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

Fnrm
P

— Run a report to determine which assets have open
retirement requests

R T - R R .I'.'

— Establish an dpprover pd

...........

— Approve and Retire assets
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Lost
Stolen
Missing
Damaged
Destroyed
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Process: Lost, Stolen, Damaged or Missing Disposal
Action

User — Actions to be taken PMO - Actions to be taken

—g'| Receive email or run Report to review requests

Notify Supervisor, PC, Proper
Authorities

Use CD 50/52 Transactional Menu to establish

PC — Actions to be taken approvers and approve as PMO
¥

Use CD 50/52 Transactional Menu to If no review by PRB and ERB is required, sign off
select Request Retirement of as final approver and retire asset(s)
Asset(s) o

't

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

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.

nfigwer i ﬂl to request a change of asset detal
Sunflowar Enterprise Reports EI to request creation of an asset
Sunfigwer Enterorise HTML Transaction Pages ﬂ' to request an excess receival
ok Assel HanaTemens i-ﬂl to request retirement of asset ]
Search Alachments and Comments

c""‘lto maintain comments

Click | to maintain pacturesfattachments

cick | o accept/deny a change of asset detail request
Ciick Ilo accept/deny excess receival request

Chey Ilo 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
”

Final Event Request

Actions
=) i oy | eyt etn | b ot |

ﬁmnll_\' List Assets \ N
Bomom

Four Maket Valie

=l b | | serms
Manually List Assets

[
[
I
[

Mol Dyucrpton Matnt (1T
Vabse —

crin |EANDEELD T ki
tosa  {RADEET 4 ane1

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
Eequest Date 120272009 Event Type |ABANDONED =
Detaied Circunstance and Justication 3
[Documcnt Number 2455168-42 ]
Attachments
Final Event Request
Request Date 1200272005 Event Type |ABANDONED =1
Detalded Circumstance and Justficanon [ ﬂ
Document MNumber 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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Attachments (continued)

Maintain Pictures/Attachments
[ooc =] Identifier [121508-3 ﬂ
File [ Browse.. |
Type [oTrer (aTTACHVENT) =]
=l
Description
=
View Pictures/Attachments
[60¢ =] Identifier [1z1s08:3 st
ﬂ_ mi Delete? Catalog? Type iNamc Description MIME Type iS!zc (By‘res)|
[vew] = | [GTrer =] [CD-52test1.doc |[TEST GocumenT 1 application/msword| 24064
IM : [ .I-_OT}-ERv L) 0 2te . .. ..'I.'E’S'I'DDCLln&JT?S 4.;.“.'. e d| 2‘4064‘

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

W hittps: sfwrdoctest.ocs.doc.goy - Request Retirement of Asset - Microsolt Internet Explorer
Fila Edt View Favortes Took Help

Final Event Request

Date [fnsmom MMDDIYYYY) Event Type [aBasooneD |
Detaded Circumnstance | ﬂ
and Justification -

Diocument Humber II‘I! 5092 Pring CD-52

Actions

Sav | Entorousey | MausbylistAssets | NewEvent |

N T
MAanually LISL ASSels
Bottom

Eter the asset identfiers and then click the [Save] button abave

Typ

B P N [Latce [Laprop " s
B e | =3 ; 2335T |conprren | | |

st [ [ [ [ | Sezial [ Fair Masket |Request
Reslt : | Barcode # ;M'imd'zl:mr .Modd EDcﬂ'n‘pHm N 'v::.e N.:;ﬁ

Ofthe 1 asset(s) displayed, 1 were successfully processed
Tog

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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CD-52 Printed
[T | @mwfios - o o I -
v = T
o Prrrrepr— o
Wi A
%002
REPORT FOR REVIEW OF PROPERTY TR T v
INSTRUCTIONS: o
St 2 separate report for ach categery: Loat, sicen, cesimoyes,
a3magea. Lscried oo umarricessis property o
usar s | =
Sy DESCRITON NDETAL acoummon: | TOga o8 FRESENT
: oo vaLLE
1| comaresm LarmoecoumeR 20000 250000
Tota 0004
EXPLAN THE CROUMBTANCES

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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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 helow.

Sunflower Enterarise Forms

Sunflower Enterprise Reparts

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.

