to request an asset be excessed.
Area 1 Enter information about where the asset should be picked up. Only change this field
if it is different than what is currently on the property record.
® For HCHB, select the Pick-up Location as B511 and the Deliver-to Location as
Brandywine, MD.
e For Domestic, select the Pick-up Location as the Domestic Location (if no sanitization is

required) or the Central Location (if sanitization is required) and the Deliver-to Location

as Brandywine, MD.
Area 2 Enter the Barcode Number, Asset Condition, and Comments here (an example of a
comment might be: “Contact Tina Sedgwick at 202-555-1212 for important information
about this asset.”) The Request Number will be automatically generated once the record is
saved.
Important Note: Take note of the Request Number once you save the record. This number
will be used to generate the Excess Receival Report. If you do not note the request
number, however, you can run the Assets with Pending Excess/Inactive Requests report to
determine which assets are pending excess pickup.
Note: You cannot print an Excess Receival Report Form directly from this screen. You must
run the report Excess/Inactive Receival Form to print the request. (The request number
can be used to filter the report.) This form may be required in the future to be attached to
the property item in order for the item to be picked up.
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Create Excess Request in Sunflower

Inventory Clerk

M > Excess > Request Excess Receival > Request Inventory Asset Excess Receival

Request Inventory Asset Excess Receival

& Sunflower Enterprise - Production 4.5.0.0 - 09/09,/2007 {Z5URI@ osppsd3)

Exit Adgree Contract Mogmt Sentry Finance |nactive Excess Review [T Components Admin Reports Functions  Utility
( EX EE

YWindow

Request Information

Excess in-place? [

Pick-up Location ™

Deliver-to Location * |

Assets

Ok A Barcode # Manufacturar Model Mumber Description

Request Mo

Asset Condition | |

| #

Cornrnent

Message |

1. Double click on the Pick-up Location field and enter the Location. Save the
Location record when complete.

Note: For HCHB, select B511. For Domestic, select the appropriate Domestic
Location or Central Location (if asset needed to be sanitized).

2. Double click on the Deliver-to Location field and enter Brandywine, MD. Save
the location record when complete.

3. Inthe Barcode Number field, enter the decal number of the asset that is to be
excessed and Tab.

Result: The catalog and condition details will be autofilled.

4. Optionally, use the Asset Condition field to change the condition of the asset by
selecting a value from the LOV.

Create Excess Request in Sunflower
Sunflower Systems © 2009, All Rights Reserved
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5. Optionally, enter Comments (e.g. instructions to the driver, special handling
instructions, etc.)

6. Select the Save button from the toolbar to save your work.

7. Review the Message field at the bottom of the screen to ensure that the request
was successfully completed without errors.

8. Make a note of the Request Number so you can keep track of the request.

Note: You will use the Request Number to print the Excess Receival Form.

& Sunflower Enterprise - Production 4.5.0.0 - 09,/09,2007 (ZSURI@osppsd3)

Request Information

Excess in-place? [

Pick-up Location * [WASHINGTON, DC__BUILDING__HCHE__ROOM__BS11
Deliver-to Location * |BRANDYWINE, MD__BUILDING__WAREHOUSE __ROOM__WHSE

Assets
Ok A Barcode # tanufacturar adel Mumber Description
|DELL IMC. INSPIROM 3500 MICROCOMPUTER, RACK
Request Mo 47243
Asset Condition [4 |USED - MAJOR REPAIRS NOT REQUIRED |

Carnrnent

Message |Complete

End of activity.

Create Excess Request in Sunflower
Sunflower Systems © 2009, All Rights Reserved
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LAB: Create Excess

Request in Sunflower

Create an excess request in Sunflower for the second asset you created in Chapter 3 -

Barcode # CDO2MMDDYYXX (where MM=Month, DD=Day, YY=Year and XX=Student
Number).

Make note of the Request Number:
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f Excess Receival Form \

\_ /

The Excess Receival Form serves as a print out of the excess pick-up request and can be
affixed to property items for excess pickup. In the future, DOC may require this form to be
attached to assets being sent to the NOAA warehouse.
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Generate Excess Receival Form

Inventory Clerk
M > Excess > Excess Reports

Excess Reports

Fmterp H Se Sunflower Enterprise - Production 4.5.0.0

ASEXE000 Excess Reports

To run a repont, click one of the links below.

Excess Assets (Global Information) Excess Asset Ongoing Events
Asset Reservations Excess Asset Summary by Asset Flag
Asset Search Excess Asset Summary by Asset Type
Asset Structure Excess Asset Timeline
Assets with Pending Excessllinactive Requests Excess Assets
Excess Asset Activity Summany by Asset Flag Excess Interface Records Processing Resulis
Excess Ascet Activity Surnmary by Acset Type Excess Review Cateqories
Excess Asset Final Events Excessfinactive Receival Form
Excess Asset Initial Events Purchase Order Aging Report

Freviously Run Report

Eeports Main Menu

1. Select Excess/Inactive Receival Form.

Result: The Excess/Inactive Receival Form parameters window displays:

Generate Excess Receival Form
Sunflower Systems © 2009, All Rights Reserved
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/Inactive Receival Form {Sheila Sirois) - Microsoft Internet Explorer

Fie Edt Vew Favortes Tools Help “Lir\ks [ Sunflawer ‘

Back v = - @) [0 @ | @seach FFavories Pveda B | - S

Address [@] httpifibra2+/cls/snflw 04050000 report_osppstitjas_owa management form_L17a_spplication_name=Sunflover-+Enterprise-+-—Production+4,5.0.08p_returm_ta name=Excess-Reportsin_return to procedure=as owa escess.me x| @60

rEnterprise

Sunflower Enterprise - Production 4.5.0.0 Excess Reports

ASMNG110 Excess/Inactive Receival Form

How Would You Like to Select the Assets that Appear on the Report?

Interest Type/Barcode # [mvenTory asseT =] |
Request Mo | ——

CustArea [

I~ Include the Cust Area child Organizations

Identifier Lasthame First Mid Prefix Suffix
Property Contact | | | | | LI -

Identifier LastMame First Mid Prefix Suffix
Current User [ | [ [ [ = -

Identifier Last Name First Mid Prefix Suffix

Requester | | | | | = ~
Interest Type to Printwith lm
Request

Include Only Assets ith an r
Active Interast

Include Barcode r

¥ Excess Requests
¥ Inactive Requests
¥ In-Place Requests

Include Only Reguests Recorded Between (MMIDDYYYYY and (MM/DDA YY)

&] Done: [ [ B Localintranet

gastartm &5 H &Sunflower Enterprise - ... | & )Surflower Enterprise 4.5 . | 4\ Sunflower Enterprise - Pr.. | & ]Excess/Inactive Recei... D@ & wmoam

2. Specify the Request No of the request for Excess Asset.
3. Uncheck the Inactive Request, In-Place Request boxes.
4. Select the Submit button.

Result: A window displays that allows you to review the report parameters:

Generate Excess Receival Form
Sunflower Systems © 2009, All Rights Reserved
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/Inactive Receival Form {Sheila Sirois) - Microsoft Internet Explorer

Fie Edt Vew Favortes Tools Help “Lir\ks [ Sunflawer ‘

Back v = - @) [0 @ | @seach FFavories Pveda B | - S

Address [ ] http:ifibra2+/cls/snflur_D40S0000_report_osppsd3ias_owa_management.form_L1 =] #oe

rEnterprise

Sunflower Enterprise - Production 4.5.0.0 Excess Reports

ASMNG110 Excess/Inactive Receival Form

Choose an output format

@ peropat © HTML

Press _BXeCUe |t run the report with the following parameters

Selection Criteria: 175177

Interest TypedBarcode #

Request Mo 47243

CustArea

‘ Include Cust Area's child M

Organizations

Property Contact

Current User

Requester

Interast Type ta Printwith Request INVENTORY ASSET —
Include Only Assets With an Active N

Interest

Include Barcode

Include Excess Requests A

Include Inactive Requests M

Include In-Place Requests N
‘ Pick-Up Location Type | LI

€] Done

[ [ 8B Localintranet

distart ||| ) @ % H & Sunfiomer Enterprise - Pr... | @& ]Sunfiower Enterprise 4.5 ... | £\Sunflower Enterprise - ... | [& ]Encess/Inactive Recei... DB & e an

5. Select the Acrobat radio button.
6. Review your parameters and select the eXecute button.

Result: A report is opened in a separate window.

Generate Excess Receival Form

Sunflower Systems © 2009, All Rights Reserved
SF 45
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Sunflower Enterprise Excess Receival Form

A3MNE110Q 09/10/2007 14:54
45259
Request No : 45253
Reguester : SURI ZUEAIR ZSURI Thone
Date : 08/10/2007 Alseznate Fhone
EBarcods 3 : J0000515505
1 TECHMOLOGIES CORPORATION Medel Mumber : 7
Description : OFTICAL READER, DATR, HAND HELD Fed. Supply
Group
Quantity : ToM :
Description
Serial Number 0236 Value : § 1,804.00
Flags Bcquisition Date !
Bureau or : 51 Property :
Region Accountability
Office
Cust Area : S1CROR Broperty :
Custedian
Property - Thone :

Contact
Alternate Shone
Zs=es : KEW OR UNISED

dition
k—up Locasion Deliver—to Location
EINGTCHN, DC ERRNDYWINE, MD
BUILDING : HCHS RICH : 1311 BUILDING : WAREHOUSE
Comment
HAZRRDOUS WASTE AFFROVAL DRTE
TRANSPORTATION AFFROVAL DATE
ASSET CENTER REPRESERTATIVE APPROVEL DATE

Note: You do not need to print the first and last pages of the document, only the page
with the bar code.

End of activity.

Generate Excess Receival Form
Sunflower Systems © 2009, All Rights Reserved
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LAB: Generate Excess/Inactive

Receival Form

Generate the Excess Receival form using the request number from your previous lab.
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Assets with Pending Excess/Inactive Requests
Report

Rssets With Pending Excess/Inactive Requests

........

........

BUILDING . MAREMOUSE  ROOM | WMEE

The Assets with Pending Excess/Inactive Requests report can be used by the HCHB Moving
Contractor, Domestic PC, or the Central Location to determine which assets still have

pending excess requests. This will be helpful in determining if the NOAA Warehouse has
received the assets yet.
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Generate Report for Assets with Pending Excess Requests

Excess Clerk
M > Excess > Excess Reports

Excess Reports

Fmterp H Se Sunflower Enterprise - Production 4.5.0.0

ASEXE000 Excess Reports

To run a repont, click one of the links below.

Excess Assets (Global Information) Excess Asset Ongoing Events
Asset Reservations Excess Asset Summary by Asset Flag
Asset Search Excess Asset Summary by Asset Type
Asset Structure Excess Asset Timeline
Assets with Pending Excessllinactive Requests Excess Assets
Excess Asset Activity Summany by Asset Flag Excess Interface Records Processing Resulis
Excess Ascet Activity Surnmary by Acset Type Excess Review Cateqories
Excess Asset Final Events Excessfinactive Receival Form
Excess Asset Initial Events Purchase Order Aging Report

Freviously Run Report

Eeports Main Menu

1. Select Assets with Pending Excess/Inactive Requests.

Result: The Assets with Pending Excess/Inactive Requests parameters window
displays:

Generate Report for Assets with Pending Excess Requests
Sunflower Systems © 2009, All Rights Reserved
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5J Assets with Pending Excess, Inactive Requests (Sheila Sirois) - Microsoft Internet Explorer

Ble Bt Vew  Favortes Tooks  Help || tinks (1 unflower

Back v = - @) [0 @ | @seach FFavories Pveda B | - S

Address [@] httpifibra2+/cls/snflw 04050000 report_osppstitjas_owa management form_L07a_spplcation_name=Sunflover-+Enterprise-+-—+Production+4.5.0,08p_returm_ta name=Excess-Reportsin_return to procedure=as owa escess.me =] @60

werbnterprise
Sunflower Enterprise - Production 4.5.0.0 Excess Reports

ASMNG100 Assets with Pending Excess/lnactive Reguests

How Would You Like to Select the Assets that Appear on the Report?

Cust Area I

™ Include the Cust Area's child Organizations

Identifiar LastMName First Mid Prefic Suffix

Property Contact | | | | | ﬂ -
Identifier Lasthame First Mid Prefix Suffix

Current User [ [ [ [ [ = ~
Identifier LastMame First Mid Prefix Suffix

Requester [ | [ [

Interest Type to Print Wiith [rvenToRy asseT =]
Request
~ Include Only Assets Wiith This Interest

~ Include Only Assets With a Current Interest

ATTRIBUTES RELATED TO ;I
ABBET STATE

=

¥ Excess Receival Requests
¥ Inastive Receival Reguests

¥ Inactive Redeployment

Requests
-
&1 Donz I Local intranet
distart ||| ) @ % H & )Sunfiomer Enterprise - Pr... | @]Sunflower Enterprise 4.5 .| “lSunflower Enterprise - .. | [ & ]assets with Pending E.. D@ & wasan

2. Inthe Include Only Request Recorded Between fields (scroll down the page to
view), specify the Date Range of the request for Excess Assets.

