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This instruction provides step-by-step procedures to generate the annual inventory 
listings, how to conduct the annual inventory, barcode scanner installation, how to use 
barcode scanners, and how to record the inventory a resolutions. This instruction also 
steps to generate the Resolution Summary Report. 
 

To generate the Review Campaign Base Asset Report    
 
Property Custodian will login to Sunflower  
Select “Sunflower Enterprise Reports” 
 

 
 
In the Sunflower Assets Reports Menu, select “Review Reports” 
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Select “Review Campaign Base Assets”  
 
 
 

 
Property Custodian will select the applicable “Review Campaign”  
The Review Campaign name is provided in the annual inventory announcement 
letter published by the NOAA PMO. 
Select Interest Type “INVENTORY ASSET” 
Enter the Custodial Area Number  
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Select Resolution Types “Open”  
Click “Submit”  
 

 
 
 
Select “Acrobat format”  
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Click “Execute”   
Print the report. 
 

How to conduct the annual inventory  

 
Conducting an Inventory  
 
Prior to the inventory, the Property Custodian should become familiar with the scope of 
the inventory; the definition of items which are accountable. Define the physical 
boundaries of the inventory; identify any organizational boundaries on a floor plan.  
Property Custodian should use the Review Campaign Base Asset Report as a list of 
accountable items (Sorted by barcode number.)  If you use room numbers, a second 
report sorted by location is very useful in identifying items of interest.      
 

Property Custodian will conduct a physical sweep of the organization’s area and barcode 
scan each sighted barcode or annotate the list with all barcodes sighted that were not on 
the list.  All off-site equipment that can be moved (e.g. computers, PDAs, etc.) will be 
brought on-site for existence verification, and, if necessary, installation of security 
updates, etc.    Property Custodian will use DOC Hand Receipts and the Sunflower 
Current User Field to monitor accountable personal property maintained both on and off 
site.  Property Custodian will reconcile the DOC Hand Receipts Report for accuracy.  See 
attached Hand Receipt guidance. 
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The Property Custodian will maintain a copy of DOC Hand Receipt signed by the 
Current User for each asset. The below link provides guidance for assigning Current 
Users; 
http://www.pps.noaa.gov/Property%20Custodian%20Loading%20Current%20User%20P
rocedures.pdf 
 
Property Custodian will use the following steps in reconciliation process:  
 
Asset with Barcode tag, not on the Review Campaign Base Asset Report 
 

- Check Sunflower Records to identify whether a record exists and belong to 
another Custodial Area.   

-  If the asset belongs to another Custodial Area, determine whether the asset 
should be transferred to his/her Custodial Area  

- Annotate the barcodes and action on the Review Campaign Base Assets Report 
- If the barcode is not in Sunflower Property Custodian should use the CD50/52 

screens to Create New Asset,”  
- Attach the acquisition documentation or submit Found Personal Property 

Certification for assets are not in Sunflower 
-  Annotate the barcode on the Review Campaign Base Assets Report 
- Screen the asset against the UPR 
 

Without Barcode Tag, "Found" Assets  
 

- Untagged "found" assets the Property Custodian should use the CD50/52 
screens to Create New Asset,”  

 
- Attach the original acquisition documentation or submit Found Personal 

Property Certification to New Asset 
- Annotate the barcode on the Review Campaign Base Assets Report 
- Screen the asset against the UPR 

 
Note: These assets will is not appear on the Sunflower generated Review Campaign Base 
Assets Report. 
 
Sighted Asset 
 

- Barcode scan asset or assets checked as sighted on the Review Campaign 
Base Assets Report 

- Barcode scan asset or annotate location and /or Current Users changes on the 
Review Campaign Base Assets Report 

- Upload barcode scan data to Sunflower or record online resolutions in 
Sunflower.   

 
Unsighted Asset 
 

- Circulated a list of unsighted assets within the organization  
- Screen all transfers records, excess, and loan documentation  

http://www.pps.noaa.gov/Property%20Custodian%20Loading%20Current%20User%20Procedures.pdf
http://www.pps.noaa.gov/Property%20Custodian%20Loading%20Current%20User%20Procedures.pdf
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- Screen all hand receipt. 
- Screen all Computer Help desk Logs. 
- Contact the last known user. 
- Review the last time assets were inventoried or sighted. 
- Review pending CD 52 Final Events listings  
- Submit Online CD-52 Final Event Request Missing Lost or Stolen 
- Attach the Online CD-52 supporting documentation (Police reports, and 

statements from those associated with the asset) 
- Annotate the Final Event Request number on the Review Campaign Base Assets 

Report 
 

Barcode Scanner Installation 
 
The Intermec Scanner, model 700C, is the standard barcode scanner that is used at the 
Department of Commerce. You will need a scanner, a docking station, a power supply, 
and a USB adapter cable to complete this installation. 
 
