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Property Custodian Inventory Procedures

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”

To enter, click one of the the links below.

Sunflower Enterprize Fonms

Sunflower Enterprise Reports SR —

Sunflovver Enterprize HTML Transaction Pages

Stock Azset Management

Search Attachments and Comments

D a0 f 52 Transaction Menu

In the Sunflower Assets Reports Menu, select “Review Reports”

ASUITEODD Reports Main Menu

To access a report menu, click one of the links below.

Adqreement Reports Inactive Reports
Contract Repords Excess Reports

Management Reports Review Reports <
Sentry Reports IT Camponent Reparts
Finance Reports Administration Reports

User Defined Reports

Ereviously BRun Eepart
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Select “Review Campaign Base Assets”

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

Base Asset Interface Processing Results Review Campaign Base Assets \,‘:I
Current Resolutions at Different Location than Asset Review Campaign Base Assets with Resolution Information
Executive Review Resolution Summary Review Campaign Properties
Resolution Interface Processing Results Review Resolution Summary
Review Accruals Review Resolution Summary by Person

Previously Run Report

Reports Main Menu

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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ASRV6010 Review Campaign Base Assets

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

Review Campaigns SEATTLE NMAQ 2005 ANNUAL -

SEATTLE NOS 2005 ANNUAL

SEATTLE NWS 2005 ANNUAL

SEATTLE OAR 2005 ANNUAL

SEATTLE USEC 2003 ANNUAL

TEST CAMPAIGN 64 i
WALLOPS 2006 MAY =
2013 NESDIS ANNUAL INVENTORY T

Interest Type INVENTORY ASSET =

Bureau or Region

Property Accountability Office

Cust Area 54016N34-ﬂl

Select Resolution Types “Open”

Click “Submit”

L | | L [ 8§ &
Sitei0f-Site Tine Stivi Ty St! dentifier StviTme B

Lazalon | T RooH v

Resolufon Tipes Al (Exchuding COgen) Al

AGREEENENT ASSET IDENTIFIER CHANGE —
AGREEMENT AS3ET FINAL EVENT
AGREEMENT ASSET WTIAL EVENT

AS3IGN COMPONENT

BARCODE KEY

BARCODE SCAN ¥

Select “Acrobat format”
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ASRPEWVGO10 Review Campaign Base Assets

Choose an output format

G2 scrobat 0 HTML < Textfile export (Excel, Lotus 1-2-3, Access. .0

Fress to run the report with the fallowing parameters

Selection Criteria: 96849

Review Zampaign 2006 RFRESDIS ArdrdUaL IRWERTORY
Interest Type IMNVEMRMTORY ASSET
Bureau or Region
Froperty Accountability Office
[ Zust Area -5401 Br3Z44

Include Zust Aarea child Organizations il

Description

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%20L oading%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 quides/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.0sec.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.

New Partnership

Set Up a Partnership

Thiz wizard helpz you establish a partnership between your
rabile device and thiz computer. Yau can set up either a
standard partnership to sunchronize data bebween pour
device and thiz computer, or a guest partnership to gsimply
tranzfer data between vour device and thiz computer.

YWhat kind of partherzhip would pou like to establizh bebween
wour device and thiz computer?

() Standard partnership

| want ta zpnchraonize data bebween my device and
thiz computer, keeping data such az e-mail and
calendar items up-to-date in both places.

| want to only copy and miove information between my
device and this computer, add and remove programs,

ar regtare a backup image on a device whose mermary
has been rezet. | do not want b0 synchronize data.

Hest > ][ Canicel ] [ Help

X)

MS ActiveSync will confirm when the connection has been established.

&5 Microsoft ActiveSync

File Wiew Tools Help

Connected

Details Explore Options

Information Type Skakus

ENS)ES

Click on: Sync Link 4.6.1.0 ICON

Click: Start
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£ ___mn)
@Eﬁwﬂbh;'ﬂSvnclink i —""l . .
i d 4.6.1.0 /—"— Build 10091501

F = -
]

Sunflower SyncLink [%7 Start [%Se!tings| [ I Exit |

Copwright (o) Annams Systerms Corporation 2000, 2010, All rightz rezerved.
" This Program ! docurmentation containg proprietary information of Sunflower
Swstems; itis provided under a license agreement containing restrictions on
uze and disclozure and is also protected by copyright |aw.

Reverse engineering of the Program is prohibited. §

lfthe Program iz uzed by a DOD Government Agency. then the Program shall be acquired with only 1
thoze rightz specifically licenzed asz provided ind28 C.F.R. [DFAR] 227.7202-1 through 227 72024 {June 19485}, §
If the Program iz used by a non-D0D Government Agency, then the Program shall be conzidered, delivered ¥
and uzed az 'Restricted Computer Software' as defined and governed by 48 CF.R. [FAR] 52 227-19 (June
1887, titled Commercial Computer Software - Restricted Rights.