3. Specify the Pick-Up Location information of the request for Excess Assets.
Note: Select HCHB Moving Contractor or Central Location.

4. Select the Submit button.

Result: A window displays that allows you to review the report parameters:

Generate Report for Assets with Pending Excess Requests
Sunflower Systems © 2009, All Rights Reserved
SF 4.5
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3 Assets with Pending Excess,/Inactive Requests (Sheila Sirois) - Microsoft Internet Explorer

J File Edit Wew Favorites Tools Help |JLinks (1 5unFlawer

J = Back » = - ° t | @Search (3 Favarites @Media ®| %v =]

J Address I@ http: iflibraz4 fplstsnflvr_04050000_report_osppsd3fas_owa_management.form_10

Enterprise

Sunflower Enterprise - Production 4.5.0.0 Excess Reports

ASMNG100 Assets with Pending Excess/Inactive Requests

Choose an output format

© acropat O HTML

Press _EXecute |t0 run the report with the following parameters

Selection Criteria: 175179

| CustArea |

Include CustArea's child M
Qrganizations

| Froperty Contact

| Current User |

| Reguester

| Interest Type to Print Yyith Request | INVENTORY ASSET

| Include Only Assets With This Interest | N

Include Only Assets \With an Active N
Interest
| Include Excess Receival Reguests | N
| Include Inactive Receival Requests | M
Include Inactive Redeployment il
Reguests
| Include In-place Receival Regquests | ]
| Reguests Recorded Between | 090772007 and 097092007
| Include Reguest Comment | ¥l
i

5. Select the Acrobat radio button.
6. Review your parameters and select the eXecute button.

Result: A report is opened in a separate window.

Generate Report for Assets with Pending Excess Requests
Sunflower Systems © 2009, All Rights Reserved
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pi/ flibraz4/repo ervietzcmdke 04050000_report_osppsd3e pog 040 oso plo = S
Bi: Edt GoTo Favorites Help || tinks (1 unflower
Back v = - @) [0 @ | @seach FFavories Pveda B | - S
Address [ @] http:fibra24/reparts/mservietrcmdkey=snflur_04050000_report_osppsd3server=repd0_snfiwr_[M050000_osppsddtdeimited_hdr=notaelimi achei ~cpplication®:2Fpdfamade=defaukarepart=asmnél v | @G0
= A ik @. e fzi: &8 [ = b P
Sunflower Enterprise Assets With Pending Excess/Inactive Requests Page 2 of 3
ASMNE100 09/09/2007 10:39
Request No Barcode # Flags Description Manufacturer Model Number Serial Number Asset Value
47243 INV CDSAPS000G s o MICROCOMPUTER, DELL INC. INSPIRON 3500 $ 2,500.00
RACKMOUNT
Asset Condition :4 USED - MAJOR REPAIRS NOT REQUIRED
Cust Area :55001A001 Request : EXCESS RECEIVAL - 09/09/2007
Property Contact Requester : SIRCIS EHEILA SSIRCIS
Current User :MOGRATH CHRIE 263333 Pequester Phene
Pick-up Location : WASHINGTON, DC Deliver-to Location : BRANDYWINE, MD
BUILDING : HCHE  ROOM : BS11 BUILDING : WAREHOUSE ROOM : WHEE
Total : 103 3,500.00
Report Total : 103 3,500.00
€l (|
gastartm &5 H &Sunflower Enterprise - Pr | & )Surflower Enterprise 4.5 . | 4\ Sunflower Enterprise - Pr.. | &1 http:/ /libra24/reports... D@ & waeam

End of activity.

Generate Report for Assets with Pending Excess Requests
Sunflower Systems © 2009, All Rights Reserved
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Withdraw Excess Requests

nm.-nl'h:-wrr Enterprise - Production 4.5.0.0 - 09/09/2007 (2SURI#osppsd3)

Exit Agree Contract Mgmt Senfry Finance Inactve Excess Beview [T Components Agmin Regorts Funclions Utilty Window H

BEEHAl & av BEREH TH 7 HuGe/=cRMENO I

[ Withdraw Excess Receival Requast- asmn2120 S i

Ok Request Mo §

Manufacturer Model Number Description

v [ a2 [ [DELL INC [NSPRON3500  [MICROCOMPUTER, RA
edndition |4
Pick-up Location

|USED - MAJOR REPAIRS NOT REQUIRED

[WASHINGTON, DC__BUILDING__HCHE__ROOM__B511

Deliver-to Location [BRANDYWINE, MO__BUILDING _WAREHOUSE__ROOM_WHSE

Comment

MessEQ?-Com;ﬂele

Use the Withdraw Excess Receival Request screen to withdraw an excess pick up request.

STEP 1: Enter the Request Number and select Tab.
Result: The Barcode Number, Manufacturer, Model, and Official Name will autofill.

STEP 2: Save the record.
Result: The excess pick up request is withdrawn.
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Receival Request
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Withdraw Excess Receival Request

Inventory Clerk
M > Excess > Withdraw Excess Receival Request

Withdraw Excess Receival Request

& Sunflower Enterprise - Production 4.5.0.0 - 09/09,/2007 {2SURI@osppsd3)

Reguests
Ok Request Mo Barcode # fanufacturer todel Mumber Description

Asset Condition

Pick-up Location

|

|

Deliver-to Location |
Comnent

Message|

1. Enter a value for the Request No (i.e. Request Number) field and Tab.
Result: The barcode number and catalog information is displayed.
2. Select the Save button from the toolbar to save your work.

Result: The Message field at the bottom of the screen will indicate the record is
complete.

Withdraw Excess Receival Request
Sunflower Systems © 2009, All Rights Reserved

SF4.5
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& Sunflower Enterprise - Production 4.5.0.0 - 09/09,/2007 {ZSURI@osppsd3)

Exit Agree Contract Mgmt Sentry FEinance |nactive Excess Review [T Components Admin Reports Eunctions  Wility Window H

(BEE0 « Ay BEEEEE =H ? HeYGeve=c EBEODOE
B 212 N

EQ withdraw ceival Request - asr
Reguests
Ok Request No Barcode # hanufacturer hodel Mumber Description
v Eypr el CDSAPSD006 DELL INC. INSPIROM 3500 MICROCOMPUTER, RA
Asset Condition |;1 USED - MAJOR REPAIRS NOT REQUIRED

Pick-up Location  [WASHINGTON, DC__BUILDING__HCHE__ROOM__BS11
Deliver-ta Location [BRANDYWINE, MD__BUILDING _WAREHOUSE__ROOM__WHSE

Caornment

Message|Completa

Note: View the Assets with Pending Excess/Inactive Requests report to verify that
the withdrawal request was completed.

End of activity.

Withdraw Excess Receival Request
Sunflower Systems © 2009, All Rights Reserved
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LAB: Withdraw Excess

Receival Request

Withdraw the excess request the laptop Barcode # barcode # CD02MMDDYYXX (where
MM=Month, DD=Day, YY=Year and XX=Student Number). You will need the Request
Number previously generated.
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y 8

/ Review Excess Assets Available for Use

~

ASMIE120

Sunt lowsr Enterprise

Asset Search

Page 2 of 333
09/13/2007 20046

Bareods ® Flags DBesavigtion [ e— Hesda] Sheness frrg— sen Tales Aoy Dane
EEE CDOOLIMAEY # 6 Wi coueTE oL e axiie erme rease 1 LATLES  aRnLRE
Cust Ares ¢ S40LNITL Locaricn | ERAMDYNINE, WD
froparty © | PICNERIGN DERRM 46 BUILING | WOMERCOSE  ROCH | FLOCR
Phena 1 30137
urrens Da
[
T CDM0NELEEEE E [T 08 pons (L : Lavean w0
47080~
Cust Ares | 54 Losaticn BEASTHINE, WD
rooperty © | PICERRIGN DEBRA 4663 BUILOING | WOMERCOFE  ROCW . BXCESE
Phoma 1 1933732630
urress Da
mC CDod0tezInIL s o LAPTCR CMMITER  CELL D ZBE 18493 seoEETI0N ] LEIT.00 B0SINLEY
T
Cust Axes 1 SABILINTL Eoranion | BRAETNINE, ¥
weparty © 1 FICKERIGN DEBRA 4642 B e T
Fhoma | 3013722823
Nrvean Os
Phons
R CDOdOMMILE F LAPTCR COMPUTER  DELL INC cFr esn zowTs LTHLE0 IR
Fresves T,
Cust Ares | SADIIMIO Eocation ¢ BMERA, GA
. & 1 RICNIE DEREA L 270820
TS
Ere cpsastesNaes me. w50 - axsar: ]
Losation o

The Asset Search Report in the Excess Menu allows users to search for available excess
assets. These assets may then be requested for redeployment within your custodial area.
When an asset is requested, the NOAA Warehouse Property Custodian, Debra Pickering,
retires the excess asset with a final event of Redeploy. This sets the asset back as an
Inventory Asset. Debra Pickering will then transfer the asset to the PC requesting the excess

asset.
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NAV: Excess Asset

Search Report
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Excess Asset Search Report

Inventory Clerk
M > Excess > Asset Search

Asset Search

& Sunflower Enterprise - Production 4.5.0.0 - 09,/12,/2007 {(2SURI@osppsd3)

Exit Agree Contract Mamt Sentry Finance Inactive Excess Review |T Components Admin Reports Functions Utility Window Help

=E=R= | [ =| B [N HEeEge s BB e f

Search Criteria

Manufacturer | Model Number |
Description | Iodel Name |
Serial Mumber | Fed. Supply Group |
Asset Value Minimum Acquisition Date FsC |
[ Agreement Agsets [ Excess Assets [ Financial Assets [~ Inactive Assets [Tinventory Assets [ Subset Assets
Assets
Barcode # Manufacturer Model Murmber Description

i

Report

1]

1. Enter at least one field in the Search Criteria section on which to query assets.

Use the LOV button to look up valid values.

Note: When searching for specific assets, search on Manufacturer and Model
Number.

2. Select the Excess Assets checkbox to search all excess assets available for
redeployment.

3. Select the Report button at the bottom to view the assets in a report format with

property record details, including asset value.

Result: The Asset Search report fields displays.

Excess Asset Search Report
Sunflower Systems © 2009, All Rights Reserved
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rEnterprise

Sunflower Enterprise - Production 4.5.0.0 Excess Reports

ASMNG120 Asset Search

How Would You Like to Select the Assets that Appear on the Report?

Description [

Description [

Manufacturer [pELL nNC.

Model Mumber |

Model Marme I

Serial Number I

Fed. Supply Group |

Mational Stack Mumber |

Minirmurn Asset Value
Include Only Assets Acguired Between MMID DY) andl (MWD DM

Interest Types AGREEMENT ASSET

INACTIVE ASSET
IMWVENMTORY ASSET
SUBSET ASSET

ATTRIBUTES RELATED TO ;I
CATALOG

ATTRIBUTES RELATED TO ;I
ASSET STATE

0
|@ Done

Eastartl“ e I:ﬂ “ @Sunfluwar Enterprise - Pr. .. I @Sunﬂuwsr Enterprise 4.5 ... I %Sunflower Enterprise - Pr... | @nsset Search (Sheila ...

4. Select the Submit button to run the report.

Result: The review query screen displays.

Excess Asset Search Report
Sunflower Systems © 2009, All Rights Reserved
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renterprise

Sunflower Enterprise - Production 4.5.0.0 Excess Reports

ASMNB120 Asset Search

Choose an output format

& peropat © HTML © Testfile export (Excel, Lotug 1-2-3, Access..)

Press _BXECUR |t run the report with the following parameters

Selection Criteria: 175216

‘ Description |

‘ Manufacturer | DELLING

‘ Model Nurmber |

‘ Mode| Name |

‘ Setial Number |

‘ Fed. Supply Group |

‘ Mational Stock Murnber |

‘ Minimum Asset Value | §0.00

‘ Interest Typeis) | EXCESS ASSET
‘ Include Gurrent Infarmation | W

‘ Include Closed Interest Assets | N

| ——
‘ Group #1 | MONE
-

‘a Cone
iﬁstart”J e I‘_‘}\ H @Sunﬂuwer Enterprise - Pr... | @Sunﬂuwsr Enterprise 4.5 I @Sunﬂuwer Enterprise - Pr... | @Asset Search (Sheila S...

5. Select the Acrobat radio button.
6. Select the eXecute button to run the report.

Result: The Asset Search Report displays. The report provides the Barcode Number
with EXC in front indicating it is an excessed asset. The property description,
manufacturer, model number, serial number, asset value and acquisition date are also
included on the report.

