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Inventory Team

In compliance with DOC PPMM paragraph 3.807. It is the responsibility of the PAO
to work with supervisors in obtaining personnel to assist in conducting physical
inventories. The Personnel conducting the inventory in this instruction are termed as
“The Inventory Team”. The Property Custodian (PC) may assist with physical
inventories as considered necessary and appropriate by the Property Accountability
Officer (PAQO). A PC, whenever possible, shall not be given the sole responsibility for
taking a physical inventory of property assigned to his/her custodial area. Exceptions to
this policy must be approved by the NOAA Property Management Officer (PMO).

This instruction provides step-by-step procedures to generate the annual inventory
listings, how to conduct an annual inventory, how to record inventory resolutions, how to
generate the Resolution Summary Report and how to submit annual inventory results
with attachments.

Please note. Electronic signatures are accepted.

To generate the Review Campaign Base Assets Report

The Property Custodian will login to Sunflower.
Select “Sunflower Enterprise Reports”.

To enter, click one of the the links below.

Sunflower Enterprise Farms

Sunflower Enterprise Repars \_|

Sunflowver Enterprise HTML Transaction Pages

Stock Azset Management

Search Atachments and Comments

CD A0 752 Transaction Menu
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In the Sunflower Property Reports Menu, select “Review Reports”.

ASLITBO00 Reports Man Meny

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

Agresment Regeds Exiess Repary
Gt e Roen s .'—|
Gmettoss  [Cmmtas
Seniy Regors Barode Repors

Framefegots  Shiopngend RectivegRegers

Iache Repors

Select “Review Campaign Base Assets”.

Click on Tab: Review Campaign

ASRVEON] Review Regors

Torun & report, click one of the finks below.

1. Select your Line Office Fiscal Year Annual Inventory (from drop down menu).
2. Resolution Type: Select “Open.

4
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Note. Do not select Interest Type

Review Campaign Base Assets

Review Campalgn

@ Display Options Tt Type I 53|
@ Saorting and Grouping [2016 OAR ANNUAL INVENTORY
| 2016 OCACY ANNUAL INVENTORY -~
& utput | 2016 OCFO ANNUAL INVENTORY
Eis 0 12016 ©CIO ANNUAL INVENTORY
Review Compaign(s) | 2016 CGC ANNUAL INVENTORY

[ALL [EXCLUDING OPEN

|AGEEEEMENT ASSET IDENTIFIER CHANGE
| AGREEMENT ASSET FINAL EVENT
| AGREEMENT ASSET INITIAL EVENT
Resoluion Type(s) | aSsiGN COMPONENT
| BARCODE KEY
|BARCODE SCAN
| CHANGE LOCATION W
|CHANGE STEWARD

tﬁduﬂlmwmsma T—r—  Pr——
it i [anjnmrrr 3 and[mevoiry o]

Click on Tab: Responsibility and Accountability.

Enter custodial area number.

-P 5.0.0.0

Review Campaign Base Assets Review Reports Menu Llnhﬂj Clear }

Review Campaign | Catolog BRIl Responsibility and Accountabilty  [IHUSSEFISIdE R

» Display Options

Bureau or Reglon 4

© Sgrting and Grouping Property Accountability Office b
|

© File Output Cust Area 5401VN200 4

[~ Include the Cust Area's child Organizations
Property Contact b
Current User 4

T | TR i
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Click on File Output.

1. Select PDF.
2. Click Submit.

a"' = hitps eascommencegon/oh O « B O X & Sunflower Enterpris.. X |

:: y Emterpnse Sunflower Enterprise - Production 5.0.0.0 ‘E

Review Campaign Base Assets Review Reports Menu | Submit Clear

© Parameters

Choose an output format

© Sorting and Grouping ® poF

o Fm Output HTML
Text file export (CSV/Excel)

ASRVBO10 Sunflower Systems (c) 2013 All ighs reserved Buid 20131230

3. Click Execute.
4. Print Repor.t

How to conduct the annual inventory

Conducting an Inventory

Prior to the inventory, the Inventory Team 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. The Inventory
Team should use the Review Campaign Base Assets Report as a list of accountable items
(Sorted by barcode number.) A second report sorted by location is also very useful in
identifying items of interest.