J Sunflower Enterprise - Production 4.5.0.0 {Zubair Suri} - Microsoft Internet Explorer

|| He Edt ¥ew Favortes Tools Help “Lir\ks (1 5unlower
Geed - = - @[3 )| Qeeach FFavoies Pveda (F | R S

Address [£] http: fsflwrdoctest.ors. doc.goviplsfsnfinr_04050000_dbauth_osppsd2/ext_owa_cdS052_main.main?p_session=D352342586607 100332 TASOFODDESFDD1D3E41E30D03AASB3C 9746 DEFES 1 7|

% 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 picturesfattachments

Click | to accept/deny a change of asset detal request

Click | to accept/deny excess receival reguest

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 Reguest

Request Date 1272212008 Event Type [28ANDONED
Detailed Circumstance and Justification ﬂ Attachment
Document Mumber 2455188-242 Print C0-52
Actions

Save Erter Guery | Manually List Assets Mew Event

Manually List Assets
Eottom

Enter the asset identifiers and then click the [Save] butten above

Interest Type [Barcode # Fair Market Value
[mvenTory AssET |

[mvenTory asseT =]

[mevenTory asser =]

[mevenToRy assET =]

[mvenTory asser |

[mvenTory asser x|

[mevEnToRY AssET =]

[mevenTory asser =]

3. Select the Final Event from the Event Type field.

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.

Maintain Pictures/Attachments

|poc x| Tdentifier [4542524 Add
File I Browse... |
Type m
=l
Description
E

View Pictures/Attachments

[poc =] Tdentifier [4542524 i
Mo Attachments for 4542524

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
message.

Final Event Request

Date 12222008 | (ODDIYYYT) Event Type [LOST OR STOLEN =l
Detaﬂed. CirCWnstance |This tem was stolen from a home ﬂ Attachment |
and Tustification =
Document Mumber  [4542524 Print CD-52
[C T nfodtecitr ot T LS S| |
Actions
Enter Guery | Manually List Aszets Mewy Evert

Manually List Assets

Eottom
Enter the asset identfiers and then chck the [Save] button abowve
Eesult Interess Barcode # Manufacturer Model Description Senal Number Fair Market | Request
Type Walue Mumber
Ol ITVENTORY HEROH PRINTEE,
Ok AASET CD000005000 CORPORATION 110V LASEE. WIIT720029 68521

Cfthe 1 asset(s) displaved, 1 were successhully processed
Ton

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 11-84) 12/15/2009
DAO-217-9 NUMBER

121509-2

REPORT FOR REVIEW OF PROPERTY

PRIMARY ORGANIZATION UNIT

INSTRUCTIONS

OFFICE OR STATION REPORTING

Submit a separate report for each category: Lost, stolen, destrroyed,
damaged, sacrificed or unserviceable property

LOCATION

UNIT ESTIMATED
QUANTITY TOTAL COST
(Each) DESCRIPTION IN DETAIL ACQUISITION OF UNIT PRESENT
COST VALUE
1 CD52TEST1 LAFTOP COMPUTER 2500.00 2500.00
TOTAL 2500.00

EXPLA N THE CIRCUMSTANCES CAUSING REPORTED STATUS OF PROPERTY

End of activity.

Request Retirement of Asset
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LAB: Request
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Assets with Final Event Request Report

Hodel

3/50 ME-4 &

Request Date :
1AM D Te88 Requeste:
Requester Phom

1 DELETE - CORRECTION

Comment : The irem is an old sun monitor under 5K, and does not m

Approver's Hame Action Comment
47872 INV CDO0O0280121 o CETECTOR, GAS TRACE ANALYTICAL, 302 BSDI-051882-008 40
me.
Requen
S0 R 12750
g
Reg
Tezmir
Final Evel TRANSFER = TO ANOTHER RGENCY BY AGENCY
Comment @ Tramsfered to DOE/INEL Property Reutilization & Disposal Office $/€/07
Apprever's Hame Astien Commant

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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Assets with Final Event Requests Report

Inventory Clerk, Inventory Manager

M > Reports > User Defined Reports
User Defined Reports

< DoC Specific Reports (Zubair Suri) - Microsoft Internet Explorer

J File Edit Wiew Favorites Tools  Help “Links |1 5unflower

J Back ~ = - @) o] | @hsearch [ Favorites $PMedia £ | B- S

Jngdress I@ htkpe i sFhardoctest.ocs . doc.govipls/snflwr_04050000_report_osppsd2fext_owa_properky . main

