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If�an�asset�is�either�a�laptop,�PDA�or�if�negligence�is�suspected,�the�information�is�
f d d t th P t R i B d (PRB) d th E ti R i B d (ERB) fforwarded�to�the�Property�Review�Board�(PRB)�and�the�Executive�Review�Board�(ERB)�for�
review�and�investigation.
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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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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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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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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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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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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 
Sunflower Systems © 2009, All Rights Reserved 
SF 4.5

Request Retirement of Asset 
Inventory Clerk / Inventory Manager 

Sunflower Main Menu > CD 50 / 52 Transaction Menu

CD 50 / 52 Transaction Menu 

1. Select the CD 50 / 52 Transaction Menu.

Result: The CD 50 / 52 Transaction Menu screen displays. 

2. Select Click to request retirement of asset.
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Request Retirement of Asset 
Sunflower Systems © 2009, All Rights Reserved 
SF 4.5

Result: The Final Event Request screen displays. 

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. 

7. Click Browse to browse for attachments. 
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Request Retirement of Asset 
Sunflower Systems © 2009, All Rights Reserved 
SF 4.5

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. 

15. Click the Print CD-52 button to print the paper document. 

Result: The paper CD-52 appears, ready to be printed. 
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Request Retirement of Asset 
Sunflower Systems © 2009, All Rights Reserved 
SF 4.5

End of activity. 
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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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Review the Assets with Final Event Requests Report 
Sunflower Systems © 2009, All Rights Reserved 
SF 4.5

Assets with Final Event Requests Report 
Inventory Clerk, Inventory Manager 

M > Reports > User Defined Reports 

User Defined Reports 

1. Select the NOAA Specific CD 50/52 Reports link. 

Result: The CD 50/52 Reports screen displays. 
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Review the Assets with Final Event Requests Report 
Sunflower Systems © 2009, All Rights Reserved 
SF 4.5

2. Select the Assets with Final Event Requests report link. 

Note: The Assets with Final Event Requests report criteria selection screen displays. 
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Review the Assets with Final Event Requests Report 
Sunflower Systems © 2009, All Rights Reserved 
SF 4.5

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.
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Review the Assets with Final Event Requests Report 
Sunflower Systems © 2009, All Rights Reserved 
SF 4.5

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.

End of activity. 
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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 singledifference�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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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 signaturerequests�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 
Sunflower Systems © 2009, All Rights Reserved 
SF 4.5

Establish Approvers 
Inventory Clerk / Inventory Manager 

Sunflower Main Menu > CD 50 / 52 Transaction Menu

CD 50 / 52 Transaction Menu 

1. Select the CD 50/52 Transaction Menu.

Result: The CD 50/52 Transaction Menu screen displays. 

2. Select Click to accept/deny retirement of assets (CD-52).
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Establish Approvers 
Sunflower Systems © 2009, All Rights Reserved 
SF 4.5

Result: The Accept/Reject CD-52 requests screen displays. 

3. 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: 
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Establish Approvers 
Sunflower Systems © 2009, All Rights Reserved 
SF 4.5

If Request Number entered you will see this: 

4. Click on the specific Request#.

Result: The fields related to the Request Number will display. 

11 - 29



Establish Approvers 
Sunflower Systems © 2009, All Rights Reserved 
SF 4.5

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. 

9. Repeat steps 6-8 until all the approvers have been added. 

End of activity. 
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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 
Sunflower Systems © 2009, All Rights Reserved 
SF 4.5

Approve Request and Retire Inventory Asset 
Inventory Clerk / Inventory Manager 

Sunflower Main Menu > CD 50 / 52 Transaction Menu

CD 50 / 52 Transaction Menu 

1. Select the CD 50/52 Transaction Menu.

Result: The CD 50/52 Transaction Menu screen displays. 

2. Select Click to accept/deny retirement of assets (CD-52).
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Approve Request and Retire Inventory Asset 
Sunflower Systems © 2009, All Rights Reserved 
SF 4.5

Result: The Request Information screen displays. 

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: 
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Approve Request and Retire Inventory Asset 
Sunflower Systems © 2009, All Rights Reserved 
SF 4.5

If Request Number entered you will see this: 

4. Click on the specific Request#.

Result: The fields related to the Request Number will display. 
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Approve Request and Retire Inventory Asset 
Sunflower Systems © 2009, All Rights Reserved 
SF 4.5

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. 

7. Repeat step 4 until all the Requests have been retired. 

End of activity. 
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