Excess Asset Search Report
Sunflower Systems © 2009, All Rights Reserved
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Sunflower Enterprise Asset Search Page 2 of 333
ASMNG1Z0 09/13/2007 20:46
Barcode # Flags Description Manufacturer Model Number Serial Number Raset Valus Rog Date
BXC CD0001338427 = o MICRO COMEUTER DELL INC QX110/500MEZ JXFDL0B H 1,473.00  05/19/2
Cust Ares @ S4001N3T1 Location : BRANDYWINE, MD
froperty < ¢ PICKERIGN DEBRR 4662 BUILDING : WAREHOUSE ROCOM : FLOOR
Phone @ 2013722623
turrent Us G
Phone
BXC CDOOAOELOESD s o MICROCOMPUTER, DELL INC. 586 SOMHZ 58470 H 2,494.48  08/21/1995
DESKTOP, TOWER, ~4TDE0~
MINI-TOWER
Cust Ares © S4001N3TL Location : BRANDYWINE, MD
froperty € ¢ PICKERIGN DEBRA 4862 BUILDING : WAREHOUSE  FROOM : EXCESS
Thone ¢ 3013722923
turrent Us ¢
Thone :
EXC CDOQ00E20231 s [ LAPTOP COMPUTER DELL INC. KPI ~155021~ 8SQIKT204 5 3,877.00  10/28/1997
~155021~
 54001N371 Location : BRENDYWINE, MD
: PICKERIGN DEBRR 4662 BUILDING : WAREHOUSE
s : 3013722923
EXC CDO0Q0E24218 s o LAPTOF COMPUTER DELL INC. CPI 266MHZ ZOKTS ] 2,704.00  10/07/1998
~156248~ ~156248~
¢ 5401EM105 Locatien @
RICHIE DEERA L 270828
074435610
farrent Us !
Phone
EXC CDO000624268 s o LAPTOF COMPUTER DELL INC. 3800 ~156146~ 4LBZFO1 E 1,252.00  04/25/2001
~156148~
Cust Ares © G401SM105 Location : EUREEKR, CA
sropsrty € ¢ RICHIE DEERA L 270828 A .
Thone @ 7074435610
furrent Us ¢
Phone :

7.
Custodial Area.

End of activity.

Excess Asset Search Report

Sunflower Systems © 2009, All Rights Reserved
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Review the Report for excess assets available for redeployment within your




LAB: Excess Asset

Search Report

Run the report to search for assets available.

Make note of one of the Barcode Numbers of excess assets available. You will need this for
a later Lab.

Barcode #:
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Va8 N
/ Reserve an Excess Asset for Redeployment \

Asset Reservations

Date 108132007 210203
Reserved by [SIROIS SHELLA SSIROIS Phone [02.685.1212
Organization [SS001A001 - y Duration | 14
Z)

s50l5
Musriber of
Ok A Barcode # Manutacturer Model Number Description Reservations

¥ # [cooooo624263 boeLL inc ] 3800 ~156148~ LAPTOP COMPUTER ~156146-| 1 (@] =

%ge fe amplete /

The Create Excess Asset Reservation screen is used to request an excess asset for
redeployment.

Area 1 The PC includes his/her contact information and the length of time in days he/she is
willing to wait for an asset in the Duration field.

Area 2 The barcode numbers of the excess assets being requested are listed. More than

one asset may be requested at once by using the next available row and entering the
additional barcode numbers.
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NAV: Reserve an Excess

Asset for Redeployment

10-55



Reserve Excess Asset for Redeployment

Inventory Clerk
M > Excess > Create Excess Asset Reservation
Create Excess Asset Reservation

& Sunflower Enterprise - Production 4.5.0.0 - 09/13,/2007 (ZSURI@osppsd3)

gree Contract Mgmt Sentry Finance |nactive Excess Review [T Components Admin Reports Functions Utility Window Help

2 Eas EE | 1 =] | | | S BB | i B

Asset Reservations

Date |09413/2007 21:02:03
Reserved by |ElEI0lEES 5 | Phone
Organization | Duration

Assets

Ok A Barcode # Manufacturer todel Mumber Description Reservations

ii-'/|
|
|
;;|
|
|
|
|
|
|

B R

4

JTTTTTTTTTT]

Message ‘

1. The Reserved by field defaults as the user currently signed into the application.
Change as necessary.

2. Enter the phone number of the PC reserving the asset in the Phone field and Tab.
3. Select the PC’s custodial area in the Organization field and Tab.

4. Enter the number of days that the PC is willing to wait for the asset in the
Duration field.

5. In the Assets section, enter the barcode numbers of the asset being reserved in the
Barcode # field and Tab.

Note: The remaining property details populate.
6. Enter any additional assets to reserve on the next available blank row.

7. Select the Save icon on the toolbar to save the Excess Asset Reservation.

Reserve Excess Asset for Redeployment
Sunflower Systems © 2009, All Rights Reserved

SF 45
10 - 56



Result: The Excess Asset Reservation is complete.

Asset Reservations
Date [00/13/2007 21:0203

Resered by [SIROIS SHEILA SSIROIS Phone [02.855-1212

Organization |55EIEI‘1AEIEI‘1 Dration m

e Murnber of
Ok A Barcode # Manufacturer Model Mumber Description Reservations
I |CDDDDDE24269 DELL INC.| ‘SBDD ~156148~ |LAPTOF’ COMPUTER -15514E!~,71 @ =
oo| | \ | [ (&
oo| | \ | [ (&
aa| | \ | [ (&
oo| | \ | [ &
oo| | \ | [ &~
aa| | \ | [ &l
oo| | \ | [ &
oo| | \ | [ (&
oo| | \ | [ [&
aa| | \ | [ [&
oo | \ | [ &~
Wessage ‘Cump\ete

End of Activity.

Reserve Excess Asset for Redeployment
Sunflower Systems © 2009, All Rights Reserved
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LAB: Reserve an Excess

Asset for Redeployment

Make a request to reserve one of the assets from the Asset Search report.
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Accept Excess Asset for Redeployment

T Components Agmin Regorts Funcions \tly fedow Help

HEH ? HLGeY-SCOBDOO&E

Bacode T Type Barcode # Released? [y
] Existing interest asset

Commodity Assel Parents o Cildren [ CPA
Madel Number [INSPIRON 3500
Model Name
Drawing No

Usar Fields®

AsgEt Valug™ $3 500 00 Acquesition Diste  DROR007 Responnabilty Date | DS/0R007
Asset Condtion |4 USED - MAJOR REPARS N Effectve Date  05/09/2007 Expected Retumn Date

Elags” o Actwry Troe aorucy pogen
21

Last Name” First M

Last Name™ BACGRATH First |CHRIS Mt
Location” WASHINGTON, DC__BUILDING__RONALD REAGAN__ROOM__BS00

User Fialds™
Global User Fielde™

Page 2 Commani / Picture / Attachmant | | Re-Reguest |

The only time a PC will accept a transfer coming from outside his/her Bureau is when
he/she has requested an excess asset be redeployed for use in their Custodial Area. The
NOAA Warehouse will reinstate the asset (changes the excess asset back to an inventory
asset) and use the Transfer Request process to transfer responsibility to the requesting PC.
(See Chapter 7 for the Transfer Request process the NOAA Warehouse will use.)

When this happens, the PC may prefer to use the Maintain Inventory Asset screen because
along with the custodial area changing, the PC will also have to change the bureau/region
and the Property Accountability Office. All of this can be changed in the Maintain Inventory
Assets screen, while using the Change Inventory Asset Information screen only allows up to
the custodial area level to be changed and an extra step would be required to change the
bureau/region and the Property Accountability Office.

Area 1 Enter the barcode number of the asset in the Barcode Number field, then Tab.

Area 2 Update the Bureau or Region and the Property Accountability Officer. Change the
Custodial Area, User, and Location as necessary.
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NAV: Accept Excess Asset

for Redeployment
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Accept Excess Asset for Redeployment

Inventory Clerk

Maintain Inventory Assets

M > Mgmt > Maintain Inventory Assets

Exit Agree Contract Momt Finance |haclive Excess Review [T Components Admin Reports Functions Uity Window Help

Irventory Assets

(JEJEIJIEHJJI,_JEJJEEJ (ZE?  HeEe - EE QS &

Released? ,7

Barcode Type Type Barcode #

Barcode # ||

,7 Existing interest aseet |

Default Location® |

W Capy to Location?

Initial Event |

Asset Value™

Catalog ldentifier™ | [ Commodity Asset Parents Children CIPiA
Manufacturer | Model Number |
Description | Model Name |
Serial Number | Drawing Mo |
User Fields™ |

Acquisition Date Responsibility Date

Asset Condition | |

Effective Date Expected Return Date

Lttilization Code |

Flags™

Activity Type |

Bureau or Region |

Property Accountability Office |

Cust Area |

Contact 1D
Usger

Accepted? '_Jrnperiy Custodian |

Last Name® First
Last Name® First

Mid [
Mid [

Location™

Document™

User Fields™

Global User Fields™

[ Page 2

| I Cormmodity | I

Comment / Picture / Attachment | I Re-Reguest

The tracking identifier assigned to the interest asset
Record 1/t [ | \

1. Enter the barcode number of the asset you will be accepting in the Barcode

Number field and Tab.

Result: The remainder of the property record auto-populates.

Accept Excess Asset for Redeployment

Sunflower Systems © 2009, All Rights Reserved
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& Sunflower Enterprise - Production 4.5.0.0 - 09/09/2007 {(ZSURI@osppsd3)

Exit Agree Contract Momt Sentry Finance Inactive Excess

(BEEE # as BB

E;h-l:aint:ain Inwe n2010 (Page 1 of 2) -0

Inventory Assets
Barcode Type Type Barcode # Released? ’Y_
Barcode # |[efnfy ’_ Existing interest asset ’_‘
Unique Name |
Default Location™ |
Catalog [dentifier” ||TA.155397 [ Commadity Asset Parents ’D_ Children ’D_ CiPiA, ’—
Manufacturer |DE\_\_ INC. Maodel Number ‘\NSF‘\RON 3500
Desctiption [MICROCOMPUTER, RACKMOUNT Model Mame |
Setial Murber | Drawing Mo. ‘
Initial Event |PURCHASE Uger Fields* |
Asset Value™ ’m Acquisition Date 'W Responsibility Date ’m
Aszet Condition |4 |U5ED - MAJOR REPAIRS M1 Effective Date 'W Expected Return Date ’7
Utilization Code ||N SERVICE Flags™ W Activity Type ‘AGENCY OWWHED
Bureau or Region |55 Property Accountability Office ‘55001A
Cust Area |55uu1,.m[|1 Accepted? ’\(_ Prop Custodian ‘
Contact ID ,7 Last Marme® l— First ’— Mid ,7
User ’2593337 Last Marne® ’W First ’CHRIS— hid ’_
Location™ |WASHINGTON, DC_ BUILDING _ RONALD REAGAN__ROOWM__B300
Document™ |
User Fields* |
Global User Fields™ |
I Page 2 [ I Comment f Picture f Attachment | [ Re-Reguest |

2. Enter the accepting Bureau or Region in the Bureau or Region field to reflect the
new Bureau or Region.

3. Change the Property Accountability Office in the Property Accountability
Office field to reflect the new Property Accountability Office.

4. Change the Custodial Area in the Cust Area field to reflect the new Custodial
Area.

5. Change the Contact ID, if necessary.

6. Change the User Last Name field to reflect new user, if necessary.

7. Double click the Location field to reflect the new location of the asset.
8. Update the Site, Building and Room fields.

9. Select the Save button from the toolbar to save the new location.

10. Select the Save button from the toolbar to save the accepted asset.

Result: The asset has been accepted and the new Bureau or Region and the other
changes have been updated.

Accept Excess Asset for Redeployment
Sunflower Systems © 2009, All Rights Reserved
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& Sunflower Enterprise - Production 4.5.0.0 - 09/09,/2007 (ZSURI@osppsd3)
Exit Agree Contract Momt Zentry Finance Inactive Excess Review |T Components Admin Reports Functions Utility Window Help

Ll

o sy BEEEEE TE 2  HRE =S B E N8

Irveentory Assets

Barcode Type Type Barcode # Released? 'Y_
Barcode # '_ Existing interest asset ’_‘
Unigue Mams |
Default Location® |
Catalog Identifier™ ||TA.155397 = Commodity Asset Parents ’U_ Children ’U_ CrPIA ’—
Manufacturer |DELL IMC. Madel Mumnber ‘\NSF’\RON 3500
Description |MICROCOMPUTER, RACKMOUNT Model Name
Serial Number | Drawing Mo ‘
Initial Event |PURCHA5E User Fields™ |

Asset value™ $3,500.00 Acquisition Date |09/08/2007 Responsibility Date |09/08/2007
Asset Condition |4 |U5ED - MAJOR REPAIRS NI Effective Date |09/19/2007 Expected Return Date

Utilization Code |IN SERVICE Flags® [s 0 Activity Type ‘AGENCY OWNED
Bureau or Region |55 Property Accountability Office ‘55001A
Cust Area |55001A002 Accepted? ’Y_ Prop Custodian ‘

Contact 1D Last Name® First Mlid ,7
User 259333 Last Name® [MCGRATH First [CHRIS Mid [
Location™ |WASH\NGTON, DC_ BUILDING__RONALD REAGAN__ROOM__B300

Document™ |

User Fields® |
Global User Fields™ |

[ Page 2 I Commodity Comment / Picture / Attachment ‘ { Re-Reguest

End of activity.