 You will need a login with ‘administrator’ rights to complete the 
Sync Link installation. If you do not have ‘administrator’ rights, please contact your local 
IT department so that they can complete the installation. 
 
You will need the ‘Sunflower Mobile Solution’ zip file to complete this installation.  

Go to the below link to download the following sets of instructions that are designed to 
walk IT personnel through the software installation. 

http://www.pps.noaa.gov/forms_guides/aids_tools/021111_installation-and-
configuration-synclink-and-mobile-trak.pdf 

Click on the below link to download the actual ActiveSync, Sync Link and MobileTrak 
software. 

http://www.osec.doc.gov/oas/ppmd/Sunflower Mobile Solution.zip 

Please contact Edwin Lewis (Edwin.Lewis@noaa.gov) at Headquarters for information on the 
purchase or loan of a barcode scanner that is compatible with the Sunflower System. 

 
If you need additional assistance, please contact your Department of Commerce 
Sunflower Helpdesk at (202) 482-8246 or E-mail SunflowerHelpDesk@doc.gov  for 
these instructions.  

Scanner Operations 
 
Place scanner in the cradle and MS ActiveSync will automatically start up and attempt to 
establish a connection between the scanner and the desktop.   

http://www.pps.noaa.gov/forms_guides/aids_tools/021111_installation-and-configuration-synclink-and-mobile-trak.pdf
http://www.pps.noaa.gov/forms_guides/aids_tools/021111_installation-and-configuration-synclink-and-mobile-trak.pdf
http://www.osec.doc.gov/oas/ppmd/Sunflower%20Mobile%20Solution.zip
mailto:Edwin.Lewis@noaa.gov
mailto:SunflowerHelpDesk@doc.gov
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Select Guest partnership.  

 
 
 
MS ActiveSync will confirm when the connection has been established. 
  

 
 
 
 
Click on:   Sync Link 4.6.1.0 ICON 
Click:  Start 
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Log into Sunflower 
 

 
 
Check:  Data fields to be downloaded 
Select Mobile Trak 
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Select: click Filter 
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Select Review Campaigns 
 

 
 
Select the current year Review Campaign for your Line Office 
Click: Apply 
Click: Ok 
Click: Send to Scanner 
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Sync link will display confirmation messages on the status of each process. 
 
 

 
 
 
 
The download is complete, remove the scanner from the cradle, and prepare scanning. 

Click: Start Menu 
Click: Programs 
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Select: MobileTrak 
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Select: Setup 
 

 
 
Before you can begin scanning, you must identify yourself to MobileTrak. 
Enter your numeric Sunflower identifier (4-7 digits) in the Operator Identifier field 
Click on the flashlight and select your name.  (If your name does not appear, you will 
need to contact the Sunflower helpdesk.) 
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Enter the Building and Room as default location parameters. 
 

 
 
Does not Select Scan % go? 
 
Click: OK 
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Select:  Asset Read  
 

 
 
Use Dropdown menu to enter Site, Building and Room Number 
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Click:  Next 
Place the cursor in the scan box (yellow arrow) 
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Scan Barcode 
 

 
 
Click: Update to record data 
 

 
 
 
Click: Next 
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Click: ok  
Click: Back 
Click: ok 
 
 

 
 
 
At any time during the scanning process you can select Review Scans from MobileTrak’s 
main menu and review/delete individual barcode scan records 
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Select:  Exit 
 

 
 
Click: Yes 
 
Upload Scanner data to Sunflower 
Place the scanner in the cradle. 
 
Click:  Get from Scanner 
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CLICK YES!! 
 