The Property Custodian will ensure that a Current User is assigned to each asset in
Sunflower. The below link provides guidance for assigning the Current Users in
Sunflower;

http://www.pps.noaa.gov/Property%20Custodian%20L oading%20Current%20User%20P

rocedures.pdf



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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The DOC Hand Receipt Reports are printed for each Current User. The Current User and
Property Custodian signs and dates this report. The below link provides guidance for
printing the DOC Hand Receipt Report;

http://www.pps.noaa.gov/inventory upr/ppmb hand receipt quidance.pdf .

The Inventory Team will reconcile the DOC Hand Receipts Report for accuracy. The
Inventory Team will screen the DOC Hand Receipt reports and Sunflower’s Current User
Field to account personal property maintained both on and off site.

The Inventory Team will conduct a physical sweep of the organization’s area and
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.

The Inventory Team will use the following steps in reconciliation process:
Property with a barcode, but is not on the Review Campaign Base Property Report

- Check Sunflower “Maintain Asset” screen to identify whether a record exists
and belong to another Custodial Area.

- If the Property belongs to another Custodial Area, contact the Custodial Area
Property Custodian or PPMB for assistance.

- If the barcode is not in Sunflower “Create New asset” and attach the acquisition
documentation or submit “Found” Personal Property Certification for Property

- Annotate the barcodes and action on the Review Campaign Base Assets Report

- Screen the Property against the UPR

Property without a barcode

- Search for the model and serial number in Sunflower

- Attach a new barcode to the property

- If the model and serial number is recorded in Sunflower, request a retag be
entered into Sunflower,

- If the model and serial number is not recorded in Sunflower “Create New asset”
and attach the acquisition documentation or submit “Found” Personal Property
Certification for Property

- Annotate the new barcode on the Review Campaign Base Assets Report

- Screen the Property against the UPR

Note. Property without barcodes will not appear on the Sunflower generated Review
Campaign Base Assets Report.



http://www.pps.noaa.gov/inventory_upr/ppmb_hand_receipt_guidance.pdf
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Sighted Property

- Place check by the barcode on the Review Campaign Base Property Report
- Annotate location and /or Current Users changes on the Review Campaign
Base Assets Report

Unsighted Property

- Circulated a list of unsighted Property within the organization

- Screen all transfers records, excess, and loan documentations

- Screen all hand receipts

- Screen all Computer Help desk Logs

- Contact the last known user

- Check for open Final Event Request

- Submit Online CD-52 Final Event Request for missing, lost or stolen property
with all support documentation available

- Annotate the Final Event Request number on the Review Campaign Base Assets
Report

- Coordinate submission of a BOR package with the PAO

Barcode Scanner installation and Operations

Barcode scan should be the primary means of obtaining a positive resolution for accountable
personal property when scanners are available. The following link provides guidance for Scanner
installation:

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

The following link provides scanner operation instruction:
http://www.pps.noaa.gov/inventory upr/inventory/Scanner_Operations.pdf

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

Sunflower contact for purchasing scanners:

John Peiler

Senior Director of Finance & Operations

Annams Systems Corporation (dba Sunflower Systems)
2420 Camino Ramon, Suite 130, San Ramon, CA 94583
(925) 242-4216 (phone)

(925) 355-1213 (fax)

ipeiler@sunflowersystems.com



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.pps.noaa.gov/inventory_upr/inventory/Scanner_Operations.pdf
mailto:jpeiler@sunflowersystems.com
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Recording Inventory Results

Recording resolutions for the Property in Sunflower ensure that all the Organization’s
Property are accounted for during a review campaign and provide an electronic history of
Property accountability. NOAA will use the following resolutions when barcode
scanners are not used:

Online Declarative Resolutions

Online Physical Resolutions

Confirmed Unaccounted Resolutions

Sunflower HTML pages are used to record the “Online Declarative Resolutions” and
“Online Physical Resolutions” for Inventory Module Assets.

