Property Custodian Loading Current Users in Sunflower Procedures

The instructions below provide step-by-step procedures on how to use the HTML pages
to add or update the Current Users in Sunflower.

Select “HTML Transaction pages”
Select “to update asset information”
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Choose a function by clicking one of the links below.
to update asset information

to tequest an update of asset infarmation

to withdraw & requestio update asset information
to create excess receival request

to create inactive receival request

to record a resolution

to list assets

to register for an e-mail notification

ta perform administrative functions

Click on “to change user and location of assets where I'm the Property Contact”

Choose a function by clicking one of the links below.

to change all fields for a mamally entered list of assets

to change user and location of assets where I'm the Property Contact

to change location of assets where ['m the Propertv Contact

to change Property Contact, user and location of assets where I'm the requested Property Contact

to change Property Contact and location of assets where ['m the requested Property Contact

to change location of assets where ['m the user

to change user and location of assets where I'm the requested user
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Enter the New Current User Sunflower Last Name and click the down arrow.

New Information

New Current User Identifier| 'Name| |
New Location | |
Effective Date|t7112008 | Expected Return Date| |

Select the correct name and then click select. (If the property does not have a current user
because it is not in use by anyone, then the PC will enter his or her name as the New
Current User).
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Search for last names like.
== |
Press the [Tab] key to show all people with a last name like the pattern above
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The following screen allows the PC to select a query of barcodes current listed under the
PC Custodial Area, or to enter the barcode manually.

Click Enter Query
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Choose assets by slicking the Resolve checkbox and then click the [Save] button above
Larry Gates, you are the custodian of the inventary assets shown kelow
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Enter Custodial Area and click Execute Query
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Check the property assigned to the New Current User.
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Choose assets by clicking the Resolve checkhox and then click the [Save] button abowve
Larry Oates, you are the user of the inventory assets shown below

|Resolve _.Barcode# Manufacturer | Model Number - Description
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Click Save to add the Property to the New Current User
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Choose assets by clicking the Resolve checkbox and then click the [Save] button above
Larry ©ates, you are the user of the inventory assets shown below
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