The information in this document is subject to change without notice. §

Annams Syetems Corporation does not warrant that the Program iz error-free. Sunflower Systernz and i
Sunflower Assets are frademarks of Anhams Systems Corp. All productz or company names are uzed for 3

identification purpozes only. and may be trademarks of their rezpective owners.
The programs included herein are subjectto a restricted uze license and can only be uzed in conjunction
with thiz application H

Log into Sunflower

Enterp r'Se Sunflower Enterprise - Production 4.5.0.0

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

Username |

Password |

Login Cancel

Enter vour username and password then click the [Login] button abaove.

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

Build 100915

W Include All Catalogs ¥ Download Scanner Id
W Include All Managers ¥ Copy to Scapner |0000915519
Send To Scanner ¥ Include Al People [ Mo Asset Data

lg f> ¥ Include &l Stewsards ihobileTrak Repaorts
@
Q

T " Agreement | Excess I Financial [ Inactive IV Inventory

Application Mame | Yerzion
; ; MobileTrak 4.6

Filters ExceszTrak

&

Settings

Agreements | Managersl Review Campaignsl Sites I Stewardsl

Eind | I Select All LClear All

CAPITAL LEASE ODDMAS020C |
CAPITAL LEASE 434AMA252025

CAFPITAL LEASE 438AMNAZATDTE

CAPITAL LEASE 3DDMA3033

CAPITAL LEASE IDDMW 3002

CAPITAL LEASE 9DDMW3002-1

CAPITAL LEASE AAMADSTT 21

CAPITAL LEASE AdW 0059335

CAPITAL LEASE RATI3E10NCTOE

CAPITAL LEASE w1 33MO0ECHOT 33

COMMERCIAL LEASE COMM LEASE

G54 LEASE G54 LEASE

MEMORAMNDUNM OF AGREEMEMT EF RESFPOMSE 17K3MA3
MEMORANDUM OF UNDERSTANDING BF NRDA 17K3EME
OFPERATING LEASE O6MCO350

OFERATING LEASE DG133HO7CHO002

OFERATING LEASE DG133HO7CHO002-1

OFERATING LEASE DG133HO7CNOO0Z-2

OFPERATING LEASE DG133HO7CHO002-3

OFPERATING LEASE DG133HO7CHNO002-4

OFERATING LEASE DG133HO7CMO002-5

OFERATING LEASE DG133w02CH0013 MODTS
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Select Review Campaigns

S link-Filters =
Y46.1.0

.ﬁ.greementsl Managers FReview Campaigns I Sites I Stewards

FEind | | Select All LClear all

2002 MEDA ALDIT

2002 05 CloA INVENTORY

2009 BE& ANMUAL INVENTORY
2003 EDA END OF YEAR IMVEMTORY
2009 MBDA ANMUAL INVENTORY
2008 05 AMMUAL INVENTORY
2008 05104 INVENTORY

2010 BEA AMMUAL INVYENTORY
2010 BIS AMMUAL INVENTORY
2010 EDA ANMNUAL INVERTORY
2010 MBEDA ANMHUAL INVENTORY
2010 NTIS INWENTORY

2010 01G ANMNUAL INMVENTORY
2010 05 AMNHUAL INVENTORY
2011 AGO AMMUAL INVENTORY
2011 BEA AMMUAL INVYENTORY
2011 EDA ANNUAL INVENTORY
2011 MESDI JOTH AMMUAL INVEMTORY
2011 NESDIS ANMNUAL INVEWNTORY
2011 NMFS aNMNUAL INVERTORY
2011 NOS ANMUAL INVENTORY
2017 NwS ANMUAL INVENTORY

[

Select the current year Review Campaign for your Line Office
Click: Apply

Click: Ok

Click: Send to Scanner

11
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' . B . . aaen )
A SW‘IC"I‘IK /_/L .
i 4.6.1.0 Build 1009150

° IV Include &l Catalogs V¥ Download Scanner Id
lg = IV Include &ll Managers ¥ Copy to Scapner |0000915519
Send To Scanner ¥ Include All People [ Mo Asset Data

lg f> IV Include &l Stewards iobileTrak Repaorts
[+]
Q

o e LT " Agreement [ Excess I Financial [ Inactive IV Inventory

Application Mame | Yerzion
|-‘ ; MobileTrak 4.6

Filters ExcessTrak

V4

Settings

x Cancel |
l Starting AS_ASSET_COMDITIONS

Info.

Exit

Downloading data for MobileTrak

Sync link will display confirmation messages on the status of each process.

Synlink

- | } Send ko scanner was successfully campleted

The download is complete, remove the scanner from the cradle, and prepare scanning.
Click: Start Menu
Click: Programs

12
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2= Pocket Controller

AacCEiweSyrnc =enk=

Calendar
ComnbEacks

Irvbeuwat

Intermnet Explorer
NOobes )
Tasks o

WLinndowvrs FMedia
FroOgrares
EEI:I:iru_:l_f

Fairnd

He=lg»

Connecked on AackiveSwynollSE)

Select: MobileTrak

¥Z Pocket Controller
:  File Edit wien Tools Help

Prugran‘ns

Canmes Avalanche Calculator

%} ':i.llf-‘_.r;?

