CAPITALIZED INVENTORY PROCEDURES

Step by Step Procedures for Generating Capitalized Inventory

(Note: If you get a blank report or your custodial account code isn’t listed, this means that you do not have any
capitalized assets. If this is the case, please follow the instructions on page 5.)

1) Log into Sunflower

2) Click on "Sunflower Enterprise Reports"

To enter, click one of the the links below.

Sunflower Enterprise Forms

Sunilower Enterprise Reporis \

Sunilower Enterprise HTML Transaction Pages

Stock Asset Management

cD 50/ 52 Transaction Menu

Logoff

3) Click on "User Defined Reports™

Agreement Reports Excess Reporis
Coniract Reporis Review Reports
Management Reports IT Component Reports
Sentry Reporis Barcode Reports
Finance Reporis Administration Reports
Inactive Beports Maintenance Reports
User Defined Reports
Previously Run Report \




4) Select "NOAA Financial Reports"

NOAA Financial Reports

DOC Financial Reports \

NOAA Specific Transaction Beports

NOAA Specific CD30/52 Reports

NOAA Specific UPE. Reports

Hentage Assets Reports

DoC Reports

Beports Main Menu

5) At next screen, select “Physical Inventory Report Certification (By Custodian)”

Propertv Summary by Object Class Code

Property Summary by System Catalog

Depreciation Roll-forward by Svstem Catalog

Acgusition Cost Roll-forward by System Catalog

Caprtalized Propertv Detail

Prior Pertod Adjustment Schedule

Current Period Adjustment Schedule

Physical Inventory Report Certification (Byv Custodian)
Phvsical Inventory Report Certification \

Physical Inventory Report Certification (No Assets)

Physical Inventory Report Certification(Byv Steward MNo Asset)

Personal Properiv Capital Lease

Personal Propertvy Operating Lease

Personal Property Financial Reports - AdditionModification

Personal Property Financial Reports - Deletion

Personal Property Financial Reports - CY Depreciation

Personal Property Financial Reports - CY Depreciation Detail

Personal Property Financial Reports - CY Adjustment

Personal Propertv Financial Reports - PP Depreciation

Personal Property Financial Reports - Acquisition Detail

Personal Property Financial Reports - Accumul. Depr. Detail




6) At next screen, click the drop down and select your custodian account code in the

Custodian block

7) Click "Submit"

EXTE100 Physical Inventory Report Centification (By Custodian)

Include

Custodian [S4001ED04
S40DINIT1
54001W051
S4001WOS2
54001053
54001054
Submit ||_|ﬁ¢|:-ni'.'.~u55
SADD1WOST
54001058
54001065
S4001W06S
~ |54001worn
N Fin S4D01WOT
— 54001074

S40DIWOTS
54001076
S4001W305
540020001
540020003
540020007
S4002W032
S40DVY033
54002034
54002035
54002037
S4002VY040
S40D2VW04E
54002W224
SH002W2S5S W
54003E008

EXT6100 Physical Inventory Report Certification (By Custodian)

Include
Custodian

| Submit || Reset |

AN

MOAA Financial Reports




8) At the next screen, select "Acrobat™ as the output format and click "Execute”

EXT6100 Physical Inventory Report Certification (By Custodian)

Choose an output format
® Acropat () HTML

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

Selection Criteria: 1316004

|/

Include

Custodian 54003E009

MOAA Financial Reports

9) "Open" the file and print



IF YOU DO NOT HAVE CAPITAL ASSETS FOLLOW THESE STEPS:

1) Log into Sunflower

2) Click on "Sunflower Enterprise Reports"

To enter, click one of the the links below.

Sunflower Enterprise Forms

Sunflower Enterprise Reports \

Sunflower Enterprise HTML Transaction Pages

Stock Asset Management

CD 50 /52 Transaction Menu

Logoff

3) Click on "User Defined Reports™

Agreement Reporis Excess Reports
Contract Reports Review Reports
Management Reports IT Component Reporis
Sentry Reporis Barcode Reporis
Finance Reports Administration Reports
Inactive Reports Maintenance Reports
User Defined Reports
Previpusly Run Report




4) Select "NOAA Financial Reports"

NOAA Financial Eeports
DOC Financial Reports \

NOAA Specific Transaction Beports

NOAA Specific CD30/52 Beports

NOAA Specific UPE. Eeports

Heritage Assets Reports

DoC Reports

Beports Main Menu

5) Select “Physical Inventory Report Certification (By Steward/No Asset)”