Enterp ﬂ Se Sunflower Enterprise - Production 4.5.0.0

CoC Specific Reports

Do Spectfic Financial Beports

WOA L Specific Transaction Beports

WNOAL Specic CDS0EE Beports

Legacy Dol Specific Beports

Eeports Wlain 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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I NOAA Specific CD50/52 Reports (Zubair Suri) - Microsoft Internet Explorer

JElIe Edit Wiew Favorites Tools Help

|J Links [__] Sunflower

J ABack - = - ° ﬁ| @Saarch [#]Favorites @Media @ ‘ @v =

| Address [&] hitp: fsflur coctest.ocs doc. gov/pls/srilwr_04050000_report_osppsdzjext_owa_property .cd5052_rep?p_session=FE137F3561 3FF 759096 16697 35B2FBAFSFBADEBERAZ3000B33E 956

EXT3000 MOAA Specific CDS0/52 Reports

Emterp rise Sunflower Enterprise - Production 4.5.0.0

Aszets with ExcessiTnactive Requests

Aszets with Final Event Requests

Aszets with Change Detal Eecuests

Eeactivated Assets Details

Drevicusly 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 4.5

11-20




2} Assets with Final Event Requests (Repository Dwner) - Microsoft Internet Explorer =]}
J File Edit Wew Favortes Tools Help |J Links |7 Dictionary |[)DOC | ) Email [ 7) News | ) Oracle |7 Search | ) Sunflower > :,'

.- N . = i § = ' - .
J e Eack. [ ) \ﬂ @ ;h | /._) Search W Favorites @ [,_r__\ = .&
J.diress I@ https:,l',l'sFIwrdocprod.ocs.doc.gov,l'pIs,l'snflwr_D4DSDDDU_report_osppsp2,l'ext_owajroperty.F0rm_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 | | [ =T =
Identifier Last Name First Mid Prefix Suffix
Requester | | | | — -
Identifier Last Name First Mid Prefix Suffix
Assigned Approver | | | | | Ll | ;'

Approver's Action | ALL - I
Request

Include Only Fequests Recorded Between | MWL DDITTYT) and | MWL DDTYYT)
Fequest Status IALL 'l

How Would You Like the Assets to be Grouped?

I MORE - I

How Would You Like the Assets to he Sorted?

1 2 3
| ASSET IDENTFIER | |ASSET IDENTIFER v | [4SSETIDENTFER =]

Submit | Resetl

aE

|@ Dane l_ l_ l_ l_ E | 0 Internest

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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5. Select how to group the data in the How Would You Like the Assets to be
Grouped? section.

6. Select the sort order in the How Would You Like the Assets to be Sorted?
section.

7. Select the Submit button to run the report.
Result: The review query criteria screen displays.
8. Select the Acrobat radio button.

9. Select the eXecute button.

Result: The Assets with Final Event Requests report displays.

Reguesat # Identifier Flags Official Name Manufacturer Model Serial Number Asset Val
47954 INV CDO0Q00108093 El [¢] DISPLAY UNIT, CRT RMES SCIENCE, 3/50 ME-4 W/E88 S05BMeEZ0 E 4,935.0
Inc.
Custodian : 54011M0O11 Request Date : 09%/11/2007
Property Contact : OTTO WILLIAM D 7858 Reguester : OTTO WILLIRM D 7658
User : Reguester Phone : 3034976232
Fair Market Value : Reguest Status : OPEN
Financial Ident.: Terminated By :

Final Event Type : 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 [+] DETECTOR, GAS TRACE ANRLYTICAL, RGDZ RGD1-0515%2-009 E 10,400.0|
Inc.
Custodian : 540035M003 Request Date : 08/12/2007
Property Contact : HARRIS DONNA R 12730 Reguester : HARRIS DONNAR R 12730
User : Reguester Phone : 208526232%
Fair Market Value :  5$3,000.00 Request Status : OPEN
Financial Ident.: Terminated By :
Final Event Iype : TRANSFER - TC ANOTHER AGENCY BY AGENCY
Comment : Transfered to DOE/INEL Property Reutilization & Disposal Office 8/&6/07
Zpprover's Name Lction Comment

End of activity.