Sunflower Forms are used to record the “Confirmed Unaccounted Resolutions” for
Inventory Module Assets.

Sunflower Forms are used to record the “Online Declarative Resolutions”, “Online
Physical Resolutions” and “Confirmed Unaccounted Resolutions” for Agreement
Module Assets

Online Declarative Resolutions:

The Inventory Teams can use this resolution for Property not barcode scanned that are
physically touched, electronically touched, verified through existence testing, or email
verified and does not require location change or adjustments to the Property record.

Online Physical Resolutions:

The Inventory Teams can use this resolution for Property physically touched,
electronically touched, verified through existence testing, or email verified. This
resolution can be used when a location change is required. The Inventory Teams must
always update the Site, Building, and room if applicable when using this resolution.
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Recording Inventory Assets Online Declarative Resolutions
or Online Physical Resolutions

Select “HTML Transaction pages”
Select “to record a resolution”

Er\[terp r| Se 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 information

to withdraw a requestto update asset information

to create excess receival request
to create inactive receival reql'iesl

to record a resalution \_ |
to list assets
to register for an e-mail notification

to performm administrative functions

Click: “to record a declarative resolution or physical resolution for Property where

I'm the Property Contact”. (Applicable to both Property Custodian and Property
Contact)

FOTErnrn=ec s wer Enterprise - Production 4.5.0.0
- l,‘ .U[ =2 sunflower Enterprise - Production 4.5.0.0

Choose a function by clicking one of the links below.

Gik | o record a physical resolution for assets where I'm the Property Contact
Clik | to racord a daclarative resolution for assets where I'm the Property Contact
Cik | 1o record a physical resolution for assets where I'm the user

Clk | to racord a declarative rezalution for assats whers I'm the user

10
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Click: Enter Query!!

| https:fisfiwrdocprod.ocs. doc.gov - Sunflower Enterprise - Production 4.5.0.0 Inventory Asset De - Microsoft Internet Explorer

File Edit view Favorites Tools Help

Google G- vco @ BB~ | % eookmarkse @hoblocksd S check v 8 fuolnk w8 F ? () settings—
\ i
\A‘
([enter Guery | [(seiect a1 ] [_Desolect al ] Show Asset Details O

EANES

Query Results
Bottom

Choose assets by clicking the Resolve checkhox and then click the [Save] button above
Larry Qates, you are the custodian of the inventory assets shown below

: Resalve TBarcode# 'Manufacturer ErModeI umber irDescription
| HEWLETT- | | B
PACKARD | |
| CD0000410956 DEVELOPMENT | C3930A |PRINTER, LASER
COMPARNY, L P
| |MICROCOMPUTER,
O CDO0004E0044 DELL IMNC. | GXMT-5166 |DESKTOR, TOWER,
| MIMNI-TOWER
|MICROCOMPUTER,
| XPS PE0 |DESKTOP, TOWER,
| CD0D004653832 DELL INC. | 62871~ | MINETOWER
|~163871~
HEWLETT- |
'PACKARD |
O CDO000472598 DEVELOPMENT C2021A |PRINTER, LASER
COMPANY | B v
@Dune é . Internet

Enter Custodial Areal!

2 hitps:fisfiwrdocprod.ocs. doc.gov - Sunflower Enterprise - Production 4.5.0.0 Inventory Asset Ph - Microsoft Internet Explorer

File Edit Wiew Favorites Took Help @ i
Google "iWGf 7«:': Goo 50 Ef +  §% Bookmarks~ Ehoblocksd TP Check »  w durolink w o AutoR] e Sendtow (2D Settings—
£
Location | | EI i
~
5
[ concelquery | [ Execute Guery | [ Recell Last Guery | [ Menually List Assets | ]
v
25
\
® Assigneb, ﬁquested
CUSE Arga s 5401n200] |
Property Contact Contact 1D | | MName | | EI
Current User Identifier | | Mame | | EI
Site [ ~|
[BuDiNG | | |IZ| == ~| [ |IZ|
Structure Level 3 | |
Manufacturer | =]
Model Mumber | ]
Description | | 3
&1 2 & Internet

11
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Note. Remove Property Contact information and then click execute
query.