 
 
 
Click: Run Mobile Trak Report !! 
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Once all assets are scanned and the scanner data has been uploaded into Sunflower, the 
Property Custodian will run the “Review Campaign Base Assets Report”.  The report will 
contain only property that was not scanned.  
Property Custodians should; 
- Continue to search, locate, and scan the property or 
- Process Online Resolutions for property accounted for but unavailable to be scanned.   
- Record Declared Unaccounted Resolutions or Confirmed Unaccounted Resolutions for 
assets with CD-52 Final Event Report for lost or stolen assets (See Manual Inventory 
Process) 

Manual Inventory Process 
 
Recording resolutions for the assets in Sunflower ensure that all the Organization’s assets 
are accounted for during a review campaign and provide an electronic history of asset 
accountability.  NOAA will use the following resolutions when barcode scanning can't be 
accomplished: 

Online Declarative Resolutions 
Online Physical Resolutions 
Declared Unaccounted Resolutions 
Confirmed Unaccounted Resolutions 

 
Sunflower HTML pages are used to record the “Online Declarative Resolutions” and 
“Online Physical Resolutions.” 
 
Sunflower Forms are used to record the “Declared Unaccounted Resolutions” and 
“Confirmed Unaccounted Resolutions.”  
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Online Declarative Resolutions: 
NOAA Property Custodians will use this resolution for an asset sighted and does not 
require any changes to the asset record. 
 
NOAA Property Custodians can use this resolution for excess assets when the Property 
Custodian has signed and dated documentation reflecting the disposal of the asset. 

 
Online Physical Resolutions: 
NOAA Property Custodians can use this resolution when the barcode scanner cannot be 
used and there is a change in the property location. 
 
NOAA Property Custodians can use this resolution for those assets that cannot be seen 
but you know exist through electronic signals or data submission.  In some cases, these 
assets may be inaccessible because it is located at an off-site location or has been loaned 
out.  
 
NOAA Current User can record this resolution at the time they sign the DOC Hand 
Receipt 
 
NOAA Property Custodians must enter the complete location of the property ( i.e. Site, 
Building and Room if applicable) 
 
Note - The location changes must be annotated on the Review Campaign Base Assets 
Report.   

Recording Online Declarative Resolutions and Online 
Physical Resolutions 
 
Select “HTML Transaction pages”   
Select “to record a resolution” 
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Click:   “to record a declarative resolution or physical resolution for assets where I'm 
the Property Contact” 
 

 
 
Click:  Enter Query!! 
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Enter Custodial Area !! 
Click: Execute Query !! 
 

 
 
Check all property that were sighted 
 

 
 
Click Save to record your resolution 
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Declared Unaccounted Resolutions and Confirmed 
Unaccounted  
 
Declared Unaccounted Resolutions and Confirmed Unaccounted are used to remove open 
resolutions from the Review Campaign Assets Base Report.  These resolutions will be 
used for unsighted assets deemed missing, lost or stolen.   
 
NOTE. An online CD 52 Final Event Final Request and a Board of Review (BOR) 
package must be submitted within 30 days after the submission of the Annual 
Inventory package.  Guidance for the Board of Review packages can be found on the 
Personal Property website. 
 
 
Declared Unaccounted Resolutions 
 
NOAA Property Custodians can use Declared Unaccounted Resolutions for assets 
reported as Missing, Lost or Stolen that were recorded with Confirmed Unaccounted 
Resolution during a prior year inventory.  

 
Confirmed Unaccounted Resolutions 
 
NOAA Property Custodians will use Confirmed Unaccounted Resolution for current year 
Missing, Lost or Stolen assets. 
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To create a Declared Unaccounted or Confirmed 
Unaccounted Resolution  
 
Select: Sunflower Enterprise Forms 
 

 
 
Click Review  
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Click Create Resolutions  
Click Create Inventory Asset Resolution 
  

 
Select Declared Unaccounted or Confirmed Unaccounted 
Tab 
Justification: select Lost /Stolen / Missing 
Enter and select your Last Name  
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Enter - The asset's barcode in the Barcode field of the Assets block.  
Click - The Tab key and the asset information automatically populates.  
Click – F10 to Save  
Sunflower will check Ok in the  check box next to those assets  

Review Resolution Summary Report 
 
This report provides a summary of inventory resolutions. There should be no “OPEN” 
resolutions reflected on this report.  This report should be printed and maintained in the 
Completed Inventory Folder.   
 