Accept Excess Asset for Redeployment
Sunflower Systems © 2009, All Rights Reserved
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Lesson Summary

* You should now be able to:

— Recognize the major differences between the HCHB,
Domestic and International processes when disposing
assets

— Summarize the steps used to create an excess request
— Generate excess requests for property
— Generate Excess/Inactive Receival Form (Report)

— Generate Assets with Pending Excess/Inactive Requests
Report

— Withdraw excess requests

— Review excess assets available for redeployment
— Reserve excess asset for redeployment

— Accept excess asset for redeployment
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Chapter 11:

Retire Assets (Lost,
Damaged and Destroyed)

Sunflower Assets 4.5
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— Lesson Objectives

 After this lesson you should be able to:
— Summarize the steps used to retire assets

— Complete the CD 50 / 52 Retirement Request
Form

— Run a report to determine which assets have open
retirement requests

— Establish an approver path for retiring assets
— Approve and Retire assets
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Lost
Stolen

.

Missing

Damaged
Destroyed
Abandoned
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Process: Lost, Stolen, Damaged or Missing Disposal

Action
User — Actions to be taken PMO — Actions to be taken

Notify Supervisor, PC, Proper 4| Receive email or run Report to review requests
Authorities

Use CD 50/52 Transactional Menu to establish
approvers and approve as PMO

¥
If no review by PRB and ERB is required, sign off
as final approver and retire asset(s)

or

PC — Actions to be taken

Use CD 50/52 Transactional Menu to
select Request Retirement of
Asset(s)

¥
Select final event type, enter barcode
number and save

Laptop, PDA or suspected negligence cases
forward to PRB and ERB

Sign off as final approver and retire asset(s) after
receiving ruling from PRB and ERB

PRB and ERB

Review details and make ruling on
laptops, PDAs and assets of
suspected negligence and notify
PMO of ruling

N '

If an asset is either a laptop, PDA or if negligence is suspected, the information is
forwarded to the Property Review Board (PRB) and the Executive Review Board (ERB) for
review and investigation.
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( CD50/52 Transactional Menu \

To enter, click one of the the links below.

Click Ilo request a change of asset detal

Chick Ilo request creation of an asset

Chek Ilo request an excess receival
{- Click Ito request retirement of asset ]

mlto maintain comments

Click | to maintain pacturesfattachments

Click |t¢ accept/deny a change of asset detall request
Ciick Ilo accept/deny excess receival request

Chey Ila acceptideny retwement of asset

Select the CD 50 / 52 Transaction Menu from the Sunflower screen. On the CD 50 / 52
Transaction Menu, the PC selects the Request Retirement of Asset.
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Request Retirement of Asset \
T - i Type e 5

‘_",ﬁ — g
| T Pt D82

Actions
e i ey | Menyistdsn | Mewien |

@lmll_\' List Assets \ ]
5

=] | |

Manually List Assets

destiiers snd then chelk fhe [Save] bumce sbove

_/

Area 1 In the Final Event Request section, PCs select the Final Event Type. Enter
supporting details in the Detailed Circumstance and Justification field as to why the asset
is being retired. The Document Number will link all assets on that request to that number,
so that several assets can be retired at once — this will default but can be changed. Use the
Attachments button to attach multiple supporting documents to this request. Finally, the
Print CD-52 button can be use to print out the paper CD-52. (Note: Information will only
appear on the printed CD-52 when a request is saved).

Area 2 The barcode number of the asset being retired is entered in the Manually List
Assets section. More than one asset may be retired as long as the circumstances above
pertain to all assets listed. The Interest Type defaults to Inventory Asset and should not be
changed.

Area 3 Save the Retirement Request in the Actions section.

Area 4 Upon successfully saving the Retirement Request, the result OK will appear and a
Request Number is created. This Request Number will be used by the PMO to pull up the
request. (Alternatively, the Document Number can be used to view multiple Request
Numbers — this will be explained later). Once saved, the Print CD-52 button can be used to
print the document.
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Document Number \

Final Event Request

Request Date 1200272009 Event Type |ABANDONED =l
Detailed Circumstance and Jushfication | ﬂ

[Docum:nt Number 2455168-42 ]

Attachments

Final Event Request

Request Date 1200272009 Event Type |ABANDONED =1
Detaled Circumstance and Justification | ﬂ

Document Mumber 2455168-42

The Document Number will be tied to each assets’ Request Number. For example, if
requesting retirement on three assets, this Document Number can be used when accepting
the request to accept retirement on all three assets; rather than using three separate
Request Numbers to accept retirement on all three assets.

Using the new Attachments button, users can attach multiple attachments. (See next page
for more details).
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y 8 N

/ Attachments (continued)
Maintain Pictures/Attachments
[00c =] Tdentifier [121508-3 A |
File [ Browse.. |
Type [oTrer (aTTACHVENT) =]
| =
Description
E=
View Pictures/Attachments
[00< =] Identifier 1215083 List]
| Sﬂ\'ﬂi Delete? (Catalog? Type Name Descrption \MIME Type |Size ('.Byres)l
j View | =l [orrer =] [CD-52test1. doc .|TEST DOCUMENT 1 application/msword | 24064
[vew|l .!OH-E_R ~] ;CD-SZ‘QEQE doc [TEST DOCUMENT 25 J apphcahonhnsword: 24064 |

Note that the Attachments functionality includes the ability to attach multiple attachments
to retirement requests. Any attachments added to a request will apply to every asset on
that request. For example, if two attachments are placed on a request with three assets,

those two attachments will be linked to all three assets. Attachments can be deleted, as
well.
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/ Print CD-52 \

Final Event Request
Date [fnsmom MMDDIYYYY) Event Type [aBasoonen -
Deetaded Circumstance =
and Justficabion | j _‘I
Document Humber  [rzisoe2 Print €062
Actions
Sav | Entor Ousey | Manusdy List Assets HowEvert |
Manually List Assets
Battorm
Eniter the asset identifiers and then chick the [Save] button above
 Interest [ [ [ [ { Serial [Fair Market |Bequest
Reslt 5 | Barcode # [Mamaceurer Madel | Deseription Nosber | Vadoe i
R e e e
O the 1 asset(s) displayed, 1 were successhilly processed
Top

Users can print the CD-52 directly from the screen. All the information input on the screen
will appear on the paper document. (See next page).
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/ Claer= gt~ - \
o U5 cramnmn o coaer. | DVE
e 11 12157200
W WA
%02
REPORT FOR REVIEW OF PROPERTY TR T [
INSTRUCTIONS: o
‘Suent 2 separate report for sach categery: Lost, sicen, cesimoyes,
el arimiyghisbmiim oo
usar i
oy DESCRITON WDETAL Acoummen | TOTAL GO FRESENT
e T vaLLE
1| comaresm Larmoecoumer 200000 250000

ToTAL

2500 0]

EXFLAN THE CRCUMBTANCES

The printed report can be generated directly from the screen, as needed. All assets placed
on one request will be printed on the paper CD-52.
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NAV: Request

Retirement of Asset
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Request Retirement of Asset

Inventory Clerk / Inventory Manager
Sunflower Main Menu > CD 50/ 52 Transaction Menu
CD 50/ 52 Transaction Menu

To enter, click one of the the links below.

Sunflower Enterprise Forms

Sunflower Enterprise Repors

Sunflower Enterprize HTML Transaction Pages

Stock Asset Manademernt

Search Attachments and Comments

CO a0 ra2 Transaction Menu

1. Select the CD 50/ 52 Transaction Menu.

Result: The CD 50/ 52 Transaction Menu screen displays.

| Ee Edt wew Tools  Help |unks C35unfiower
e - = - @) 2] )| @search FFavorites veda B | - S
Address [@] Htpi/sfiwrdactest, ocs doc. _04050000_dbauth ¢

-_owa_cdS052_main. main?p_session=D3523A258660710C8327490F00DDEIF001D3E4 L E30D03AASEICII746DEFES. lj

% Sunflower Enterprise - Production 4.5.0.0
ORACLE'

Zubair Suri

Click | to request a change of asset detail

Click | to request creation of an asset

Click | to request an excess recetval

to request retirement of asset

Click | to maintain comtments

Click | to maintain pictures/attachments

Click | to acceptideny a change of asset detal request

Click | to accept/deny excess receival request

Click | to accept/deny retirement of asset

2. Select Click to request retirement of asset.

Request Retirement of Asset

Sunflower Systems © 2009, All Rights Reserved
SF 4.5
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Result: The Final Event Request screen displays.

Final Event Request

Request Date 1212212009 Event Type [28ANDONED |
Detailed Circumstance and Justification ﬂ Attachmert
Document Mumber 2455188-242 Print CD-52
Actions
Save Erter Guery | Manually List Asssts Merw Event

Manually List Assets
Eottom

Enter the asset identifiers and then click the [Save] button above

‘Intarast Type |Barcode # |Fan’ Market Value

[mvenToRy AssET |

[mvenTory asser |

[mvenTory asser x|

[mvenToRy AssET 7]

[mvenTory asser =]

[mvenToRy AssET |

[mvenTory asser =]

[mvenTory asser |

Plle

w

4. Complete the Detailed Circumstance and Justification field as they relate to the

retirement request.

5. Accept the default Document Number or enter a new Document Number.
6. Attach any files related to the justification by clicking the Attachments button.

Result: The Maintain Pictures/Attachments screen displays — here you can

attach multiple attachments.

Select the Final Event from the Event Type field.

Maintain Pictures/Attachments

|poc x| Tdentifier [4542524 Add
File I Erowise...
Type m

El
Description

|

View Pictures/Attachments

[poc 7] Tdentifier [4542524 i
Mo Attachments for 4342524

7. Click Browse to browse for attachments.

Request Retirement of Asset
Sunflower Systems © 2009, All Rights Reserved
SF 4.5
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8. Once the attachment is selected, click Add.

9. Include a description of the attached file in the Description field.

10. Repeat steps 7-9 to add other attachments.

11. Close the Maintain Pictures/Attachments screen.

12. Enter the barcode number of the asset being retired in the Barcode # field.

13. If the item is being sold, enter a value of the asset in the Fair Market Value field.
Otherwise leave this field blank.

Note 1: If more than one asset is being retired with the same information in the
top half, enter additional barcode numbers in the next available blank field.

Note 2: To request retirement for a different event type, it is necessary to
complete and save the request, then enter the screen again.

14. Select the Save button to save the retirement request.

Result: The screen shows the request was saved successfully with the OK

Final Event Request

Date 12220008 (WWM/DDIYYYT) Event Type [LOST OR STOLEN =]
Detaﬂed. Circwmnstance |This tem was stolen from a home ﬂ Attachment |

and Justification =

Document Mumber 4542524 Frint CD-52 |

[Eo oo nretemevron. [ LS | | |

Actions

Enter Guery | Manually List Aszets Mewy Event

Manually List Assets
Bottom

Enter the asset identfiers and then chck the [Save] button abowve

Result Interest Barcode # Manufacturer Model Descnphion Zenal Mumber Fair Market | Request
Tvpe Value Mumber

il DMVENTORY HEROH FEINTER,

Ok ASSET CD0o00005000 CORPORATION 110V LASER WITN 720029 68521

Of the 1 asset(s) displaved, 1 were successfully processed
Top

15. Click the Print CD-52 button to print the paper document.

Result: The paper CD-52 appears, ready to be printed.

Request Retirement of Asset
Sunflower Systems © 2009, All Rights Reserved

SF 4.5
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DATE
FORMCD-52 LF U.S. DEPARTMENT OF COMMERCE
(REV 11.80) 12/15/2009
DAO-217-9 NUMBER
121509-2
REPORT FOR REVIEW OF PROPERTY PRIMARY ORGANIZATION UNT
INSTRUCTIONS OFFICE OR STATION REPORTING
Submit a separate report for each category: Lost, stolen, destrroyed LOCATION
damaged, sacrificed or unserviceable property
UNIT ESTIMATED
QUAN DESCRPTION IN DETAL acausmon | TOTAL cOST PRESENT
(Each) OF UNIT
COST VALUE
1 CDS2TEST1 LAPTOP COMPUTER 2500.00 2500.00
TOTAL 2500.00
EXPLA N THE CIRCUMSTANCES CAUSING REPORTED STATUS OF PROPERTY

End of activity.