+ CorrmeE gow

e [0t Yew fpeoctes Joos Help

% Assigned O Requested
Cust Area g
Property Contact Contact ID

| Name [CATES Ly e

Serial Number

Barcode #

Unigue Name

Ressclution Type -

Review Campaign !

Click: Execute Query!!

Check all property that were sighted

(2 s st doe e commence go DTS s _ b KACTALAL_CRange:

Eie an Vew Fgeeites ook M Bl
Sae ErerQuery | [ Setectas | [ Deserectaa | Show Asset Cetals [ | sty L Assets |

d

Botiom

Chocne aasets by choking the Reachve checcbax and then clok the [Seve] tuton above

Resclve || Barcode # Manufacturer Medel Number || Description E;;""w'
HEWLETT-
PACKARD LASERJET 11/08/2015
CDO00D396028 | pevEL OPMENT | 90500 PRINTER, LASER 135725
COMPANY, LP.
HEWLETT-
. PACKARD OFFICEIET || MULTIFUNCTION 11/08/2015
© || CR0000396042 | hpve, opMENT | 8500 FAX/PRINTER/SCANNER || 13:57 25
COMPANY., LP.
~ HEWLETT-
@ [ cooooosssres |PACKARD | e0s0 PRINTER, LASER |ygsans
COMPANY, LP.
. 553 . 110912015
CO0000480517 || 58 o ar st | EZPROSBD | PROJECTOR 13:67:25
O ||coooonsosass | DELL INC. F2210F MCNITOR 1ea0is
CDO0DUS0B400 | DELL INC. P2210F MONITOR s
O ||cDooonsos4ns | DELL INC. P2210F MONITOR s v

Click Save to record your resolution

12
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Cuen || Seectaa | [ Dessecian | Show Asset Details taruan, Lnt Assers
Query Results ”

T Esets by CRCng T Fetohe CheckScn and Fun Rk T [Save] Buon above

Resolve | Barcode & Manufacturer Model Number Description ggs:luboﬂ
| HEWLETT- [ I
~enonnacanss | PACKARD |LASERJET 11/08/2015
CRO0C03IZE028 | nevE| OPMENT ||9050DN PRINTER, LASER 13,5725
COMPANY, LP. ||
HEWLETT-
~oaonnacanss | PACKARD | OFFICEJET MULTIFUNCTION 11082015
R | DEVELOPMENT {8500 FAX/PRINTER/SCANNER | 13:57:25
COMPANY, LP. ||
1 [HewLETT- [
~oaonnaestas | PACKARD | ans 087232016
CDO000396TB2{| neve o e (19050 PRINTER, LASER 055357
COMPANY_LP.

Recording Inventory Assets Confirmed Unaccounted
Resolutions

Confirmed Unaccounted are used to remove open resolutions from the Review Campaign
Property Base Report. This resolution will be used for unsighted Property deemed
missing, lost or stolen.

NOTE. An online CD 52 Final Event Final Request and a Board of Review (BOR)
package must be submitted with the submission of the Annual Inventory package.
Guidance for the Board of Review packages can be found on the Personal Property
website.

To create a Confirmed Unaccounted Resolution
Select: Sunflower Enterprise Forms.

Eﬂterpﬂse 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

13
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Click Review.

Click Create Resolutions.
Click Create Inventory Asset Resolutions

Eon Res
Process Resoclution Interface Records

Lookup Resolutions
Create Agresment Assel Resolutions
Delete Reschutions * Creaste Excess Assel Resolutions

\ \
Maintain Review Accruals Create Financial Assel Resolutions \

Enterprise

Select Confirmed Unaccounted.