Property Custodian will login to Sunflower  
Select “Sunflower Enterprise Reports” 
 

 
 
In the Sunflower Assets Reports Menu, select “Review Reports” 
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Select – “Review Resolution Summary” 
 
 
 

 
 
Select – “The Review Campaign”  
Select – “Interest Type (INVENTORY)” 
Enter – “Custodial Area”  
Click – “Submit” 
Select – “Acrobat” 
Print 
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Submitting the Annual Inventory Package  
 
At the completion of the Annual Inventory, Property Custodian will certify and submit to 
their PAOs. The PAOs will certify and submit to their Corp/Line Office Property 
Manager 
- Inventory and UPR Certification Office and Property Custodian.  
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-  Review Resolution Summary Report 
- UPR and CWIP UPR Printout 
 
Property Accountability Officers and Property Custodians will retain a copy of the 
complete inventory package for future audits. (In compliance with DOC PPMM sec 
4.805 (chain of custody) which states; Property Accountability Officer shall maintain, for 
each Property Custodian, signed listing of documents that evidence assumption of 
custodial responsibility by Property Custodian). 
 

Inventory and UPR Certification 
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Sunflower Inventory Certification Document Storage and 
Approval Process  
 
These below process outline the steps needed to create, accept, 
deny, and run reports on Physical Inventory Certifications in 
Sunflower.  

 
 

1. The Property Custodian must logs into Sunflower 
2. Go the CD-50/52 Transaction Menu 
3. Click “to create physical inventory certification” 

 
4. Select the custodial area for this certification: 
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5. Select the Review Campaign for this certification: 

 
NOTE – The Property Custodian can save this certifcation at any 
time by clicking the Save button, and then return to it by repeating 
steps 1-5 above. 
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6. The Property Custodian should insert comments about the 
inventory and attachments that will aid the PAO’s review.  
 

 
 
 

7. Upload the required inventory certification attachments:  
• Signed Inventory and UPR Certification 
• Copy of the Review Resolution Summary Report 
• Copy of current UPR Report 
• Copy of Mobile Trak Reports if available (These 

reports provides load groups from the barcode scans) 
 

8. Click on Browse 
Select the inventory PDF documents from your computer 
Click Open 
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9. Type the Description (always start with Custodial Area -
and then the description) 
Click Add 

 
 
 

10. The attachment is uploaded and appears at the bottom 
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11. Repeat the process for the other documents. 

NOTE- If the Property Custodian may delete an attachment 
by clicking the Delete button, and click SAVE. 

 
 

12. Only click the Submit button when you are ready to 
submit to the Property Accountability Officer. 
 
NOTE- Once you submitted, the Property Custodian cannot 
make any changes unless the PAO deny the Certification.  
Only one certification is allowed per Custodial Area per 
Review Campaign. 

 
13. The status will change to Waiting for PAO Approval once 

Property Custodian submit and an email notification is sent to 
the Property Accountability Officer for that Custodial Area.  
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To Accept/Deny a Physical Inventory Certification 
1. Log into Sunflower 
2. Go the CD-50/52 Transaction Menu 
3. Click “to accept/deny a physical inventory certification” 
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4. Select the appropriate Review Campaign, or type in the 
Custodial or PAO Area, and click Submit 

 
 

5. Click on the Custodial Area you want to review/accept/deny.  

NOTE – If the Status is “Created”, the Property Custodian has 
started the certification but has not yet submitted it. 
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6. If the Certification is waiting for your approval, you can do 
the following:  
  

• View a document by clicking View 
• Remove a document by clicking Delete?, then Save 

button 
• Add a document: 

- Click Browse 
- Select a file from your computer 
- Click Open 
- Type a Description 
- Click Add 

 

 
 
NOTE- If the certification is not at your approval point, the 
documents will be in Read Only Mode. You can read the 
documents by clicking View. 
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7. Accept or Deny the request: 
 

- To Deny, click the Deny checkbox 
- Write in your reason for denial in the comments box 
- Click Save below 
- If denied, a notification email will be sent to the 

previous approver, and the certification status will 
update. 
 

 
 

- To Accept, click the Accept checkbox 
- Write in your reason for approval in the comments box 
- Click Save below 
- If approved, a notification email will be sent to the next 

approver, and the certification status will update. 
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Running  Sunflower Inventory Certification Reports 
1. Log into Sunflower and go to Sunflower Enterprise 

Reports 

 
 
 
 
 
 
 
 

2. Click on User Defined Reports 
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3. Click on NOAA Specific CD50/52 Reports 
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4. Click on Physical Inventory Certification Status Report 
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5. Select the specific report parameters from the dropdowns 
listed: 

• Review Campaign 
• Line Office 
• Organization – Type in the Custodial Area or Line 

office 
• Status- Search by a particular status 
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6. Click Submit 
 

7. Select an output format 
Click Execute 
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8. You should see the report:  

Report Title Page 
 

 
 
 

2nd Page – Values listed 
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