Property Summary by Object Class Code

Property Summary by System Catalog

Depreciation Roll-forward by Svstem Catalog

Acquisition Cost Roll-forward by System Catalog

Capitalized Property Detail

Prior Pentod Adjustment Schedule

Current Period Adjustment Schedule

Physical Inventory Report Certification (Bv Custodian)

Phvsical Inventory Report Certification

Phvsical Inventory Report Certification (No Assets)

Physical Inventory Report Certification(Bv Steward/ No Asset)

Personal Propertv Capital Lease

Personal Propertv Operating Lease

Personal Property Financial Reports - Addition™Modification

Personal Property Financial Reports - Deletion

Personal Property Financial Reports - CY Depreciation

Personal Property Financial Reports - CY Depreciation Detail

Personal Propertv Financial Reports - CY Adjustment

Personal Property Financial Reports - PP Depreciation

Personal Property Financial Reports - Acqusition Detail

Personal Property Financial Beports - Accumul. Depr. Detail
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6) At next screen,
Custodian block

7) Click "Submit"

click the drop down and select your custodian account code in the

EXT6100B81 Physical Inventory Report Certification(By Steward/No Assat)

Select steward organization

Organization |s4nsmmazs
4050024 L]
54051E0&1
54051EDE2
5405ZE 136
54052E 138
| Submit | Res 54052130
54052E130
GAQ52E 140
54052E 140
5405ZETAT
. 54052E23T
M Fingncsall #4352

S4053EDE3
S40SIENID
S4050N300
S4050320
54050320
S4062E
S4067E0E4
S406ZE0E4
S4062E 00
S4062E 200
S4OT2E
S407ZEDES
S407ZEDED
S40IHNG0D
S4010M 000
S4010W200
540188330

EXT6100B1 Physical Inventory Report Certification(By Steward/No Asset)

Select steward organization
Organization

| Submit || Reset |

AN

MOAA Financial Reporis




8) At the next screen, select "Acrobat™ as the output format and click "execute”

EXTG6100B1 Physical Inventory Report Certification(By Steward/No Asset)

Choose an output format
® acropat O HTML

AN

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

Selection Criteria: 1316005

| Steward area || 54022E106 ‘

MOAA Financial Reporis

9) "Open" the file and print



All Capitalized Inventory Certifications will be routed using the “Sunflower Inventory Certification
Document Storage and Approval Process”

The Review Campaign name is “2014 CAPITALIZED ASSETS AUDIT”.

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”

1o maintain asset

to create asset

10 request an excess receival

to request retirement of asset

10 maintain comments

to tnaintain pictures/attachments

to suppress payments records

to create physical inventory certification C——

1o accept/deny a change of asset detail request

to accept/deny excess receival request
to accept/deny retirement of assets - old
to accept/deny retirement of assets

1o accept/deny a phyvsical inventory certification




4. Select the custodial area for this certification:

% Sunflower Enterprise - Production 4.5.0.0 DE-

Smc Nmfsreqpc
Create Inventory Certification

Custodial Area sa013w045 4
Review Campaign | v

5. Select the Review Campaign for this certification:

Sunflower Enterprise - Production 4.5.0.0 %

Smc Nmfsreqpc
Create Inventory Certification

Custodial Area 54013W045 v
Review Campaign ([ HES IS S S v

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

PAOQO’s review.

Smc Nmfsreqpc

Create Inventory Certification

Custodial Area 54013W045 Review Campaign NOAA 2014 CAPITALIZED ASSETS AUDIT

Status Created Created By NMFSREQPC SMC SMC_NMFSREQPC Created On 03/25/2014 07:38:37

YWOUR COMMENTS GO HE REI
Comments

[ save [ ubm |

Maintain Attachments

File

Browse... Description ‘

7. Upload the required inventory certification attachments:

e Physical Inventory Report Certification (By Custodian)
e Physical Inventory Report Certification (By Steward/No Asset)

8. Click on Browse
Select the inventory PDF documents from your computer
Click Open

|73 Choose File to Uploac

oy o S
(_- 3 B Desktop »
Organize + New folder

» =F=E[ Microsoft Excel 97-2003 Worksheet
4.0 Favorites B

— [ NOAA Customizations
|-De$ X Microsoft Excel Worksheet
& Downloads 49.9 KB
| Recent Places Outlook 2013
#& SkyDrive Shortcut
230 KB

4 Libraries Physical Inventory Report
b @ Documents Certificaiton By Custodian

Adobe Acrobat Document
I AH Music

PowerPoint 2012
I (=] Pictures S:::;u:”n
B Videos 234 KB

QC Ongoing Event Job Aid
Adobe Acrobat Document
527 KB

m

apl Computer
&, 05 (C) -

File narme:

Maintain Attachments

File

WME=| Microsoft Excel Worksheet

i ]

==
.
X
I,
X
I,
w
I,

MNOAA Projects
Microsoft Excel Worksheet
10.8 KB

Outstanding NOAAICR Issues List

01-09-14
Microsoft Excel Worksheet

Certificaiton By Steward_No Asset

Physical Inventory Report
\_é Adobe Acrobat Document
QC Ongoing Event Job Aid

774 KB

Micresoft Word Document

QC ONGOING EVENT MEETING

2456 KB

Micresoft Word Document

IProduction 4.5.0.0 C,E-

sreqpc
Certification

H OAA 2014 CAPITALIZED ASSETS AUDIT

' NMFSREQPC Created On 03/25/2014 07:38:37

» [ Files ()

)

[ Open

J |

Cancel ]

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

Smc Nmfsreqpc

Create Inventory Certification

Custodial Area 54013W045 Review Campaign NOAA 2014 CAPIT

Status Created Created By NMFSREQPC SMC SMC_NMFSREQPC (

YOUR COMMENTS GO HERE
Comments

Maintain Attachments

e

File CiUsers\kkeown\Desktop\Physical Inventory Report Cerfificaiton By Custodian pdf | Browse... Description THIS WAS SIGNED BY PC ON 3/1/14 AND PAC OF

10. The attachment is uploaded and appears at the bottom

Maintain Attachments

File

Browse... Description ‘ ‘

”Description ||MD-‘I:E Type ||Size (B}-1es)|
|ﬂ view | 1 |[Physical Inventory Report Certificaiton By Custodian pdf| THIS WAS SIGNED BY PC ON 3/1/14 AND PAO OF[ATTACHMENT|

[[ save ||Delete '?||Name

844]

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
File Browse... Descrip‘tion‘
Save |Dele‘te'?‘ Name Description MIME Type Size (Bytes)
D] O Physical Inventory Report Certificaiton By Custodianpdf || THIS WAS SIGNED BY PC ON 3/1/14 AND PAO OF||[ATTACHMENT] 844
View | [] |[Physical Inventory Report Certificaiton By Steward No Asset pdf] THIS WAS SIGNED BY PC ON 3/1/13 AND PAO OF||ATTACHMENT| 844
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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.

YOUR COMMENTS GO HERE -
Comments

Sav&] [ Submit ‘ 4

13. The status will change to Waiting for PAO Approval once The Property Custodian submit and an
email notification is sent to the Property Accountability Officer for that Custodial Area.

Smc Nmfsreqpc
Create Inventory Certification
Custodial Area 54013W045 Review Campaign NOAA 2014 CAPITALIZED ASSETS AUDIT

~—

Status Waiting for PAO Approval Created By NMFSREQPC SMC SMC_NMFSREQPC Created On 03/25/2014 07:38:37
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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”

W Sunflower Enterprise - Production 4.5.0.0 Emmm“‘

Smc Nmfsreqpc

to maintain asset

to create asset

to request an excess receival

to request retirement of asset

to maintain comments

to maintain pictures/attachments

to create physical inventory certification

to accept/deny a change of asset detail request

to accept/deny excess receival request

to accept/deny retirement of assets - old

to accept/deny retirement of assets

to accept/deny a physical inventory certification g

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

% Sunflower Enterprise - Production 4.5.0.0

Accept/Deny Physical Inventory Certification

Review Campaign [N R s S ey UM v Custodial Area | || submit | 4
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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

Accept/Deny Physical Inventory Certification

Review Campaign [NOAA 2014 CAPITALIZED ASSETS AUDIT

~] Custodial Area | || submit |

Custodial Area||Review Campaign

Status Created By Created On

Waiting for PAO Approval |[NMFSREQPC SMC SMC_NMFSREQPC|03/25/2014 07:38:37

34013W045 NOAA 2014 CAPITALIZED ASSETS AUDIT

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 adocument:

- Click Browse
- Select a file from your computer
- Click Open
- Type a Description
- Click Add
Maintain Attachments
File Browse... Descrip‘rioﬂ‘ ‘
@ Delete?||Name Description MIME Type Size (Bytes)
view || [ Physical Inventory Report Certificaiton By Custodian.pdf | THIS WAS SIGNED BY PC ON 3/1/14 AND PAO OF||ATTACHMENT 844
[Lvew || [0 ||Physical Inventory Report Certificaiton By Steward_No Asset.pdf| THIS WAS SIGNED BY PC ON 3/1/13 AND PAO OF| ATTACHMENT]| 844