Tab

Justification: select Lost /Stolen / Missing.
Enter and select your Last Name.

14



[ Sunflower Enterprise - Production 4.5.0.0 - 08/24/2012 (LARRY.MOATES@ppmsprd).

| Exit Agree Contract Momt Sentry Einance Inactive Excess Reyiew [T Components Barcode Agmin Beports Fugetions Utlity Window Help
| BEAN & &% EEB  HRl ey DEBEDO &R

B Create Inventory :-: olutions - asrv2120

Rezolutions

Justification |LOST / STOLEN / MISSING
Authorized By ;?m-w[] Last Mame® |[CaTES First |LarRY

Ok A Barcode # Manufacturar f Model f Official Name™  Location™ Stock Mumber  Quanlily Urut of Measure

T r r
e |

Enter - The barcode or barcodes in the Barcode field of the Property block.
Click - The Tab key and the Property information automatically populates.
Click — F10 to Save.

Sunflower will check Ok in the check box next to the barcode.

Recording Agreement Assets Resolutions

To create an Agreement Asset Resolution
Select: Sunflower Enterprise Forms.

-> ‘:r]terpr]ge Sunflower Enterprise - Production 4.5.0.0

Welcome: Larry Qates

Teo enter, click one of the the links below.

Sunflower Enterpnise Heporls

Sunfllower Enterpnse HTML Transaclion Pages

Stock Asset Management

Search Attachments and Comments

CD 50 /52 Transaction Menu

Click Review.

15
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o gl
7/

Click Create Resolutions.

Click Create Agreement Asset Resolutions for GSA Leases and leased equipment

16
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Select one following: Online Declarative, Online Physical or Confirmed Unaccounted

" raduction 5000 - 09/ 07/2016 LARRY MOATES@ppmsprd p
| Exit Agree Contract Mgmt Sentry Finance Inactive Excess Review [T Components Barcode Shipments Agmin Reports Fupctions Uity Window Help
BEASD =& aAav BEEEE IH 7 HRUEeR Y« DEAEAGO&R

I dCreate Agreement Asset Resolulions - asv2120

Find[%
| | Resolution Type
Assats CONFIRMED UMACCOUNTED
DECLARE UNACCOLINTED
INACTIVE SEND TO EXCESS
Ok A Barcode # ONLINE PHYSICAL .
mil]

(ng) (0] (conel

Tab

| Exit Agree Contract Mgmt Sentry Finance Inactive Excess Review [T Components Barcode Shipments Agmin Reports Fupctions Uity Window Help
BEASD =& aAav BEEEE IH 7 HRUEeR Y« DEAEAGO&R

I dCreate Agreement Asset Resolulions - asv2120

Typé  ONLINE DEGLARATIVE
Justification
Authonzed By [EIEH]

| Find%

Assets Justification Level

CERTIFICATION SIGNED BY CLIENT

B LIST RETURNED FROM CLIENT LIOM
Ok A Barcode & LOST/ STOLEN / MISSING

O &
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Enter and select your Last Name.

.| Sunflower Enterprise - Productic A5.0.0 - 08/24/2012 (LARRY. MOATES@ppmsprd).
Exit Agree Contract Mgmt Sentry Einance |nactive Excess Review [T Components Barcode Admin Beports Fupctions Lhility ‘Window Help
BEHAO & av BEEBEEEBEE TH 7 HegevreucORIO0 &R

VBl Create inventory Assot Resolutions - asm@ 190 [0

Resolutions

Type §

[LOST £ STOLEN £ MISSING
Authorized By (264420 Last Name® [QATES First [LarRY Mid [MIC

Justification |

Assats

Ok A Barcode # Manufacturer / Model £ Official Name®  Location® Stock Number  Quantity Urit of Measure

& T T I

Message |

Enter - The barcode or barcodes in the Barcode field

Click - The Tab key and the Property information automatically populates.
Click — F10 to Save.

Sunflower will check Ok in the check box next to the barcode.

