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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" 

 
3) Click on "User Defined Reports" 
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4) Select "NOAA Financial Reports" 

 
5) At next screen, select “Physical Inventory Report Certification (By Custodian)” 
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6) At next screen, click the drop down and select your custodian account code in the 

Custodian block 

 

 
7) Click "Submit" 

 

 
 

 

 

 

 

 

 

 

 



4 
 

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

 
 

9) "Open" the file and print 
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IF YOU DO NOT HAVE CAPITAL ASSETS FOLLOW THESE STEPS: 
 

 

1) Log into Sunflower 

 

2) Click on "Sunflower Enterprise Reports" 

 

 
 

 

3) Click on "User Defined Reports" 
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4) Select "NOAA Financial Reports" 

 
5) Select “Physical Inventory Report Certification (By Steward/No Asset)” 
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6) At next screen, click the drop down and select your custodian account code in the 

Custodian block 

 
 

7) Click "Submit" 
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8) At the next screen, select "Acrobat" as the output format and click "execute" 

 

 
 

9) "Open" the file and print 
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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” 
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4. Select the custodial area for this certification: 

 

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:  

 Physical Inventory Report Certification (By Custodian) 

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

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 

 

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. 
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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. 

 

 
 

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.  
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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” 

 

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

 

 

 

 

 

 

 

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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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 

 
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 

 
6. Click Submit 

7. Select an output format and click execute 
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8. You should see the report:  

Report Title Page 

 

 

2
nd

 Page – Values listed 

 

 

 

 