Review the Assets with Final Event Requests Report
Sunflower Systems © 2009, All Rights Reserved

SF 4.5
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LAB: Assets with Final
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Querying by Document Number / Request Number

1 1 T
Accept/Reject CD-52 requests
Enter CD-52 document/Request number
_Suwnt |
NAaciimant Niiimhar aniiact Niimhar
LULUITICTIL INUTTICH NMCTYUTOL INUITIvCH
Accept/Reject CD-52 requests Accept/Reject CD-52 requests
Erter CD-52 documesa/Bequest rember Enter CD-52 documentRequest camber
o Submt. | Samk
CD-52 dotument tuber: 122309-01 |CD-52 documene number: 122309-01 s
e —— Y Py 2re e Requests Barcode Mamfacturer [Model Status
CDS21Z2309-01 .F)EL‘ ™Ne 100L LATITUDE .Caoﬂl! CD32122309-01 DELL INC 100L LATITUDE |Closed
TR T T AT CD52122309.01 [DELLINC. | 100L LATITUDE |Closed
Print C052 form Lol ]

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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/ Establish Approvers

Fequest Mumber 5148 Date 061372007

Barcode ¥ CDO0D0630360 Event Type SCRAPPED - NOT SOLD

FMO SURI ZUBATR ZSURI Fair Market Value 0

Detaded Circumstance and Justification | OBSOLETE, NON-REPAIRABLE OR USABLE LAPTOP COMPUTERS AND PALM COMPUTERS

Senal Number $5G91300308 User Fields Hotes

Approvers Information

Aszign Approvers |
Mo of Approvers ﬁ
final event recquest has bean creabed - \

- |
Email Message
H
P,

!
Accept Deny Wotfy Remove Last Hame First Hame Middle Hame [ID Comment
‘ il § ol W r |fe=er E e E F Fe
Request Status: OPEN
\ : )

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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NAV: Establish

Approvers
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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 Forms

Sunflower Enterprise Beports

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 Edt View Favortes Tools Help Hunks (1 5unflower

reck - = - @) [0 (| @search GFavories veda | R S

Address I@ http:/isflwrdoctest, ocs. doc. goviplsisnfiwr_04050000_dbauth_osppsd2/ext_owa_cdS052_main.main?p_session=D3523A2586607 10C3327A90FIDDEIF001D3E41E30D03AASE3CII746DEFES 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 receival
to request retivement of asset

Clisk | to maintain comments

Click | to meaintain pictures/attachments

Click | tor accept/dany a change of asset detail recuest

Click | to acceptfdeny excess recetval request

Click | to accept/deny 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

| Subrmit |

. 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 documentEequest number

122309-01 Skt |

iCD-52 document number: 122305-01

‘Request# |Bm'-:mle ‘I&-Immfﬂ-:tm'er |I'-Imle-l |Stz|tus
50132 |CD52122309-01 DELLINC.  |100L LATITUDE |Closed
50133 |CD52122309-01 DELLINC.  |100L LATITUDE |Closed

Print CD-52 form |

Establish Approvers
Sunflower Systems © 2009, All Rights Reserved

SF 4.5
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If Request Number entered you will see this:

Accept/Reject CD-52 requests

Enter CD0-52 document/Eequest number

0132 Subamit |

CTD-52 decument munber: 122202-01

‘Request# |Bm‘tmle. ‘I&-Immfnttm‘er |I~.-Imlel |St:|tus
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:/ /sfiwrdoctest.ocs.doc.goy - Accept Retirement of Asset - Microsoft Internet Explorer

Request Information

Request Number [Forzz |Date 1212312009
[Barcods # [cDs2122309-01 [Event Type |4BANDONED
[pnio

[TESSUP TEMNIFER L CPPILT [Fair Market Value |
‘Detaﬂed Creumstance and Justfication: |

‘ Senial Mumber |

|Us er Fields: ‘

Approvers Information
Assign Apgro

Mo of Approvers:

(CDS0 final event request has been created ;I

=

Email Message:

Aocept m Motify |Remove ‘Last Marme ‘Pj.rst Narme

|Middle MName ‘ID |Comment

I

O m| r ‘ | [essue E [ErmiFeR E

I
JepeaLy ||

Request Status: OVERRIDDEN
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 Eile Edit View Favaorites Tools Help

Request Information

Request Mumber [Er— |Dete 06(1312007

[Barcode # [cDoo00s20360 [Event Type |SCRAPPED - NOT SOLD

[PMO [sURT ZUBATR ZSURT [Fair Markcet Value o

[Detail=d Circumstance and Justification: [ CBSOLETE, NON-KEPATRABLE OR USAELE LAPTOP COMPUTERS AND PALM COMPUTERS
|Zerial Number [s2G51300308 [Tser Fields: [Motes:

Approvers Information
Azsion Approvers
Mo, of Approvers: |2

iC050 final event request has been crested ;I

Email IMessage

Eesult Accept ’De_ny M otify |Remove ‘Last Mame ‘First Mame ‘dedle Matme |]I) ‘Comment

r F’T‘ | HensLEY Izl [sHELA, Iz”| ‘| i|

- = B——@—[—

Regquest 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 | I Diate 081132007

Barcode # CDO000650350 Event Type SCRAPPED - NOT SOLD

PO SURI ZUBAIR. ZSURI [Far Macket Vale [0

Detaded Crcumstance and Justication: |(OBSOLETE, NON-REPAIRABLE OR USABLE LAPTOP COMPUTERS AND PALM COMPUTERS
Senal Mumber SSG91300308 User Fields Notes

Approvers Information

AT ApprTeTE II

Mo, of Approvers I
final event roquest has been crosted =]
Emad Meszage
|
: )
Fenalt Accept Deny Notify Remove Last Hame First Hame Middle Hame 1D Comment
Pl R [£] Fex il —

a1
Request Status: OPEN
- |
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 Forms

Sunflower Enterprise Beports

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 Edt View Favortes Tools Help Hunks (1 5unflower

reck - = - @) [0 (| @search GFavories veda | R S

Address I@ http:/isflwrdoctest, ocs. doc. goviplsisnfiwr_04050000_dbauth_osppsd2/ext_owa_cdS052_main.main?p_session=D3523A2586607 10C3327A90FIDDEIF001D3E41E30D03AASE3CII746DEFES 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 receival
to request retivement of asset

Clisk | to maintain comments

Click | to meaintain pictures/attachments

Click | tor accept/dany a change of asset detail recuest

Click | to acceptfdeny excess recetval request

Click | to accept/deny 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
| Subrmit |

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 mumber

f12z309-01 Submit |

iZD-52 decument munber; 122305-01
‘Reque-st#
50132 |CD52122309-01 DELLINC.  |100L LATITUDE |Closed
50133 |CD52122309-01 DELLINC.  |100L LATITUDE |Closed

Barcode ‘I&-Immf achurer |I'-Imle-l | Status

Print CD-52 form |

Approve Request and Retire Inventory Asset
Sunflower Systems © 2009, All Rights Reserved

SF 4.5
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If Request Number entered you will see this:

Accept/Reject CD-52 requests

Enter CD-52 document/Bequest mumber

fs0132 Skt |

CD-52 document munber; 122309-01

‘Request# |Bm‘cmle. ‘I&-Immfﬂctm'er |I'L'Il3l[l|':"-l |Status
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.

/A https://sflwrdoctest.ocs.doc.gov - Accept Retirement of Asset - Microsoft Internet Explorer

Request Information

Request Number [Forsz |Date 1202312009
[Barcode # [cD52120309-01 [Event Type |ABANDONED
P10

[TESSUP JEMMIFER I CPRILT [Fair Markst Value|
‘Detaﬂed Cireumstance and Tustification: |

‘ Zenal Mumber |

|Us er Fields: ‘

Approvers Information
Aszsign Apar

Mo, of Approvers:

COE0 final event request has been crested ;I
=
Lccept (Deny (Wotify |Remove ‘Last IRET ‘Pn’st Mame

Ernail Message:

|Mddle Narme ‘ID |Comment

|| I ‘ ™ || Jessup |Z| |oErNIFER IE'

N

T
| ||

Request Status: OVERRIDDEN
Save I

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.

3 Accept Retirement of Asset - Microsoft Internet Explorer

J File Edit “ew Favorites Tools  Help

Request Information

|Recuest Number [Er— |Date |06/13/2007

[Barcode # [cDoo00s30360 [Fvent Type [sCRAPPED - MOT ST

[Fra0 [SURT ZUBAIR Z5URT [Fair Market Value [

[Detailed Circumstance and Justification | OBSOLETE, NON-REPATRABLE OR USABLE LAPTOP COMPUTERS AND PALM COMPUTERS
[serial Humber [s5G91300308 [User Fields: [t7otes:

Approvers Information

Assign Approvers |
Mo, of Approvers: |
(CDsS0 final event request has been created ;I
Email Iessage
-]
Eesult |Accept Deny |Not1fy |Remove |Last MName |F1rst Mame |Mddle Mame |ID |Com.ment

IVI"I"I'

JHensLEY |Z|

I
[eHELA |Z| ‘ | ‘ | ||

Request Status: OFPELT

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

11-37



11-38



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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