Request Retirement of Asset
Sunflower Systems © 2009, All Rights Reserved
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Assets with Final Event Request Report

Flags

Asser Value

Comment : Tramsfered to DOE/INEL Property Reutilizacion & Disposal Offic

Approver's Hame Actien Commant

4,983
130 D Tes8
Comment : The irem is an old sun monitor under 5K, and does not need to b
Approver's Hame Acticn Comment
4 BoL DETECTOR, GAS TRACE AMALYTICAL, RED2 REDI-051582-00% o 40

: TRAMSTER - TO ANOTHER AGENCY BY AGENCY

Email is sent to the PMO when a PC requests retirement of an asset. The PMO may also
run a User Defined Report — Assets with Final Event Requests - to identify any retirement
requests. The report displays the Request Number, Identifier (Barcode Number) and details
of the asset. It will also display who made the request and when. Any comments the PC

entered on the Request Retirement form also appear here.
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NAV: Assets with Final

Event Request Report
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Assets with Final Event Requests Report

Inventory Clerk, Inventory Manager
M > Reports > User Defined Reports
User Defined Reports

/4 DoC Specific Reports (Zubair Suri) - Microsoft Internet Explorer

J File Edit Wiew Faworites Tools  Help |JLinks | sunflower

J Back -~ = - @ fa] | @hsearch Favorites  fMedia &3 | - &

Jngdress I@ htkpe i sFhardoctest . ocs. doc.govipls/snflwr_04050000_report_osppsd2fext_owa_property . main

Fnterp r| Se Sunflower Enterprise - Production 4.5.0.0

CoC Specific Reports

Dol Spectfic Financial Beports

WOAL Spectfic Tranzaction Eeports

HOAS Speafic CDS0/S2 Feports

Legacy Dol Specific Beports

Eeports Main Ienu

1. Select the NOAA Specific CD 50/52 Reports link.

Result: The CD 50/52 Reports screen displays.

Review the Assets with Final Event Requests Report

Sunflower Systems © 2009, All Rights Reserved
SF 4.5
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a NOAA Specific CD50/52 Reports {2ubair Suri) - Microsoft Internet Explorer

JEl\e Edit Wiew Favorikes Tools  Help

“ Links [__]Sunflower

J =Batk + = - ° ﬁ| @SEarch [3] Favorites @Media ®| %- S

| Address [ @] hetp: jsflurdoctest.ocs doc. gow/pls/snflwr_04050000_report_osppsdzfext _ows_property .cd5052_repzp_session=FE 137F35B1 3FF759D961 8637 35B2F BAF SF9BAD6BEE A23000BI3E955

Emterp ﬂ Se Sunflower Enterprise - Production 4.5.0.0

EXT3000 MOAA Specific CDS0/52 Reports

Aszets with ExcessiTnactive Eequests

A szzets with Final Event Requests

Aszzets with Change Detail Requests

Eeactivated Assets Details

Previcusly Bun Report

DoC Specific Reports

2.

Note: The Assets with Final Event Requests report criteria selection screen displays.

Select the Assets with Final Event Requests report link.

Review the Assets with Final Event Requests Report
Sunflower Systems © 2009, All Rights Reserved

SF 45
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/3 Assets with Final Event Requests (Repository Owner) - Microsoft Internet Explorer =101 x|

2

1','

J File Edit Wew Favortes Tools Help |JLinks |C7) Dictionary L) DOC |2) Email [) Mews | Cracle | 7) Search  |2) Sunflower

J eBack - \) - u @ ;;j | /':) Search “in\"( Favarites €‘B| [_\’v ..; - _J '3

Jngdress I@ https:,l’,l’sFIwrdocprod.ocs.doc.gov,l’pls,l’snFIwr_D4050000_report_osppspZ,l’ext_owaJ:uroperty.Form_22?p_application_name=SunFIOwer+Enterprisej Go

Sunflower Enterprise - Production 4.5.0.0 NOAA Specific CD50/52 Reports

EXT8020 Assets with Final Event Requests

How Would You Like to Select the Assets that Appear on the Report?

Custodian |
Include children |N
Identifier Last Name First Mid Prefix Suffix
Property Contact | | | | | Ll | Ll
Identifier Last Name First Mid Prefix Suffix
User I I | | [ = =
Identifier Last Name First Mid Prefix Suffix
Requester | | | | — -
Identifier Last Name First Mid Prefix Suffix
Assigned Approver | | | | | LI | ;I

Approver's Action | ALL - I
Request

Include Only Fequests Recorded Between | WLDDITTYT) and | WLDIVYTYT)
Eequest Status |ALL 'l

How Would You Like the Assets to be Grouped?

I MOKE - I

How Would You Like the Assets to he Sorted?
1 2 3

| ASSET IDENTFIER v | | ASSET IDENTIFIER v | [ ASSET IDENTIFIER ¥ |

Submit | Resetl

[

|&] pone l_ l_ l_ l_ ré_ | Tnternet

a

3. Enter your name in the Assigned Approver fields to limit the report data to
requests requiring your approval.

4. Enter the date range in Include Only Requests Recorded Between date fields.

Note: If a PMO is running this report rather than receiving email notification, then
the report should be run on a regular basis and the date range will be shorter in
duration.

Review the Assets with Final Event Requests Report
Sunflower Systems © 2009, All Rights Reserved
SF 4.5
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7.

Select how to group the data in the How Would You Like the Assets to be
Grouped? section.

Select the sort order in the How Would You Like the Assets to be Sorted?
section.

Select the Submit button to run the report.

Result: The review query criteria screen displays.

8.
9.

Select the Acrobat radio button.

Select the eXecute button.

Result: The Assets with Final Event Requests report displays.

Zpprover's Name

Letion Comment

Reguest # Identifisr Flags Official Name Manufacturer Hodel Serial Number Asset Val
47954 INV CDO0Q00108095 El (=] DISPLAY UNIT, CRI RMES SCIENCE, 3/50 ME-4 W/€38 905BMeB20 B 4,935.0
INC.
Custodian : 54011MO11 Request Date : 05/11/2007
Property Contact : OTTO WILLIAM D 7858 Reguester : COITC WILLIRM D 7858
User : Reguester Phone @ 3034976232
Fair Market Values : Reguest Stati : QPEN
Financial Ident.: Terminate: :
Final Event DELETE - CORRECTION
Comment : The item is an old sun monitor under 5K, and does not need to be tracked.
Zpprover's Name Ecticon Comment
47872 INV CDO0O0280121 =] LETECTOR, GAS TRACE ANRLYTICAL, RGDZ RGD1-0515%2-008 § 10,400.0|
Inc.
Custodian : 540035M003 Request Date : 08/12/2007
Property Contact : HARRIS DONNA R 127%0 Reguest: : HARRIS DONNR R 12720
User : Reguester Phon 208528232%
Fair Market Value : $3,000.00 Reguest Status : CPEN
Financial Ident.: Terminated By :
Final Event Iype : TRANSFER - TO ANMOTHER AGENCY BY AGENCY
Comment : Iransfsred to DOE/INEL Property Reutilization & Disposal Office 8/6/07

End of activity.

Review the Assets with Final Event Requests Report
Sunflower Systems © 2009, All Rights Reserved
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LAB: Assets with Final
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V8 i
Querying by Document Number / Request Number \

| Accept/Reject CD-52 requests

| Enter CD-52 document/Request number |
Submit |

Document Number Request Number

Accept/Reject CD-52 requests |Accept/Reject CD-52 requests

| Ecter €D-52 doc urmest(Fequast remmber |Enter CD-52 documentRequest pamber
St

| 1 220801 il : L)
R — | €152 documes mamber 122309.01
e Y perapre— e e Requests Barcode Mamfacturer Model Status
CD52122309-01 [DELL INC 100L LATITUDE |Qlesed 1 /DELL INC. 100L LATITUDE |Closed
CD52122309-01 DELL INC 100L LATITUDE |Closed CD5212230%.01 DELLINC 100L LATITUDE |Closed

Print CO-52 form | e L.

The PMO or other approver uses the CD 50 / 52 Transactional Menu and selects the option
click to Accept/Deny Retirement Requests to approve or deny a user’s request to retire an
asset.

When adding Approvers and accepting/denying requests, users can enter either the
Document Number or the Request Number. Either way, all requests pertaining to that
Document Number will appear, and can be retired one-by-one. (Note that the only
difference is the value entered in the field — either way any assets relating to a single
request —i.e. assets tied to a Document Number — will appear).
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7~
( Establish Approvers \

Request Number I — Date 06/13/2007

Barcode # CDOD00E90360 Event Type SCRAFPED - NOT SOLD

PMO SURI ZUBAIR ZSURI Faar Market Value 0

Detaded Circumstance and Justiication |OBSOLETE, NON-REPAIRABLE OR USABLE LAPTOP COMPUTERS AND PALM COMPUTERS
Senal Mumber $8G91300308 User Fields: Hotes

Approvers Information

Assign Approvers

Ho. of Approvers [
TE0 el evard ech e has e el =]
Email Message
=
Accept Deny Wotfy Remove Last Hame First Hame Middle Hame [ID Comment
Olof o r |Ees E [rea E E 5106 [

Request Status: OPEN
Save |

Area 1 Information relating to the individual retirement Request Number shows here.

Area 2 At this point the PMO can either add approvers or deny the request. If they are
going to approve the request, they first enter the number of approvers (including
themselves). Who and how many approvers are assigned depends upon the Bureau as well
as the situation. Remember, if the Property Review Board and Executive Property Review
Board members are users of Sunflower, they may also review and approver or deny
requests electronically rather than via a hard-copy document review and signature.

Area 3 A row appears for the total number of approvers entered in the No. of Approvers
field. The PMO now selects the Last Name, First Name from the pull-down list to select the
approvers for this request. Once approvers have been established, the PMO clicks the Save
button which generates an email notification to the approvers —the PMO can add text to
the email message prior to saving. Remember, all approvers may also run the report Assets
with Final Event Requests if they wish. Additionally, the PMO may select the Notify
checkbox which also sends email notification to the approver requesting they review the
retirement request.

Note: Any person listed as an approver can be removed from the list by the PMO if deemed
necessary.
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Establish Approvers

Inventory Clerk / Inventory Manager
Sunflower Main Menu > CD 50/ 52 Transaction Menu
CD 50/ 52 Transaction Menu

To enter, click one of the the links helow.

Sunflower Enterprize Farms

Sunflower Enterprise Repods

Sunflower Enterprise HTML Transaction Pages

Stock Asset Manadgerment

Search Attachments and Comments

CDAD 52 Transaction Menu

1. Select the CD 50/52 Transaction Menu.

Result: The CD 50/52 Transaction Menu screen displays.

3 Sunflower Enterprise - Production 4.5.0.0 {Zubair Suri) - Microsoft Internet Explorer

Fie Edit View

workes  Tools  Help “Lir\ks [15unflover
ok - = - @ [0 G| Qzearch FFavortes Pveda (B | - &

Address Ia http:isflwrdoctest, ocs.doc. goviplsisnfiwr_04050000_dbauth_osppsd2/ext_owa_cdS052_main.main?p_session=D3523A2586607 10CE327AS0FODDBIFO0LD3ES] E30D03AA583C99746DEFES]ﬂ

% Sunflower Enterprise - Production 4.5.0.0
ORACLE'

Zubair Suri

Click | to request a change of asset detail

Click | to request creation of an asset

Click | to recuest an excess receival
to request retirerent of asset

Clisk | to maintain comments

Click | to meaintain pictures/attachments

Click | to acceptideny a change of asset detail request

Cick | to accept/deny excess receival recuest

Click | to acceptfdeny retirement of asset

2. Select Click to accept/deny retirement of assets (CD-52).

Establish Approvers
Sunflower Systems © 2009, All Rights Reserved
SF 4.5
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3.

Result: The Accept/Reject CD-52 requests screen displays.

Accept/Reject CD-52 requests

Enter CD-52 document/Eequest number
| Submit |

Enter either a specific Request Number, or enter the Document Number and hit
Submit.

Results: All requests pertaining to that Document Number will appear — whether
you entered the Document Number or Request Number - and can be retired one-
by-one.

If Document Number entered you will see this:

Accept/Reject CD-52 requests

Enter CD-52 document/Eequest number

122309-01 Skt |

CD-52 document mumber; 122309-01
‘Request’-éﬁ

Barcode |I'+Imulf achurer |I'+Imle-l |Stz|tus
50132 |CD52122309-01 DELLINC.  |100L LATITUDE |Closed
50133 |CD52122309-01 DELLINC.  |100L LATITUDE |Closed

Print CD-52 farm I

Establish Approvers
Sunflower Systems © 2009, All Rights Reserved

SF45
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If Request Number entered you will see this:

Accept/Reject CD-52 requests

Enter CD0-52 document/E equest number

0132 Skt |

CD-52 document number: 122305-01

‘Requ-a-sti.r' |Bm‘-:mle |IL-Imulfz|-:tlu'na-r |h-Iu:lel |Stﬂtus
50132 |CD52122309-01 DELLINC.  |100L LATITUDE |Closed
50133 |CD52122309-01 DELLINC.  |100L LATITUDE |Closed

Print CD-52 form |

4. Click on the specific Request#.

Result: The fields related to the Request Number will display.

3 https://sflwrdoctest.ocs.doc.goy - Accept Retirement of Asset - Microsoft Internet Explorer

=10l

Request Information

Request Number [Feraz Date 121232009
[Barcode # |cDs2122309-01 |Event Type |ABANDONED
[33%) [TESSUP TEMIIFER L CPPILT |Feir Market Value |

‘Detaﬂed Creumstance and Justification: |

‘Senal MNumber | ‘Us er Fields: ‘

Approvers Information

Assign Appro

No. of Approvers:

(CD50 final event request has heen created ;I
Email Message:
=
Accept (Deny Moty |Remove ‘Last Name |F1.rst Mame |M.iddle Mame |]D |Comment

B ——"

JERFER E

L

I
| ||

Request Status: OVEERIDDEN

Save |

Establish Approvers
Sunflower Systems © 2009, All Rights Reserved
SF 4.5
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5. Enter the total number of approvers (including you) in the No. of Approvers field
and Tab.