Review Resolution Summary Report

This Review Resolution Summary report provides a summary of all recorded inventory
resolutions. There should be no “OPEN” resolutions reflected on this report. This report
will be submitted as an attachment in the completed inventory packaged.

The PC will login to Sunflower.
Select “Sunflower Enterprise Reports”.

To enter, click one of the the links below.

Sunflowrer Enterprise Forms

Sunflower Enterprise BEepotts \I_I

Sunfloweer Enterprise HTML Transaction Pages

Stock Azset Management

Search Attachments and Comments

CD A0 a2 Transaction Menu

18
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In the Sunflower Reports Menu, select “Review Reports”.

ASIUITEO00 Report=s Main Menu

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

Agreement Reports Inactive Reports
Contract Reports Excess Feports
Management Reports Review Reports \_l
Sentry Reports IT Component Reports
Finance Report=s Administration Reports

Iser Defined Report=s

FPreviously Run Report

Select — “Review Resolution Summary”.

ASR\VBO0D Review Reports

Torun a report, click one of the finks below.
Current Resolions t Oferent Locaton than Assel  Review Campaign Base Ascets wih Resolbon nfrmation
Execube Review Resolution Summary Revew Campaion Properbes
Revew Accrals Reew Resolabon Sunmary by Person
B i Querages Regort
RunR
Regors Wi Meny

Click on Tab: Review Campaign

1. Select: Fiscal Year Review Campaign for your Line Office.

19



Review Resolution Summary

Review Campaign

o Display Options

Interest Type i El
© Sprting and Grouping e ToC DL N EHTORT -
2006 OMAD ANNUAL INVENTORY ~

@ File Output | 2016 PPI ANNUAL INVENTORY
B | 2016 USEC ANNUAL INVENTORY .
20

Review Campaign(s)

| 3 NOAA_NWS_FYOS

L

E— S OT—— e

Click on Tab: Responsibility and Accountability

1. Enter custodial area number.

MOl —

Review Campaign Base Assets Review Reports Meny | Submit | [ Clear )

l | | Review Compaign | Catalog | acation | esgonsiniry oo Accountobity | User Fikds

o Display Options

Bureau of Region T
© Sprting and Grouping Property Accountability Office 4
o File Output Custhres  [540IVN200 S

I Include the Cust Area's child Organizations
Property Contact 4

. O o

Click on File Output.
1. Select PDF.
2. Click Submit.

20
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0t

B wpstwsocescommecegonts 0+ B B G X | B suioner Enterpris % — i N

TN

Review Campaign Base Assets Review Reports Meny | Submit | [~ Clear |
o Parameters
© Display Options Choois ie culpel format
© Sorting and Grouping & por

[wowee

" Text file export (CSV/Excel)

B oo

1. Click Execute.
2. Print Report.

21
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Sunflover Rhasets
ASRVEC2d

ONLINB PEYSICAL

Review Resolution Summary

Subtotal

& af Tatal=

ON1INR DECLARATIVE

Subtotal
% of Totals

CHANCE ETENAND

Subtotal

Flags Count & ky Count Value & by
Gensisive 1 H
F o - s
21% Birrhome " il H nn
Ertimace [} -0 s 00
[ Rl 2 .o
] 47.27 H 2817
Fd 3 123 211. 61
4an 3n 3T 4
rlags Uount ¥ ky Usunt alue
Sensitive 9 60.22 B €5.56
Fundad i bl s nn
Eulk Farchase o] -0 B Rt}
Estimate [} -0 B )
" il H nn
10 52.61 B €0.62
39 3 214 2%3.57
58.21 62.0%
Flag= Count & ky Count Value & by
1 Z2.08 & 1,€E62.00 1.8l
[y o H 0.00 00
[ o B 0.00 R}
i il s nonn nn
[ o B 0.00 R}
[y o H 0.00 00
1 3 1.662.00
1.49 N1

% of Totals

Review Resolution Summary

Value

PR,

Subtotal

¥ of Report Totals

&7 § 35,

167.18

100.00

22
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Submitting the Annual Inventory Package

At the completion of the Annual Inventory, the PC will certify and submit to their PAO
the below attachments:

- Inventory and UPR Certification, (signed and dated by the PAO and PC)

- Review Resolution Summary Report (with no Open Resolution)

- UPR and CWIP UPR Printout (with no payments older than 45 days)

- BOR package for all Confirmed Unaccounted Resolutions.