File Explorer ricrosaft FMobileTraklc

&

Reader =
B = [=<]
(ot f=p | Pictures Poclket Excel
MMessenger
Pocket MMSM Pockek Terminal ——
Yord Services il
E|"~

Connecked on AckiveSynci{lISE)

13
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Select: Setup

N oot PP

:'::‘E? Sumflower FFobil = Tr- et

s ot Paesacd Rl PSS
P wire Tranms=fer
[ =0 = -
S ] e
v e
FL="s b= ' T rasmssSc i Prara &
SeErE Cemar Ee Trari=Fer

o billeTra b | Syctern LElties I F W s I

B3|~

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.)

14
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Bl Pocket PO = M |
Fil=s e | ] Toolk EHaelo

Sumflovwer HMobille Tr. . -l S5

Settup
oy r aboe Flanmes

|

Sekrl T

Sk Ty

Frimdoar Fork:;
L] rr1D Uses drRequires restast]) [ ) Scam & Go

Enter the Building and Room as default location parameters.

N Focket P

b=~k ol i |
eSS o Flarmee

I_l:I:"I:".ﬂ.-'}[G. EAFERPETT =" [,

Sthel Type= [BLur DIMG

SthA=Z Tope= =

Frimiosr Fork: I

[ ] P10 Uss {Reqguires restast))

Does not Select Scan % go?

Click: OK

15
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Select: Asset Read

N oy b= Pl

.. o
oM

Fe=wik=ww Tramisacticor
= et gy £ e =

reas balleTra | Sy stern LEEltiaes I Pt = T [ W I
| =]~ |

Use Dropdown menu to enter Site, Building and Room Number

N Foss et P

._-::'-Eiri_l" Sumfloveer FhobbEl e T e g

lasset Read wWith Ugsdatecdd Loscatiorn ~— |

—— [ - |
BTl IS | | —1
(= L L] | | —|
'S‘I:rl_.l-:_tl_l:“zF_- I I
B e L=t e T PP =S SRR E T T, W DL 1.2
| I o el ! | reeer =—— |

B=| -

16
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o host PO

._-;."1:.-?' Sumflovwer obileTe o - S I:m}

lAsset Read wWith Upsclatec Loscation — |

S it e [vwEST CoLurmBIA, S ~|
ELIL IS |[Mwrs FomRECas T oFFIcE, ||

B Il I -1

E'I:rL.ln:_tl_l:'E |

ey =TT CHFFy =i, aOAaRRET T vl 121

Click: Next
Place the cursor in the scan box (yellow arrow)

N Poclkoet PO

Selector
FMl=rnrtfachorers
relock=l

Cescriptiom

Serval -l

| == [Baer ke I | Canrwie]

17
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Scan Barcode

N Poashoet . P

Seldesc toe o] ot ey

Fl=rnefsc boarsr = el 00 " e I
rekock=I CT 2050 1=
Descriggtior T ELESSI=L[i_aFd
Serial r-d FA L e e oL
| =—=— E=axh = arwc el

Click: Update to record data

N P ochost P

TderkiFier ™ |[coooooazs==s
Manufackurer®  [FAMOSOMIC CORPORATLE |~

reboncd el P s |-::Tr2l:l51_1-=il
Cre=— T i imas ITEl..E"n'[EIl:i'I'-.I

B premy o Ir"ET—"':l-
| T TR

[SerEDoss o=

Click: Next

18
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N o kot P

pcflateacd s TS =S = 3 i

Selector
F=rnafachorsrs
Mo k=l
CDescripptiam
Serral

[ == =2ack | |

Click: ok
Click: Back
Click: ok

N Focbost

FOF=S=r=T
=Tl =" L

=
=
—al

Tramisac bica
e e

robileTrak | Systerm Lmizies | abouz |

== | B

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

19
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Select: Exit

N oot P

S siifillcoswrar FHMobhile T ralks

s il ezl
Fomilb=T ralks =

—

Fe=w =t TramisSac bica
= et oy £ [ | Sy e

rMobileTrak | System Leskices | obour ||

Click: Yes

Upload Scanner data to Sunflower
Place the scanner in the cradle.

Click: Get from Scanner

' %&i&uﬁbuyws

ynclink s /l :
4610 __— Build 10091501

3

) M Include All Catalogs v Download Scanner Id

b=
2 <= M Include &l Managers v Copwto Scanner Q000915519
Send To Scanner ¥ Include all People [ Mo #sset Data
s N M Include &l Stewards MobileTrak Reports
u(}
@

Ei (oo Seenns [ Agreement [ Excess [ Financial [ Inactive vV Inventory

Application Mame Wersion
1;; > |AiobileTrak 4.6

Filters ExceszTrak 4.6

o<

Settings

R

Info

b

20
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R

L Resolutions

Interest Assets

Upload Results

L™ ? } W'ould wou like to delete the uploaded daka From Scannery

o |

CLICK YES!