6. Select the List button next to last name for the first blank row to assign approvers.
7. Add any additional text to include in the Email Message field, if desired.
8. Select the Save button when finished adding approver.

Note: Once the approvers are saved, an email is sent to the approvers selected,
and the screen displays an OK message next to all the approvers that were added.

3 Accept Retirement of Asset - Microsoft Internet Explorer

J Ele Edit ¥iew Favorites Tools  Help

Request Information

‘Request Mamber [ Er— Dare |0611312007

[Barcode # |cDo000s20360 Event Type [SCRAPPED - WOT 5OLD

[PnO [sURI ZUB AR ZSURT |Fair Merket Valve [0

[Detailed Circumstance and Justification: | CBSCLETE, NON-KEPATRABLE OR USAELE LAPTOP COMPUTERS AND PALM COMPUTERS
|Serial Mumber [s2G51300308 |User Fields: [Motes:

Approvers Information
Assion Approvers
MNo. of Approvers: |2

iCD50 final event request has been crested

Emarl IMessage

= el

Eesult Accept ,De_ny M otify |Remove ‘Last Narme ‘First Mame ‘Mddle Matne |]D |Comment

’TF’T‘ | i T=TE Izl [Eree Iz”| ‘| i|
’T’T’T‘ r E= [F] Few =] ‘| ‘l il

Request Status: OPEN
Save

9. Repeat steps 6-8 until all the approvers have been added.

End of activity.

Establish Approvers
Sunflower Systems © 2009, All Rights Reserved
SF 4.5
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Approve Request and Retire Inventory Asset

|| Request Information

Fequest Number Diate 0832007
Barcode #
MO

Detaded Crcumstance and Justfication: | OBSOLETE, NON-REPAIRABLE OR USABLE LAFTOP COMPUTERS AND PALM COMPUTERS

Senal Mumber S5G1300308 Tser Fields Hotes

Event Type SCRAPPED - NOT SOLD
Fazr Market Value 0

=

Approvers Information

Astign Approvars
Mo, of Approvers
COSD el wvent request has been croated =]
Emad Meszage N

~
Fenult Accept Deny Notify Remove Last Hame First Mame Middle Name 1D Comment
|= rlr | r |feas ]I]ps«u E|1 |
Request Status: OPEN
B
J

Area 1 Once a Request Number is entered or selected, the details about the asset appear.
All the justification information entered by the PC also appears here.

Area 2 The approver may select Accept or Deny from the checkboxes next to his/her name.
Once a checkbox is selected and the action is saved a Result will appear next to the
approver’s name. (A PMO is the only one who may select the Remove checkbox to remove
a name from the approver list.)

If multiple approvers are listed, they may approve in any order. After all the approvers have
approved, the PMO will be then approve the retirement request. If any approver denied
the request, then the PMO should research the reason for the denial. Upon successfully
saving the approval, the asset is retired from Sunflower.
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Approve Request and Retire Inventory Asset

Inventory Clerk / Inventory Manager
Sunflower Main Menu > CD 50/ 52 Transaction Menu
CD 50/ 52 Transaction Menu

To enter, click one of the the links helow.

Sunflower Enterprize Farms

Sunflower Enterprise Repods

Sunflower Enterprise HTML Transaction Pages

Stock Asset Manadgerment

Search Attachments and Comments

CDAD 52 Transaction Menu

1. Select the CD 50/52 Transaction Menu.

Result: The CD 50/52 Transaction Menu screen displays.

3 Sunflower Enterprise - Production 4.5.0.0 {Zubair Suri) - Microsoft Internet Explorer

Fie Edit View

workes  Tools  Help “Lir\ks [15unflover
ok - = - @ [0 G| Qzearch FFavortes Pveda (B | - &

Address Ia http:isflwrdoctest, ocs.doc. goviplsisnfiwr_04050000_dbauth_osppsd2/ext_owa_cdS052_main.main?p_session=D3523A2586607 10CE327AS0FODDBIFO0LD3ES] E30D03AA583C99746DEFES]ﬂ

% Sunflower Enterprise - Production 4.5.0.0
ORACLE'

Zubair Suri

Click | to request a change of asset detail

Click | to request creation of an asset

Click | to recuest an excess receival
to request retirerent of asset

Clisk | to maintain comments

Click | to meaintain pictures/attachments

Click | to acceptideny a change of asset detail request

Cick | to accept/deny excess receival recuest

Click | to acceptfdeny retirement of asset

2. Select Click to accept/deny retirement of assets (CD-52).

Approve Request and Retire Inventory Asset
Sunflower Systems © 2009, All Rights Reserved
SF 4.5
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Result: The Request Information screen displays.

Accept/Reject CD-52 requests

Enter CD-52 document/Eequest number
| Submit |

3. Enter either a specific Request Number, or enter the Document Number and hit
Submit.

Note: All requests pertaining to that Document Number will appear, and can be
retired one-by-one.

If Document Number entered you will see this:

Accept/Reject CD-52 requests

Enter CT-52 document/E equest number

f122309-01 Submit |

ZD-52 decument mumber; 122303-01

‘Reque-st# Barcode |I'~'Ii‘|l‘lllf£lftlll‘?l‘ |th:lel |Status
50132 |CD52122309-01 |DELLINC.  |100L LATITUDE |Closed
50133 |CD52122309-01 DELLINC. | 100L LATITUDE |Closed

Print CD-52 form |

Approve Request and Retire Inventory Asset
Sunflower Systems © 2009, All Rights Reserved

SF45
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If Request Number entered you will see this:

Accept/Reject CD-52 requests

Enter CD-52 document/Bequest number

50132 Skt |

CD-52 document mumber; 122309-01

‘Request# |B£|1'-:mle |I'-I£|1ulf£|-:tlu'er |I'-Imle-l |St£|tus
50132 |CD52122309-01 DELLTNC.  [100L LATITUDE |Closed
50133 |CD52122309-01 DELLINC.  [100L LATITUDE |Closed

Print CD-52 form |

4. Click on the specific Request#.

Result: The fields related to the Request Number will display.

& https://sfwrdoctest.ocs.doc.gov - Accept Retirement of Asset - Microsoft Internet Explorer

Request Information

‘Request Mumber Foez Date 120232009
[Barcode # [cDs2122309-01 |Event Type |ABANDONED
[PnO

[JESSUP JENNIFER L CPPILT Feir Market Value|
‘Detaﬂed Circumstance and Tustification: |

‘ Senal Number |

‘Us er Fields: ‘

Approvers Information
Aszsign Apar

No. of Approvers:

CDa0 final evert request has been crested ;I

=

Email Message:

Lccept ,?ny IN[Tiay |Remove ‘Last Mame |F1.rst Mame |Mddle MName |]:D |Comment

I
| i ‘ r ‘lJESSUP E‘lJENNIFER E‘lL ‘lCPPJLJ ||

Request Status: OVERRIDDEN

SavE |

Approve Request and Retire Inventory Asset
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5. Select the Accept checkbox next to your name.

Note: Alternatively, users may also deny requests, or notify or remove themselves
from the approval process.

6. Select the Save button to accept the retirement request.

Note: The Retirement Request is processed and the asset is retired. A Result
message appears next to the approver’s name.

a Accept Retirement of Asset - Microsoft Internet Explorer

J File Edit Wiew Favorites Tools  Help

Request Information

(Request Mumber [Er— Date |06/13/2007

[Barcode # [cDooo060360 |Event Type [$CRAPPED - NOT 50LD

[prac [SURT ZUBAIR 25URIT [Fair Market Value o

[Deteiled Circumstance and Tustifcation: [ OBSOLETE, MON-REPATRABLE OF USAELE LAPTOP COMPUTERS AND PALNM COMPUTERS
[serial Humber [ssG91300308 User Fields [t7otes:

Approvers Information

Assign Approvers |
Mo, of Approvers: |
(CDS0 final event request has been created ;I
Email Message
=
Eesult |Accept Deny |Not1fy |Remove |Last MName |P1.rst MName ‘Mddle Narme ‘ID |Com.ment
[
[ ‘ r ‘ I ||Jensiev |Z| JEHELA Izl ‘ | ‘ | ||
Request Status: OFEN
Save |

7. Repeat step 4 until all the Requests have been retired.

End of activity.

Approve Request and Retire Inventory Asset
Sunflower Systems © 2009, All Rights Reserved
SF 4.5
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Lesson Summary

* You should now be able to:
— Summarize the steps used to retire assets

— Complete the CD 50 / 52 Retirement Request
Form

— Run a report to determine which assets have open
retirement requests

— Establish an approver path for retiring assets
— Approve and Retire assets
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Lesson Objectives

 After this lesson you should be able to:

— Understand the process for performing mass
uploads

— Process Inventory Asset Interface Records

— Correct errors using the Edit Inventory Asset
Interface Records form
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The Sunflower Mass Upload Process

Obtain a copy of the Mass Upload Template
from the Sunflower Help Desk

I

Complete the template for all assets you
wish to upload and forward the completed
template to the Sunflower Help Desk

l

Run the Process Inventory Asset Interface
Records process to load records into
Sunflower

L

Run the Edit Inventory Asset Interface
Records process to correct any errors in the
load process

Receive completed Mass
Upload Template

Load Mass Upload Template
into Sunflower Staging Table

¢ The mass upload process enables users to upload a group of assets into Sunflower at one
time. This process should be used when a large number of assets needs to be added to the
system.

¢ The standard Mass Upload Template must be used to complete a mass upload. This
template must be filled out completely in order to process the mass upload. If information
is missing or invalid, the records will error out and will not be uploaded into Sunflower.

¢ If reference data values or catalog entries do not exist in Sunflower, the user must
request these values be added to Sunflower prior to processing the mass upload.

* When saving the template, please be sure you assign a unique name, such as your initials
and the date you are submitting the template to the help desk.

¢ Upon receiving the template, the Sunflower Help Desk will load the spreadsheet into the
Sunflower staging table for processing.

¢ The user will then need to process the mass upload and correct any errors that occur
when the assets are loaded into Sunflower.
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Process Inventory Asset Interface Records

thon 4.5.0.0 - 12/07/2009 (STUDENTD | Bosppsd4)
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You will use the Process Inventory Asset Interface Records form to import mass uploads
into Sunflower.

1. Click on the Load Group List of Values

2. Select the Load Group you want to process and then select the OK button (this should
be the file name you gave the template when you saved it).

2. Select the Save button on the toolbar to process your load group.
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Process Inventory Asset Interface Records

/2009 {5 TUDENTO 1 Sosparadd)
3 Riw [] Components Agmin Beports Fupclions USlily Window Help

# Ay BEEEEOH IH 7 HeuEevV-CGERAO0ANR
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B EHan
seor

Load Group

ace Processing Resulls SUMMANY .« i ittt %

Result Count

Repor

Once the process runs, you will receive a Process Results Summary message, which will
indicate the number of records successfully processed and whether there are any failures.

Failures can result from:
» Reference data values on the spreadsheet are not valid values in Sunflower

¢ A duplicate serial number already exists for the asset

Select the Report button to see a more detailed description of the error records.
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Edit Inventory Asset Interface Records

B sunflower rterprise - Production 4.5.0.0 - 12/07/ 2009 (STUDENTO| Sespgsdi)
Egit Agree Mgent Gendry Einante Wnackve Eeress Review IT Components Agmin Bepodts Fugchions Uiy Window Help

Aav BEESEH IH 7 HeEEdeyecCORLUOOER

cords - apmnldd o

[ Load Group | TENEEED Recard Group [CDEBBA14  Processed (1317/2008 16.27 00 2
[AS01042 CNRCEEPFPZ is  duplicate serial numiber for mitimadel HEWLETT-PACKARD DEVELOPMENT COMPANY, LP SETE)
A ASFRIFT 130 fdentder CIMIINRRALTE S 7IRANET St 1 RN NENG NFW ORI FANS | A St 2-RO0OM IC S 39 v

EEEERR <ot Cort)  Location imtial Event Final Event_ Valus Giobal Usar FisldsUser Fields  Document Commaiy
Action [New Asset Barcode #
Intarest Entity | Prads Mame | [
Inweritoey Asst i | Asset I
Barcode # [COO00838414
Unique Name |
Agsot Idertifier Typs 55266001542 farccde Type [a, Barcods Typs |
Manager SELEEONI910 Code (55 Bureay o Regien
Cwmer | " SALGEOO0GET Code E0084 Accountability Oféce |
Steward | 55066001317 31 Avea Code [SE0EM215 Cust Area |
Catalog a0 Idennifier” |
Manugacturer | 50001185213 Cade | Mame |
Madel Mumber | Model Name |
Descrption
Assel Type FSG Code | Fed. Supply Group |
Serial Mumber [CNRCEIPFRL Drawing No. [
Flags: 1 2 3 4[1 s [ 7[] e[ 8[ w0
Aequisition Dste (12172008 Respensibility Dste (12142006 Effecine Date
Release Datetime [13/17/2008 162650 Accept Datetins | ) Expected Retum Date

You will use the Edit Inventory Asset Interface Records form to identify and correct errors
encountered during the spreadsheet load process.