The PAO will certify and submit to the Staff/Line Office Property Manager.

The inventory results will be submitted electronically using the “Sunflower Inventory
Certification Document Storage and Approval Process”

Property Accountability Officer and the Property Custodian will retain a copy of the
complete inventory package for future audits.

23
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Inventory and UPR Certification

NOAA Personal Property

Inventory and UPR Completion Certification Form

I . &5 Personal Propesty Costodizn for
TFrint mmmd)
Tustadizl Arss cartifyy thatthe Personal Property Listinz as of
dats: is completed | I centifyr that myy orsmnization UPE and SWTP UTPE has

besn :I'-".-.-:I]:I."I]ad.-;‘l:l.d.:l’aﬂ-"_'-__l‘ no pavments grester than 45 dayvs

Orznization/'CBS code;_

Was this inventory conducied with a Barcods Scanner™ Yes arMNa

Unsighted (Lost, AMissing or Stolen) assets: = and total scquisition valwe
?:m]m:

__ Imventory and TTPE Centification sizn by kot PAD and PC

__ Zapy afithe Fesalutiom Swmanany Fapant (Mo Open Fesolwtions)

__ Copyofonrent TPE Repont {CWTP 2nd Mon SWIE)

_ ZapyofBOF pxlzsss (Ifunsighmed assets wers raponsd)

g B

Froperty Custodian Siznature: Diata:

I . Prop=rty Acconnibility Officer, certifyy that a thosonsh
inventory has besn conducied, and this packass contains 2]l required docnmentation stated above

Property Acconntability Offcer Signatore Diate:

24
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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 log into Sunflower.
2. Go the CD-50/52 Transaction Menu.
3. Click “to create physical inventory certification”.

% Sunflower Enterprise - Production

Smc Noaauser

@, to request a change of asset detail
@, to request creation of an asset
(Click] to request an excess receival
@, to request retirement of asset
Click to maintain comments

Click | to maintain pictures/attachments

Click | to create physical inventory certification —

Click | to accept/deny a change of asset detail request
Click | to accept/deny excess recefval request
Click | to accept/deny retirement of assets

Click | to accept/deny a physical inventory certification
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4. Select the custodial area for this certification:

- i’ Search = | -:—I M lf}' Share gl - ‘t-} Bookmarks ~ | Ap Check = &3 Translate = |

# Sunflower Enterprise - Production 4.5.0.0
ORACLE

Smc Noaauser
Create Inventory Certification

Custodial Area

Review Campaign 540051003
S4007TMO01
540IQE510

5. Select the Review Campaign for this certification:

M & & ® . .

_ppmsdew/EXT_OWA_INV_CERT.query_record?p_session=0686074673AB11 CASFI3E9DA067BDO018DFCATIL2A45720D9525D8BCE02DE]

- i’Search '--j' E?' Ap Check = £ Translate

Share ~ EI" 1__:? Bookmarks ~

Sunflower Enterprise - Production 4.5.0.0
ORACLE

Smc Noaauser
Create Inventory Certification

Custodial Area -
Review Campaign -

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

NOTE — The Property Custodian can save this certification 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.

Create
Custodial Area S430BN400 Rev

Status Created Created By NOAAUSER

¥OUR 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 current CWIP UPR Report
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8. Click on Browse.
Select the inventory PDF documents from your computer.