-
. i | ) Sek From scanner was successfFully completed

Click: Run Mobile Trak Report !!

yclink
-.6.1.0

Build 10091501

a- I+ Include All Cataloss I Dowenload Scanner Id
-g <= I~ Inelude All Managers IF Copwto Scanner |000091 5519
Send To Scanner I~ Include All People I Mo Asset Data
) I~ Include All Stewards MvobileTrak Reports
| Bl
T Agreement I Excess ™ Financial T mactive ¥ Inventory

% Application Mame | Wersion

ExcessTrak .6

i
:
1]
]
[

X

Settings

i

Info

m
K
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0
@
X

Enterprise

Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMMNB030 Interest Asset Interface Processing Results

Choose an output format

® Acrobat ¢ HTML

Press _ &%ecute |tg run the repart in this window or Press __Background  l4q ryn the report in the background

Selection Criteria: 1059163

Load Group BCR-03065070581807

Management Reports

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.”

22
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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”

’:r‘]‘:erD HS@ Sunflower Enterprise - Production 4.5.0.0

Choose a function by clicking one of the links below.
to update asset information

to request an update of asset informatian
to withdraw & request to update asset informmation

click | to create excess receival request

to create inactive receival request
to record a resaolution

lU list assets

to register for an e-mail notification

to perform administrative functions

23
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Click: “torecord a declarative resolution or physical resolution for assets where I'm
the Property Contact”

tnterpr‘se Sunflower Enterprise - Production 4.5.0.0

Cheose a function by clicking one of the links below.

Cick | to record a physical resolution for assets where I'm the Property Contact
Sxk | o record a declarative resolution for assets where I'm the Property Contact

Gk 1o record a physical resolution for assets where I'm the user

| €k | 1o record a declarative resolution for assets where I'm the user

Click: Enter Query!!

2l https:Hsfiwrdocprod.ocs. doc.gov - Sunflower, Enterprise - Production 4.5.0.0 Inventory Asset De - Microsoft Internet Explorer |Z||EHZ‘
Eile Edit view Favorites Tools Help @ il I%?
Google (G~ viGo o) B~ | 9% boockmarksy Bhoblocked S Check = 4 fun = "o autol | (s Sendtow () settings=
]
[ Enter Guery ] [ Select Al ] [ De-zelect Al ] Show Asset Details [
~
i

Battom

Choose assets by clicking the Resalve checkbox and then click the [Save] button above
Larry Dates, you are the custodian of the inventary assets shown below

Query Results

I 250lve ‘ arcode anufacturer odel Numper | Description
Resolve Barcode # | Manut |Model Mumber | D
HEWLETT- B
PACKARD
O  CDO000410956  |Lect! Qoyent | C3980A PRINTER, LASER
COMPANY, LP
MICROCOMPUTER,
O  CDO000460044 | DELL INC. GXWT-5166 DESKTOP, TOWER,
MIN-TOWER
MICROCOMPUTER,
XPS P60 DESKTOP, TOWER,
O  CDO000465882 | DELL INC i FaRl
~163871~
HEWLETT-
PACKARD
O |CDO000472598  |LecE Qpwent | C2021A PRINTER, LASER
COMPARNY | P |
&] Dore 2 & Internet

24
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Enter Custodial Area !l
Click: Execute Query !!

2 hitps:#isfiwrdocpr

Ele Edit Wiew Favorites Teok  Help & - |} o
Google |G~ v Googd B » % Bookmarks~ Shoblocked TP Check w4 futolie = o AutoR| e Sendtow () settings~
-~
Resolution Information
Location | | i
o]
~

[ concelguery | [ Execute Query | [ Recall LastGuery | [ Menualy List Assets |

™
2
® Assigned O Requested
Cust Area |sa0rvrizoo|
Property Contact Contact D | | Name |
Current User Identifier | | Name |
Site [ v
[BuonG | | |EI [Room ~| | |EI
Structure Level 3 | | L
Manufacturer | m
Model Mumber | |
Description | | -
& 2 & Internet -

Check all property that were sighted

“A hitps:Hsflwrdocpr

Eile Edit wiew Favorites Tools  Help % id iy
Google |G~ ~|ce e g2 B - | £F Bockmarks~ Bhoblocked PP check ~ 8 dutolink = S| futori (e Sendiaw () settings~
[ Erter Guery | [ Select &1 | [ De-sslect &l | Show Asset Details [ :
=
r
Bottom

Choose assets by clicking the Resolve checkbox and then click the [Save] button above
Latty Oates, you are the user of the inventory assets shown below

: Resolve f.Barcode # -_ Manufacturer -_ Model NMumber | | Description
HEWLETT-
PACKARD POWWER SUPPLY, POWER SILIPPLY,

B | CDO000460734 | bEyE] OPMENT | MULTIAPPLICATION | MULTIAPPLICATION

COMPANY, LP

[ MICROCOMPUTER, L
O | COO000619541 | {EMD) IBM T7 ~46792~ DESKTOP, TOWER,
MINETOWER
MICROCOMPUTER,
| i - DESKTOP, TOWER,
O | CDO000B19862 {END} IBM 77 ~151429 el T
- ~151429~
[INTERMEC il
| CDO000915519 | TECHNOLOGIES | 700C Sﬂfﬂ-}\ﬁ%‘”ﬁ&%
CORPORATION ‘
=] [=3) S @ inkernet