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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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

i 54013W045 [|[NMFSREQPC SMC SMC_NMFSREQPC||03/25/2014|||YOUR COMMENTS GO HERE

D S4013W NMFSPAQ SMC SMC__\—MFSPAO ‘I\Frgg 'I“SGDBI:::IB\IFLESUIE“"EE[‘I‘I,EAAJSSE THE MOBILE TRAK REPORT 12 SHOWING THE :
NMFS NMFSPMO SMC SMC_NMFSPMO
PPMB NMFSLOR SMC SMC_NMFSLOR

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
i 54013W045 || NMFSREQPC SMC SMC_NMFSREQPC||03/25/2014| | 7OVR COMMENTS GO HERE
M || O |54013W NMFSPAO SMC SMC_NMFSPAO I APPROVE ALL DOCUMENTS
NMFS NMFSPMO SMC SMC_NMFSPMO
PPMB NMFSLOR SMC SMC_NMFSLOR ‘ |
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Running Sunflower Inventory Certification Reports

1. Log into Sunflower and go to Sunflower Enterprise Reports

Welcome: Smc Nmfspao

To enter, click one of the the links below.

Sunflower Enterprise Forms

Sunflower Enterprise Repaorts <+

Sunflower Enterprise HTML Transaction Pages

Stock Asset Management

CD 50 /52 Transaction Menu

Logoff

2. Click on User Defined Reports

ASUTE000 Reports Main Menu

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

Agreement Reporis Excess Reports

Contract Beports Review Reports
Management Reporis IT Component Reports

Sentry Reporis Barcode Reports
Finance Reports Administration Reports

Inactive Reports

User Defined Reports <

Previously Run Report
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3. Click on NOAA Specific CD50/52 Reports

NOAA Financial Eeports

DOC Financial Beports

NOAA Specific Transaction Beports

NOAA Specific CD50/52 Reports ¢

NOAA Specific UPE. Eeports

Hertage Assets Beports

DoC Reports

Feports Main Menu

4. Click on Physical Inventory Certification Status Report

Assets with Excess/Inactive Requests

Assets with Final Event Requests

Assets with Change Detail Beauests

Beactivated Assets Details

Edit Inventorv Asset Interface Report

Edit Inventorv Asset Interface Progress Beport

Physical Inventory Certification Status Eeport < i

CD-50 Aszet Transaction Feport

QC Ongomng Event Report

QC Summary Ongoing Event Eeport

Previouslv Fun Eeport

DoC Specific Beports




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

Sunflower Enterprise - Production 4.5.0.0 NOAA Specific CD50/52 Reports

EXTS8070 Physical Inventory Certification Status Report

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

Review Campaign | MOASA 2014 CAPITALIZED ASSETS AUDIT v|

Line office ALL hd
Organization | |
Status <

| Submit || Reset |

\

NOAA Specific COSOIS2 Reports

6. Click Submit
7. Select an output format and click execute

EXT8070 Physical Inventory Certification Status Report

Choose an output format

® acrobat ) HTML O Text file export (Excel, Lotus 1-2-3, Access...)

Fress to run the report in this window or Press to run the report in the background

Selection Criteria: 1318102

Selected by Value
| Review Campaign || NoAA 2014 CAPITALIZED ASSETS AUDIT |
| Line Office [ AL |
| Crganization ” |
| status [ |

NOAA Specific CD50/52 Reports




8. You should see the report:

Report Title Page

Sunflower Assets

Physical Inventory Certification Status Report

ext8070

Run by
NMFSPAQ SEMC SMC_ HNMFSPARAO

Run date

03/25/2014 08:329

SELECTION CREITERIA

REVIEW CAMPATGN: NOAR 2014 CAPITALIZED ASSETS AUDIT
LINE OFFICE: ALL

CRGANIZATION CODE:

STATUS: ALL

2" Page — Values listed

Sunflower RAssets
extB8070

Review Campaign

NOAR 2014 CAPITALIZED
ASEETS AUDIT

Physical Inventery Certification Status Report

Line Office
LO-PM Contact LO-PPME Contact

PAQ Area
DPRO Contact

Cuatodial Area
Property Custodian

54013W045 NMFE

NMFEEEQPC EMC
EMC_KMFSREQPC
03/25/2014

BMFELOR EMC
SMC_NMFELOR

NMFSDMO EMC
SMC_ NMFSEMO

Current
Btatus

Waiting for BARO

Approval

Page 2 of 3
03/25/2014 0B:39

Date of
Submission

03/25/2014
07:54:51
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