To search for errors:
1. Click on the Find button on the toolbar.
2. Enter the name of your Load Group in the Load Group field.

3. Click on the Find button again.

All errors for the load group will be displayed. Use the Next Record/Previous Record
buttons or the arrow up/down keys to scroll through the records.

The error message at the top of the form indicates why the record did not process. Select
the Go To Error button to place the cursor in the field that generated the error.

The record details will be displayed in the bottom block of the form.
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NAV: Process

Inventory Asset
Interface Records
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Process Inventory Asset Interface Records

Inventory Manager
M > Manage> Process Inventory Asset Interface Records
Process Inventory Asset Interface Records

& Sunflower Enterprise - Production 4.5.0.0 - 12/07/2009 (STUDENTO1@osppsd4)

Exit Agree Momt Bentry Finance |nactive Excess Review [T Components Admin Reports Functions Ulility Window Help

(BHED &4 AV EBEEEH ZH 7  HRSeav=cBB0OG &S

EllFracess Inventory Asset Interface Records - asndl 30 (il el el bfei el el bl el el el e e e T T el e L e e oDl el e D e DD e ool el & x|

Load Group

Load Group | |—

1. Click on the List of Values (LOV) for the Load Group field.
Result: The list of Load Groups will display.

2. Select the name of the spreadsheet you submitted to the Sunflower Help Desk
from the List of Values and then select the OK button.

Result: The Load Group will appear in the Load Group field:

Processing Inventory Asset Interface Records
Sunflower Systems © 2009, All Rights Reserved
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@ Sunflower Enterprise - Production 4.5.0.0 - 12,/21/2009 (STUDENTO1@osppscdd4)

Exit Aaree Momt Sentry Einance Inactive Excess Rewiew IT Components Admin Beports Fupctions Utility Wiindow Help

(BHEA < A~ BEEEE 2H 7 HeBe /-6 EB 06 %2

EdPro

Load Group

(LRI C 0504005405251 35

Enter source load group
_Record: 111 | .. | Listofvalu.. | |

3. Select the Save button on the toolbar to process the load group.

Result: The Interface Processing Results Summary message displays:

Eﬂlnte tface Pracessing Results Summary

Result Count
= 2
[FAILURE 2

4. To see adetailed listing of errors, select the Report button.

5. Ifany errors are encountered, follow the steps in the Edit Inventory Asset
Interface Records Navigation Instruction.

6. Click on the Close box (X) of the Interface Processing Results Summary
message.

End of activity.

Processing Inventory Asset Interface Records

Sunflower Systems © 2009, All Rights Reserved
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NAV: Edit Inventory

Asset Interface
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Edit Inventory Asset Interface Records

Purpose

The purpose of this document is to describe how to correct error records occurring during
the mass upload process.

Inventory Clerk, Inventory Manager
M > Mgmt > Edit Inventory Asset Interface Records

Edit Inventory Asset Interface Records

& sunflower Enterprise - Production 4.5.0.0 - 09/09,/2007 (ZSURI@osppsd3)

Exit Agree Cantract Mogmt Sentry Finance Inactive Excess Rewiew |T Components Admin Reports Functions Utility Window Help
(BEHE0 @ av BEEEEEH ZEH ?  HREe Ve BEDO @&

et Interfa 0

Record Group | Processed | I =

Go To Eror =

Asset (Cont.) Location Initial Event  Final Event  Value Components  Global User Fields  User Fields Document  Commodity  Indicators

Action | Barcode #
Interest Entity Prefix Marme
Inventory Asset ld Assat ID

Barcode # |

Unigue Mame

Azzet ldentifier Type T arcede Type ’7 Barcode Type |
Manager ] Code ’7 Bureau or Region |

Owner ,7 Code ,7 Accountability Office |

Steward lial Area Code ,7 Cust Area |

Catalog Identifier* |

Manufacturer Code Narne |
Model Mumber | Model Mame |
Description |
Asset Type FSG Code Fed. Supply Group |
Serial Mumber | Drawing No |
Flage: 1 | 2[ | 3[ | 4[| 5[ s 7[ e[ ]|e[]w]
Acquisition Date Responsibility Date Effective Date
Release Datetime Accept Datetime Eupected Return Date

1. Place your cursor in the Load Group field.
2. Select the Find button from the toolbar.

3. Enter the Load Group you processed during the Process Inventory Asset
Interface Records step.

4. Select the Find button from the toolbar to pull up your Load Group.
Result: The first Load Group error record is displayed.
5. Select the Go To Error button to search through the errors.

Result: The cursor is placed in the field with the error.

Edit Inventory Asset Interface Records
Sunflower Systems © 2009, All Rights Reserved
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6. Update any information as needed.

7. Select the Tabs across the top of the screen to access additional property details
to update.

8. Select the Save button from the toolbar.

Result 1: The message on the status bar will indicate that the record was successfully
saved.

Result 2: The record is removed from the interface table, and the property record will
be updated with the new information.

9. Continue to scroll through the records, repeating steps 5-8, until there are no
more errors.

End of activity.

Edit Inventory Asset Interface Records
Sunflower Systems © 2009, All Rights Reserved

SF 4.5
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Lesson Summary

* You should now be able to:

— Understand the process for performing mass
uploads

— Process Inventory Asset Interface Records

— Correct errors using the Edit Inventory Asset
Interface Records form
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~ Lesson Objectives

 After this lesson you should be able to:
— Set Email Notifications

— Describe help available to users
— Identify forms to complete for help
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Email Notifications

* Open Asset Requests
* Closed Asset Requests
* Ongoing Assets Events

Email notifications will be established for Sunflower Users. Sunflower allows for the
Custodial Area (PC), Property Contact and User to be notified when events happen. For
Open and Closed Asset Requests notifications can be established for current and requested
PC, Property Contact and User. For Ongoing Events notifications can be sent prior to the
event and after the event.

Sunflower will be configured initially, but users may change their settings if they desire
using the HTML Transaction Pages.
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aln NAV: Select Asset Event

Email Notifications
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Select Asset Event Email Notifications

Inventory Clerk

Sunflower Enterprise HTML Transaction Page > Click to Register for an e-mail
notification

Click to Register for an e-mail notification

< sunflower Enterprise - Production 4.5.0.0 {Sheila Sirois) - Microsoft Internet Explorer
J File Edit View Favorites Tools  Help |J Links  [_ SunFlower
| ®Bak - = - @ {2} | @isearch GEIFavories hveda B | @ &

J Address I@ hittpe fflibra24/plsisnflwe _04050000_dbauth_osppsd3/as_owa_html_xactn, menuz

Erﬂ:erp H Se Sunflower Enterprise - Production 4.5.0.0

Choose a function by clicking one of the links below.

Click |t register for asset event notification
Click |t register far open asset request notification

Slick |10 register for closed asset request notification

1. Select click to register for asset event notification button.
Note: This sets email notifications regarding ongoing events.

Result: The Currently registered notifications for asset events appears.

Select Asset Event Email Notifications

Sunflower Systems © 2009, All Rights Reserved
SF 4.5
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a Sunflower Enterprise - Production 4.5.0.0 Notification for Asset Events (Sheila Sirois) - Microsoft Internet Explorer

JEi\e Edit Wiew Favortes Tools Help

Actions
Re-Guery Save | Close I
| Event Type | Prior to the Event | After the Event |
Property | Current Property | Current
Cust Area Contact Tzer Cust Area Contact User Any hsset
Currently registered notifications for asset events
Bottom
| Event Type ‘ Prior to the Event | After the Event |
Property | Current Property | Current
Cust Area Contact Tser Cust rea Contact User Ay Asset

[OMGOING EVENTS
ADDED
CLASSTFICATION

r r r r r r r
ADDED
TO - - r r - - r
AGEEEMENT
ADTTSTMENT
PP
DOWHWARD r r r r r r r
TO
ACQ

e ] I Pt 2 e || s cfiomer N S I | 3

2. Select the checkbox for the type of event for which you wish to receive email

notification.
Field Description
Prior to the Receive email notification where you are listed as the Custodial
Event Area, Property Contact or User prior to the action taken on the

asset.

After the event | Receive email notification where you are listed as the Custodial
Area, Property Contact or User after the action taken on the

asset.
Custodial Area | Receive email notification for assets within your custodial area.
Property Receive email notification for assets that list you as the Property
Contact Contact.

Select Asset Event Email Notifications
Sunflower Systems © 2009, All Rights Reserved
SF 45
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User Receive email notification for assets that list you as the current
user.

Any Asset Never select this column. If selected you will receive email
notification for action being taken on any asset in the DOC
regardless of Bureau or Custodial Area.

3. Select the Save button to save your selection.

Result: Your asset event email notification selections have been saved and a message
appears at the top of the screen.

a Sunflower Enterprise - Production 4.5.0.0 Notification for Asset Events {Sheila Sirois) - Microsoft Internet Explorer

JEiIe Edit Wiew Favorites Tools Help

Actions
Re-Guery Close
| Ewvent Type | Priot to the Event ‘ After the Event
Cust Area Eroperty | Current Cust Area Eroperty | Current Ay Asset
Contact User Contact Tzer

The notification table for asset events has been successfully updated

Bottemn
| Ewvent Type | Priot to the Event ‘ After the Event |
Cust Area Eroperty | Current Cust Area Eroperty | Current Ly Asset
Contact User Contact Tzer

r r r r r r r

r r r r r r r

ADDED
CLASSTFICATION

iastart “ e @ H @Sunflnwer Enterprise - Pr... I @Sunﬂnwar Enterprise - Pr... ”@Sunﬂuwer Enterprise -...

End of activity.

Select Asset Event Email Notifications
Sunflower Systems © 2009, All Rights Reserved
SF 4.5
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Select Open Asset Request Email Notifications

Inventory Clerk

Sunflower Enterprise HTML Transaction Page > Click to Register for an e-mail
notification

Click to Register for an e-mail notification

< sunflower Enterprise - Production 4.5.0.0 {Sheila Sirois) - Microsoft Internet Explorer
J File Edit View Favorites Tools  Help |J Links  [_ SunFlower
| ®Bak - = - @ {2} | @isearch GEIFavories hveda B | @ &

J Address I@ hittpe fflibra24/plsisnflwe _04050000_dbauth_osppsd3/as_owa_html_xactn, menuz

Fnterp r| Se Sunflower Enterprise - Production 4.5.0.0

Choose a function by clicking one of the links below.

Click |t register for asset event notification
Click |t register far open asset request notification

Slick |10 register for closed asset request notification

1. Select the click to register for open asset request notification button.

Note: This sets email notifications when a request has been made to update or
change information relating to an asset.

Result: The Currently registered notifications for open asset requests appears.

Select Open Asset Request Email Notifications

Sunflower Systems © 2009, All Rights Reserved
SF 4.5
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/3 Sunflower Enterprise - Production 4.5.0.0 Notification for Open Asset Requests (Sheila Sirois) - Microsoft Internet Explorer

J File Edt Yiew Favorites Tools Help

Actions
Re-Query | Save | Cloze |
‘ Eecuest Type | Current | Regquested |
Property | Cutrent Property | Cutrent
Cust Area Contact User Cust Area Contact User Ay Asset

Currently registered notifications for open asset requests

Bottom

Recuest Type Current | Requested

Cust Area Property | Current Cust Area Property | Current Any Asset
Contact Teer Contact Teer

CHAMNGE
LOCATION

=
4

r

r r
(= [
r r
]
r r
NN
r r

r r r r

2. Select the checkbox for the type of event for which you wish to receive email
notification.

Field Description

Current Receive email notification where you are listed as the current
Custodial Area, Property Contact or User.

Requested Receive email notification where you are listed as the requested

Custodial Area, Property Contact or User.

Custodial Area | Receive email notification for assets within your custodial area.

Property Receive email notification for assets that list you as the Property
Contact Contact.

Select Open Asset Request Email Notifications
Sunflower Systems © 2009, All Rights Reserved
SF 4.5
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User Receive email notification for assets that list you as the current
user.

Any Asset Never select this column. If selected you will receive email
notification for action being taken on any asset in the DOC
regardless of Bureau or Custodial Area.

3. Select the Save button to save your selection.

Result: Your open asset requests email notification selections have been saved and a
message appears at the top of the screen.