Click Save to record your resolution
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Property Custodian Inventory Procedures

2 https:#sflwrdocprod.ocs. doc.gov - Sunflower Enterprise - Production 4.5.0.0 Inventory Asset De - Microsoft Internet Explorer

Eilm Edit Wiew Favorites Iools Help @_, = "i'
Google |G~ v Go oD %~ Bookmarks~ Ehoblocked 5P Check oy - | s Send tow () Settings~
~

Save [ Erter Guery | [ Select &l | [ Desslectal | Show Asset Details [

Query Results

Battom

Choose assets by clicking the Resolve checkbox and then click the [Sawve] button ahove
Larry Oates, you are the user of the inventory assets shown below

Resolve | Barcaode # Manufacturer Model Mumber Description
HEWLETT-
PACKARD POWER SUPPLY, |POWER SUPPLY,
= CDO000AB0T3 | HEvie| OPMENT |MULTIAPPLICATION | MULTIAPPLICATION
COMPANY, LP
MICROCOMPUTER,
o COO000619541 | {END] IBM 77 46792~ DESKTOP, TOWER,
MINETOWER
MICROCOMPUTER,
o CDO000819862 | {END} IBM 77 ~151429~ Bl Ob L TOWER:
~151425~
INTERMEC
ok CO0000915519 | TECHNOLOGIES | 700G Sl R
CORPORATION : L
& oo & 3 8 inkernet

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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Property Custodian Inventory Procedures

To create a Declared Unaccounted or Confirmed
Unaccounted Resolution

Select: Sunflower Enterprise Forms

Enterp r|86 Sunflower Enterprise - Production 4.5.0.0

Welcome: Larry Oates

To enter, click one of the the links below.

Sunflower Enterprise Forms

Sunflower Enterprise Reports

Sunflower Enterprise HTML Transaction Pages

Stock Asset Management

Search Attachments and Comments

CD 50/ 52 Transaction Menu

Click Review

nerts Barcode Agmin Reports Uity Window Help

flowerEntefprise
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Property Custodian Inventory Procedures

Click Create Resolutions
Click Create Inventory Asset Resolution

~——

IT Companents Barcode Admin Reports ity Window Help
tin R Campaigres
Maintain Base Erozen Statuses
Maintain Yalid Rezolution Types
Baintain Review Base
Relink Base Assets with Resolutions

Copyright © 15373008 Sunfigee: Symems i i o
Py — Edit Resolution Interface Records

-1 Brocess Resolution Interface Records

'."3;‘ . s Lookup Resolutons
yoo W Creste Resolubons
= Dlelete Resolutions
o ‘g. Maintain Review Sccruals

Review Reports

unflowerkEnterorise

Select Declared Unaccounted or Confirmed Unaccounted
Tab

Justification: select Lost /Stolen / Missing

Enter and select your Last Name

= Barcode Agmin Beportz Fupetions Utility Window Help

(7 He e @o-c0E0O0 &

Type B
Jdustification [LOST / STOLEN / MISSING
Authorized By (264420 Last Mame® [0ATES First [LarRY

[ Assets

Ok A Barcods # Manufacturer f Model / Official Mame™  Location™ Stock Mumber  Quantity

Urnt of Measura

[~

Massage

|
|
I
|
|
|
I
[
|
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Property Custodian Inventory Procedures

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”

To enter, click one of the the links below.

Sunflower Enterprize Fonms

Sunflower Enterprise Reports SR —

Sunflovver Enterprize HTML Transaction Pages

Stock Azset Management

Search Attachments and Comments

D A0 52 Transaction Menu

In the Sunflower Assets Reports Menu, select “Review Reports”
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Property Custodian Inventory Procedures

ASUTEODDD Reports Main Menu

To access a report menu, click one of the links beloww.

Adreement Reparts Inactive Repors
Contract Repords Excess Reports

Management Reports Reviews Reports <
Sentry Reports IT Component Reparts
Finance Reports Administration Reports

ser Defined Reports

Ereviously Bun BEepart

Select — “Review Resolution Summary”

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

Base Asset Interface Processing Results Review Campaign Base Assets
Current Resolutions at Different Location than Asset Review Campaign Base Assets with Resolution Information
Executive Review Resolution Summary Review Campaign Properties
Resolution Interface Processing Results Review Resolution Summary ‘\‘:
Review Accruals Review Resolution Summary by Person

Previously Run Report

Reports Main Menu

Select — “The Review Campaign”

Select — “Interest Type (INVENTORY)”
Enter — “Custodial Area”

Click — “Submit”

Select — “Acrobat”

Print



Property Custodian Inventory Procedures

Sunflover Bssets Beview Resclutien Summary Jage 2 of 5
LSRVEC3d 08/05/2005 15:04
OMLINB PEYSICAL
Flags Count % ky Count alue & by Talue
1z -50 s 29,522 &0 262
0 -0t B 0.0a .00
i nn s nonn nn
0 0t B 0.00 Rili]
0 0t B 0.0a .00
5 47.37 B 95.328.21 8.7
subtotal 27 g 125,211 61
& af Tatal= an sn 37 21
OHLINB DECLARAIIVE
Lag Lount ¥k unt alue ¥ by Valce
] 60.42 3 0,155.13 €5.56
n nn - nonn nn
x 0 00 B 0.00 Rili]
Estimace g 00 B 0.00 i}
Workflow n nn H nonn nn
OTIER 10 52.€1 B 154,230 .44 €0.82
Subtotal 39 § 214 ,293.57
% of Totals 58.21 62.0%
CHMNCE ETEWALD
Flags Court % ky Count Value % by Valie
1 2.08 s 1,E62.00 1.81
0 -0t 3 0.0d K]
Lase 0 00 B 0.od K]
[} nn s nonn nn
0 -0t 3 0.0d Rili]
[t} -0 B n.oo R
Subtotal 1 § 1,662.00
% of Totals 1.99 R 1
Sunflower Lssets Review Resclution Summary Page 3 of 5
ASRVE030 08/05/2005 15:04
Totals
Flags nt & by Co alu by Value
i 43 20. 51,388.52 100.00
o . o.00 .00
o o.00 oo
o . o.00 .00
o . o.00 .00
15 o0 233,387 45 100.00
Subtotal &7 345,167.18
% of Report Totals 100,00 100,00

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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Property Custodian Inventory Procedures

- 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

N OAA Personal Propertv

Inventory and UPR Completion Certification Form

I, . as Personal Property Custodian for
(Print nane)
Custodial Area certify that the Personal Property Listing asof
date: /1 is completed . I certify thatmy organization UPE. and CWIP UPE. has

beenreconciled andreflect no payments greaterthan45 days.

Organization/CBS code;

Was this inventory conducted with a Barcode Scanner? Yes or No

Unsighted (Lost, Missing or Stolen) assets: #_ and total acquisition value
Inventory Check list:

__ Inventory and UPR. Certification sign by both PAQ and PC

__ Copy of the Resolution Summary Report (Ne Open Resclutions)

_ Copy of current UPE Feport (CWIP and Non CWIP)

Property Custodian Signature: Date:

I . Property Accountability Officer, certify that a thorough
inventory has been conducted, and this package contains allrequired documentation stated abowve.

Property Accountability Officer Signature Date:
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Property Custodian Inventory Procedures

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”

% Sunflower Enterprise - Production

Smc Noaauser

| click| to request a change of asset detail

| click| to request creation of an asset

| ciick| to request an excess recefval

| Click| to request retirement of asset

| click| to maintain comments

| ciick| to maintain pictures/attachments
| Click| to create physical inventory certification <

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

| ciick| to accept/deny excess receival request

| click| to accept/deny retirement of assets

| ciick| 1o accept/deny a physical inventory certification

4. Select the custodial area for this certification:
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Property Custodian Inventory Procedures

- i’ Search = | j - If}' Share - S] - 1_? Bookmarks ~ | Ag Check = &3 Translate = |

% Sunflower Enterprise - Production 4.5.0.0
ORACLE

Smc Noaauser
Create Inventory Certification

Custodial Area

Review Campaign [g,0c1003
540071001
S40IQES10

5. Select the Review Campaign for this certification:

4 & & & &

_ppmsdew/EXT_OWA_INV_CERT.query_record?p_session=0686074673AB11 CASFI3E9DA067BD9018DFCATIL2A45720D9825DEBCEO2DE]

A ﬂSearch '--j' E?' Share ~ EI' ﬁ Bookmarks~ | Ag Check = &3 Translate

% Sunflower Enterprise - Production 4.5.0.0
ORACLE'

Smc Noaauser
Create Inventory Certification

Custodial Area -
Review Campaign -

2010 OAR ANNUAL INVENTORY
2010 OCFQO ANNUAL INVENTORY
2010 OCIO ANNUAL INWENTORY

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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Property Custodian Inventory Procedures

6. The Property Custodian should insert comments about the
inventory and attachments that will aid the PAQ’s review.

Lreartg

Custodial Area 5430BN400 Rev

Status Created Created By NOAAUSER

YOUR COMMENTS GO HERE
Comments

Save | | Submit
Maintain Attachments

File Browse... | [Add Descriptio|

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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Property Custodian Inventory Procedures