/3 Sunflower Enterprise - Production 4.5.0.0 Notification for Dpen Asset Requests (Sheila Sirois) - Microsoft In

Jﬁ\e Edt ¥ew Favortes Tools Help

Actions
Re-Ouery Close
| Recuest Type ‘ Cutrent | Requested ‘
Property | Current Property | Current
Cust Arza Contact Tser Cust hrea Contact Tser hny Asset
|
The notification table for open asset requests has been successfully updated
Bottom
Recuest Type Cutrent | Requested
Property | Current Property | Current
Cust Arza Contact Tser Cust hrea Contact Tser
CHANGE
IASSET
DETAIL

CHANGE
LOCATION

A A =

:
&
B}

9

NN

 N-N-N N
N-N-ERE
- R ER
BRER
BEER
- N-N-

hstart || (3] @ 53 || @J5unfiower Enterprise - ... | @ Tsunflomer Enterprise - r...

& ]sunflower Enterprise -...

RB & 1soem

End of activity.

Select Open Asset Request Email Notifications
Sunflower Systems © 2009, All Rights Reserved
SF 4.5

13-12
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Select Closed Asset Request Email Naotifications

Inventory Clerk

Sunflower Enterprise HTML Transaction Page > Click to Register for an e-mail
notification

Click to Register for an e-mail notification

< sunflower Enterprise - Production 4.5.0.0 {Sheila Sirois) - Microsoft Internet Explorer
J File Edit View Favorites Tools  Help |J Links  [_ SunFlower
| ®Bak - = - @ {2} | @isearch GEIFavories hveda B | @ &

J Address I@ hittpe fflibra24/plsisnflwe _04050000_dbauth_osppsd3/as_owa_html_xactn, menuz

Fnterp r| Se Sunflower Enterprise - Production 4.5.0.0

Choose a function by clicking one of the links below.

Click |t register for asset event notification
Click |t register far open asset request notification

Slick |10 register for closed asset request notification

1. Select click to register for closed asset request notification button.

Note: This sets email notifications when a request to update or change information
has been accepted, denied or withdrawn.

Result: The Currently registered notifications for closed asset requests appears.

Select Closed Asset Request Email Notifications

Sunflower Systems © 2009, All Rights Reserved
SF 4.5
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3 Sunflower Enterprise - Production 4.5.0.0 Motification for Closed Asset Requests (Sheila Sirois - Microsoft Internet Explorer

J Fil= Edit ¥iew Favorites Tools Help

Actions

Re-Guery | Savel Closel

| Eequest Type | Current | Eequested |
Costazea SR | S Custsea | SR Sy s
Currently registered notifications for closed asset requests
Bottom
| Eequest Type | Current | Fecquested |
e v i T B e
|CHANGE ASSET DETAIL

"WITHDRAWN === | | |

TWITHDRAWN == | [ & | =

_maulu_m_ﬁ 9 | | e nfier Ertercpise - pe | 15 ol uer Entermpise - br ||Eﬁc st

2. Select the checkbox for the type of event for which you wish to receive email
notification.

Field Description

Current Receive email notification where you are listed as the current
Custodial Area, Property Contact or User.

Select Closed Asset Request Email Notifications
Sunflower Systems © 2009, All Rights Reserved

SF 4.5
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Requested

Receive email notification where you are listed as the requested
Custodial Area, Property Contact or User.

Custodial Area

Receive email notification for assets within your custodial area.

Property Receive email notification for assets that list you as the Property

Contact Contact.

User Receive email notification for assets that list you as the current
user.

Any Asset Never select this column. If selected you will receive email

notification for action being taken on any asset in the DOC
regardless of Bureau or Custodial Area.

3. Select the Save button to save your selection.

Result: Your closed asset requests email notification selections have been saved and
a message appears at the top of the screen.

J Ele Edit ‘iew Favorites Tools Help

3 Sunflower Enterprise - Production 4.5.0.0 Motification for Closed Asset Requests (Sheila Sirois - Microsoft Internet Explorer

Actions
Re-Guery Close |
| Eecuest Type Current | Eecuested |
Cust Area Property | Current Cust Area Property | Current Ly Aeset
Contact Tser Contact User

The notification table for closed asset requests has been successfully updated

Bottom
| Eequest Type | Current | Eequested |
Property | Current Property | Cutrent

Cust Area Cotitact TTeer Cust Area Contact Tser Any Assct
|CHANGE ASSET DETATL
peee | w | ow | 0w | ] | | = |
[EXPIRED [ = [ = [ = | | | =
OVERRIDDEN
[WITHDRAWN [ [ 7 [ = | | | =
|CHANGE CTUSTODIAN

[WITHDRAWN == | = [

[WITHDER AT [ [ o | & | | | =

End of activity.

Select Closed Asset Request Email Notifications
Sunflower Systems © 2009, All Rights Reserved

SF 4.5
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( Helpful Resources

[ /

Help! Who can answer my questions???!!!!
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Sunflower Help Desk

* The Sunflower Help Desk is available to assist
with user questions.

* The Help Desk has a maximum 24 hour
response time. Ask your question today, get
assistance by the next day.

* Phone Number: 202-482-4110
* Email: sunflowerhelpdesk@doc.gov

* Website: www.osec.doc.gov/oas/ppmd
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~ Types of Requests for the Help Desk

General How-to questions
Create People Records and User Requests

.

Organization Requests

Location Requests
Other Requests

For general how-to questions, the help desk will be able to assist you. For requests to
update information in the Sunflower System, users are required to complete a form with
more detailed information.

All forms can be found on the PPMD website
http://www.osec.doc.gov/oas/ppmd/ppmd/forms.htm
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~ People Records and User Requests

Establish Person Record

Establish a user

Request User ID

Establish or modify Organization contact

Person Record: Sunflower Help Desk will manually maintain the People table. The
information in this table allows Sunflower users to be created and anyone listed in this
table may be assigned as a user of an asset.

Users: The Sunflower Help Desk will create, modify or delete a user ID for individuals using
the Sunflower System. This will establish the roles of a user and assign them to the correct
organization. The different roles a user may be assigned include: Administrator, Inventory
Clerk, and User.
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~ User ID and Person Record Forms

* Sunflower PPMS Create Person Record & User ID
Request Form

* Sunflower PPMS Modify/Retire Person Record
Details Form

* Sunflower PPMS Organization Contact Request
Form EST FORM

Users will need to complete forms to send to the Sunflower Help Desk when requiring
assistance.

SUNFLOWER PPMS CREATE PERSON RECORD & USER ID REQUEST FORM — This form is
used to add users and assign a user ID to them to allow access to the Sunflower System.

SUNLFOWER PPMS MODIFY/RETIRE PERSON RECORD DETAILS FORM - This form is used
to add or remove employees to the Sunflower system. This allows the PC to assign an
employee as a user of a piece of property.

SUNFLOWER PPMS ORGANIZATION CONTACT REQUEST FORM — This form is used to add,
modify or remove an Organization Contact.
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Organization Requests

* New Custodial Area
* Modify Custodial Area

* Retire Custodial Areas

Organizations within the DOC Sunflower instance have been defined to follow the DOC
hierarchy. Beneath the department are 13 bureaus. Beneath each bureau is at least one
property accountability office. Beneath each property accountability office are multiple
custodial areas. Each of these divisions is given an organization value within Sunflower.
Each custodial area is then assigned a PC. This establishes the area that a user can transact
on property records.

New Custodial Area: Essential information includes the name of the new organization, the
parent organization, and the organization contact.

Modify Custodial Area: Generally used when custodial areas are being merged into one or
split into at least two areas.

Retire Custodial Area: When no longer using a custodial area, the helpdesk will end date it

so the area may no longer be selected. The assets that were previously assigned to this
area will maintain that information in its history records.
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Organization Form

* Sunflower PPMS Maintain Organizations Form

Users will need to complete forms to send to the Sunflower Help Desk when requiring
assistance.

The SUNFLOWER PPMS MAINTAIN ORGANIZATIONS FORM is used to add, modify or retire
an organization from Sunflower. In other words when a new custodial area is created,
merged with another or simply removed. The primary property custodian and any
secondary custodians for the organization are also added, modified or retired using this

form.
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Location Requests

* Add new Sites and Buildings
* Modify Sites and Buildings
* Retire Sites and Buildings

Given the size of the department, it is likely there will be frequent changes to buildings and
possibly sites. In order to maintain records that accurately reflect the state of the assets, it
is important to update the list of values as quickly as possible when a location is changed.
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Buildings and Sites Forms

* Sunflower PPMS Maintain Sites Form
* Sunflower PPMS Maintain Buildings Form

Users will need to complete forms to send to the Sunflower Help Desk when requiring
assistance.

SUNFLOWER PPMS MAINTAIN SITES FORM — This form is used to add, modify or retire
sites from Sunflower.

SUNFLOWER PPMS MAINTAIN BUILDINGS FORM — This form is used to add, modify or
retire buildings from Sunflower.
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Other Requests

* Catalog entries
* Manufacturers
* User Defined Fields

There are a number of other values that may require modification in Sunflower. Such fields
may include User Defined Fields, manufacturers, and catalog entries, among others.
Changes to these lists will most likely be very infrequent. However, these changes can
impact all bureaus, and therefore will need universal acceptance.
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eYour instructor will provide information about any surveys to be completed for the course.

13-27



Lesson Summary

You should now be able to:
* Set Email Notifications

* Describe help available to users

* Identify forms to complete for help
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Catalog

Help

Person

Clear All

Initial Event

Previous Block

Clear Record

Insert Record

Previous Record

& P =

Comment/Picture/

= @2 |2 =

IT Component Summary

E = @ [~

Print

Final Event

Ongoing Event

Attachment and History =
Display List 5 Journal Entry = Remove Record E
Document Location @ Resolution E"}’
Edit = Next Block o Save =
Exit E Next Record Summary & History H

=

=1

Bo & |E0

Find Organization
Function Key Function Key Function Key
Clear Block F7 Enter Query F11 Next Set of Records | Shift+F8§
Clear Field FS Execute Query Ctrl+F11 Previous Block Shift+PageUp
Clear Form F8 Exit F4 Previous Field Shift+Tab
Clear Record F6 Help Ctrl+H Previous Record Up
Commit/Save CtrHS Insert Record Ctrl+Down Print Ctrl+pP
Count Query F12 List of Values Cirl+L Page Down Scroll Down
Delete Record Ctrl+Up List Tab Pages 2 Page Up Scroll Up
Display Error Shitt+Ctrl+E Next Block Shift+PageDown Return Return
Duplicate Field Shift+F5 Next Field Tab Show Keys Cirl+K
Duplicate Record | Shift+Fé6 Next Primary Key | Shift+F7 Update Record Ctrl+U
Edit Cirl+E Next Record Down “Copy”™ / “Paste” Ctrl+C / Ctrl+V







Sunflower Systems - Asset Creation Job Aid

dinlgin rvenlury

Inventory Assets

Enter Barcode Number 0 L SR S . O & Released? [t
arcode # SR NUIRLEE wisting interest assel )
Select Manufacturer

Unigue Name |

Defaull Location™ |

SEleCt MOd el a Catalog Identifier 10036 ~ Commodity Asset Parents [y Children [o CIPIA
. . Manufacturer |DELL INC: Model Number |PRECISION 340
Enter Serial Number (if known) ° Cescipion MICROCOHPUTER, DESKTO, TOWER i
T+ erial Mumber |39M5P11 Drawing Mo
SeIeCt In Itlal Event Initial Event \PURCHASE User Fields™ |
Double click User Fields, complete and save e Necvaie | p BATOD Acquistion Dete. 5772 Respensitity Date 577567005
fisset Condition [ 1 [ Effective Date Expected Retum Date

Double click Asset Value (7) (\E/)
Entel’ Asset Value Amount Exit 5gtee EQon .mt Sentr\j Einahce !nac?ive .Exce:ss Epjview T o.mponent:s A!;Imin Re:gons Eu:nctio.ns :Qt

Double click the User Fields* and complete as : — I L
necessary

©CoNoG~WNE

Asset Value Components

10. SEleCt Save walue Type Asset Value User Fields™ Cap?

P ‘ACOUISITION COST, 52 457.00 |51**2002"’98"’51-1 1-00-0000-00-00-00-00**+00-00-00-00001 24000 000**31-. W
11.Tab through or update Acqumtpq 'Date ﬂ}’ L/%\ o
12.Tab through or update Responsibility Date (9)
13. Enter Effective Date o 18] T
14. Enter B ureau or Reg on Utilization Code |\$ERVICE ~<g" 3 0O Activity Type [AGEMCY OWNED (12\
15. Enter Property ACCOU ntability Office Bureau or Region |OS B Accountability Office |510ASA v
16.Enter Custodial Area

Cust Area [510A0AITE Prap Custodian |
Contact ID Last Mame™ Fist [ wid [
. User Last Name™ [— First l— Mid ’7
17 Enter Pro p CUStOd lan Location” [WASHINGTON, DC; 19 ;GiHCHﬁiﬂoomiﬁ‘H
18. Select Contact ID Last Name, First

Aszet Valua@ $2 457 00

Assel Condition | T [

yraents |

19.Select User Last Name, First miower e e
R e R ““Vv@!aaal

20.Double click Location
21.Select Site

22.Select Building
23.Select or Type Room
24.Select Save location
25.Select Save asset

Review T Campon

For more detailed instructions:

Refer to the NAV: Asset Creation
Sunflower Systems © 2007, All Rights Reserved
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