2 Choose File to Upload - [
. e
OU °|@ b Libraries » Documents » - | ¢,| | Search Documents pe |
Organize ¥ Mew folder =~ 0 @
i Share~ EJ -
3¢ Favorites = Documents library Arangeby:  Folder =
B Desktop Includes: 2 locations
# Downloads = Name : Date modified Type Sift Dd“Ctlﬂn ]
15 Recent Places
.. Bluetooth Exchange Folder 11/1,/2010 6:11 PM File folder |
B Desktop . Fax 10/10/2011 4:07 PM  File folder 1
B Libraries . microsoft 9/30/2010 2:34 AM File folder
@ Documents . Musicnotes 4/16/2011 1219 PM  File folder jaauscr
J.‘ Music . My Data Sources 10/7/2011 11:00 AM  File folder . .
] Pictures || Scanned Documents 10/10/2011 4:07 PM  File folder Certification
B videos .. SightSpeed Recordings 10/22/201112:41 ... File folder 2010 OCIO A
A admin . Sunflower%:20Mobile:205clution[1] 3/14/2011 9:21 AM File folder !
M Computer i34 Nicoles report.csv 11/16/2011 1:13 PM Microsoft Office E... B
e st e ene e e o~ " |E_NOAAUSER
& osi -4 mn | b
File name: - [l Files (9 v
| Open | [ Cancel l

Maintain Attachments

File Description

9. Type the Description (always start with Custodial Area -
and then the description)
Click Add

Maintain Attachments

File C\Users\admin\Deskiop\Signed inventory and UPR certification for 5430BN400 docx Description 1> WAS SIGNED ON 11/12 BY PC AND PAO OF 5430BH40

10. The attachment is uploaded and appears at the bottom
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Property Custodian Inventory Procedures

Maintain Attachments

File Browse... | |Add Description
Save | |Delete? (Name
View

Description 1

Review resolition summary report 5430BN400.docx THIS IS THE REVIEW RESOLUTION SUMMARY REPORT 4

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.

Maintain Attachments

Browse... mDescripﬁon
Save | Delete? | Name

Description M
Wiew Eeview resolution summary report 3430BN400.docx THIS IS THE REVIEW RESOLUTION SUMMARY REPORT A
View Signed inventory and UPR certification for 5430BN400.docx THIS WAS SIGNED ON 11/12 BY PC AND PAO OF 5430BN400. |A
View Mobile Trak Report 5430BN400.docx THIS IS THE MOBILE TRAK REPORT FOR 5430BN400 A
View Current UPR. Report for 5430BN400.docx UPR REPORT A

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.

WOUR COMMENTS GO HERE

Sa'.fe| | Submit |

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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Smc Noaauser
Create Inventory Certification

Custodial Area S430BN400 Review Campaign 2011 NMFS ANNUAL INVENTORY

Status Waiting for PAQ Approval Created By NOAAUSER SMC SMC_NOAAUSER Created On 11/17/2011 09:01:31

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”

Sunflower Enterpris

Smc N

@ to request a change of asset detail
@' to request creation of an asset
@ to request an excess receival
@ to request retirement of asset
@ to maintain comments

@ to maintatn pictures/attachments

Click | to create physical inventory certification

Click | to accept/deny a change of asset detail request
Click | to accept/deny excess receival request

Click | to accept/deny retirement of assets

Click | to accept/deny a physical inventory certification <

38




Property Custodian Inventory Procedures

4. Select the appropriate Review Campaign, or type in the
Custodial or PAO Area, and click Submit

x Go g[i? vaSearchv--j'EEﬂ' [t

% Sunflower Enterprise - Pr¢

Accept/Deny Physical Inventory Certification

Review Campaign ¥ | Custodial Area

2010 NWS ANNUAL INVENTORY
2010 DAR ANNUAL INVENTORY
2010 OCFO ANNUAL INVENTORY
2010 OCIO ANNUAL INVENTORY
2010 OMAOQ ANNUAL INVENTORY
2012 AGO ANNUAL INVENTORY
2012 NOAA TEST CAMPAIGN
2012 OCAD ANNUAL INVENTORY
2012 OCFO ANNUAL INVENTORY
2012 OCI0 ANNUAL INVENTORY
2012 WFM ANNUAL INVENTORY

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.

* Sunflower Enterprise - Production 4.5.0.0 E

Accept/Deny Physical Inventory Certification

Review Campaign 2010 OCIO ANNUAL INVENTORY  ~ Custodial Area Submd |

Custodial Area Review Campaign Status Created By Created On
54005M003 2010 OCIO ANNUAL INVENTORY |Waiting for PAO Approval NOAAUSER SMC SMC_NOAAUSER |11/09/2011 15:11:20
540IQE510 2010 OCIO ANNUAL INVENTORY Created NOAAUSER SMC SMC_NOAAUSER 11/08/2011 13:24:48
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6. If the Certification is waiting for your approval, you can do
the following:

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

button
e Add a document:

- Click Browse

- Select a file from your computer

- Click Open

- Type a Description

- Click Add
Maintain Attachments
File ((Browse... | [Add] Description
|save| |Delete? [ Name Description MIME Type
| view | Signed Inventory and UPR. Certification 54022E178 docx |SIGNED BY BOTH POA AND PC FOR 54022E178 ATTACHMENT
[ Wiew | Review Resolution Summary Report 54022E178 docx DESCRIPTION GOES HERE ATTACHMENT
| view | UPR. Certification 54022E178 docx UPR DESCRIPTION GOES HERE ATTACHMENT
| view | Mobile Trak Report 54022E178.docx MOEILE TRAK REPORT ATTACHMENT

Size (Bytes)
10351
10347
10237
10374

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.

Approvers Information

Accept |Deny Organization | Approver Date Comments

54022E178 |NOAAUSER SMC SMC_NOAAUSER 11/21/2011 | PROPERTY CUSTODIAN COMMENTS GO HERE=

THIS IS DENIED BECAUSE THE MOBILE TRAK REPORT IS SHOWING THE WRONG ~ +

7] |54022E  |NOAAAPPROVER SMC SMC_NOAAAPPROVER T ey -
NWS NOAAAPPROVER SMC SMC_NOAAAPPROVER
PPMB REZAEI ALAN AREZAEI

Save

- 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.

Approvers Information
Accept |Deny |Organization | Approver Date Comments
54022E178 |NOAAUSER SMC SMC_NOAAUSER 11/21/2011 | PROPERTY CUSTODIAN COMMENTS GO HERE=
v 54022E NOAAAPPROVER SMC SMC_NOAAAPPROVER |APPROVE ALL DOCUMENTS
NWS NOAAAPPROVER SMC SMC_NOAAAPPROVER
PPMB REZAEI ALAN AREZAEI
Save
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Running Sunflower Inventory Certification Reports
1. Log into Sunflower and go to Sunflower Enterprise

Reports

—Nteroris

Welcome: Alan Rezaei

To enter, click one of the the links below.

Sunflower Enterprise Forms

Sunflower Enterprise Reports <

Sunflower Enterprise HTML Transaction Pages

Stock Asset Management

Search Attachments and Comments

CD 50 /52 Transaction Menu

Logoff

2. Click on User Defined Reports

42



Property Custodian Inventory Procedures

CNterorise suew

ASUTE000 Reports Main Menu

To access a report menu, click one of the links below.

Agreemen Excess Reports
ntract R Review Reports
Management Reports [T Component Reports
Sentry Reports Barcode Repo
Finance Reports Administration Reports

Inactive Reports
User Defined Reports <
Previously Run Report

3. Click on NOAA Specific CD50/52 Reports
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DoC Specific Financial Reports

NOAA Specific Transaction Reports

g
NOAA Specific CD50/52 Reports <\I

NOAA Specific UPR R s

Heritage Assets Reports

DoC Reports

Reports Main Menu

4. Click on Physical Inventory Certification Status Report

Assets with Excess/Inactive Requests

Assets with Final Event Requests

Assets with Change Detail Requests

Reactivated Assets Details

Edit Inventory Asset Interface Report

Edit Inventory Asset Interface Progress Report

Physical Inventory Certification Status Report

Previo Run R

DoC Specific Reports
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5. Select the specific report parameters from the dropdowns
listed:
e Review Campaign
e Line Office
e Organization — Type in the Custodial Area or Line
office
e Status- Search by a particular status

ENternorise

Sunflower Enterprise - Production 4.5.0.0 NOAA Specific CDS

EXT8070 Physical Inventory Certification Status Report

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

Review Campaign  aLL -
Line office ALL -

Organization

Status ALL v]

Created
| Submit | [ ResetJ | Watting for PC Approval
' | Watting for PAO Approval
|Watting for Line Office PM Approval
|Watting for Line Office ACR Approval
| Completed

N ifi /52 Report
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6. Click Submit

7. Select an output format
Click Execute

EXT8070 Physical Inventory Certification Status Report

Choose an output format

@ Acrobat ) HTML © Textfile export (Excel, Lotus 1-2-3, Access...)

Press to run the report in this window or Press to runi

Selection Criteria: 409864

Selected by Value
Review Campaign ALL

Line Office ALL
Organization

Status Completed
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8. You should see the report:

Report Title Page

sunflower Assets

Physical Inventory Certification sStatus Report
exta8070

Run by
NCAAUSER SMC SMC NCAAUSER

Run date
11/18/2011 14:46

SELECTION CRITERIA

REVIEW CAMPAIGN: ALL
LINE OFFICE: ALL

ORGANIZATION CODE-:

2" Page — Values listed

sunflower Assets Physical Inventory Certification Status Report Page 2 of 16
exteono 11/18/2011 14:46
Reviev Campaigm Custodial Area W0 Area Line Oftice Current Date of
Property Custodian PO Contact LO-IM Contact LO-FINE Contact Btatw Sutmtssioa
312 WIN MDNUAL INVENTORY S4031R610 S40IE ¥ Conplated 11/15/2011
PARKE BENITA D ADKING LINDA 45939  NELSON MELISEA A OATES LAREY X 120N
2657 mo %4420
11/15/2011
J12 WP ANUAL INVENTORY S4031R620 40318 ¥ Complated 11/15/2001
NILBUR RLAINE R ADKING LINDA 45939  NELSON MELIZEA A OATES LARRY M 120N
12608 o w4420
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