Click Open.
S W WS W W T ==
- .
Ou » @ v Libraries » Documents » - |¢f|| Search Documents Pl
Organize « Mew folder = O @
p Share ~ EI -
Y Favorites — Documents library Arange by Folder *
B Desktop Includes: 2 locations
- - 3 4
# Downloads = MName Date modified Type Si * oduction
5l Recent Places
.. Bluetooth Exchange Folder 11/1/2010 6:11 PM File folder |
B Deskiop . Fax 10/10/2011 4:07 PM  File folder 1
5 Librarics . microsoft 9/30,2010 2:34 AM File folder |9
@ Documents . Musicnotes 4/16/201112:19 PM  File folder jaauser
J‘ Music . My Data Sources 10/7/2011 11:00 AM  File folder . .
] Pictures || Scanned Dacuments 1071072011 407 PM  File folder Certification
E Videos .| Sight5peed Recordings 10/22/201112:41 ... File folder 2010 OCIO A
B admin . Sunflower%:20Mobile?205clution[1] 3/14/2011 9:21 AM File folder "
8 Computer i35 Nicoles report.csv 11/16/2011 113 PM Microsoft Office E... B
e s P Che  en . P TIIE_NOAAUSER
& o5 salal " | r
Eilname ~ | AllFiles (*) -|
| 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\Userstadmin\Desktop\Signed inventory and UPR certification for 5430BN400.docx

L e THIS WAS SIGNED ON 11412 BY PC AND PAD OF 5430BN40)
Description
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10. The attachment is uploaded and appears at the bottom.

Maintain Attachments

File

Save | Delete? Name

View

i

Browse... | [Add Description

Description

M

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

11. Repeat the process for the other documents.

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

Maintain Attachments
File Browse... @ Description
Save | |Delete? Name Description M
View Review resolution summary report 5430BN400.docx THIS IS THE REVIEW RESOLUTION SUMMARY REPORT A
View Signed inventory and UPR ceriffication 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
12. Only click the Submit button when you are ready to submit to the Property
Accountability Officer.
NOTE- Once you have submitted, the Property Custodian cannot make any
changes unless the PAO denies the Certification. Only one certification is
allowed per Custodial Area per Review Campaign.
YOUR COMMENTS GO HERE -
Comments
Save | | Submit |
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13. The status will change to Waiting for PAO Approval once The Property
Custodian submits and an email notification is sent to the Property Accountability
Officer for that Custodial Area.

Smc Noaauser
Create Inventory Certification

Custodial Area S430BN400 Eeview Campaign 2011 NMFS ANNUAL INVENTORY

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

Sunflower Enterprit

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

@I to maintain 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 _
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4. Select the appropriate Review Campaign, or type in the Custodial or PAO Area,
and click Submit

x Go 3'6 vﬂSearch'--j'E‘iﬂ' i

Sunflower Enterprise - Prc

Accept/Deny Physical Inventory Certification

Review Campaign ¥ Custodial Area

2010 NWS ANNUAL INVENTORY
2010 OAR ANNUAL INVENTORY
2010 OCFO ANNUAL INVENTORY
2010 OCIO ANNUAL INVENTORY
2010 OMAO ANNUAL INVENTORY
2012 AGO ANNUAL INVENTORY
2012 NOAA TEST CAMPAIGN
2012 OCAD ANNUAL INVENTORY
2012 OCFO ANNUAL INVENTORY
2012 OCIO 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 | Subme |

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 adocument:
- Click Browse.
- Select a file from your computer.
- Click Open.
- Type a Description.
- Click Add.
Maintain Attachments
File Browse... @ Description
save| Delete? [Name Description MIME Type  [Size (Bytes)
View Signed Inventory and UPR. Certification 54022E178.docx |SIGINED BY BOTH POA AND PC FOR. 54022E178 ATTACHMENT 10351
Wiew Review Resolution Summary Report 54022E178 docx DESCRIPTION GOES HERE ATTACHMENT 10347
Wiew UPR. Certification 54022E178 docx UPER. DESCRIPTION GOES HERE ATTACHMENT 10237
Wigw Mobile Trak Report 54022E178 docx MOBILE TRAK REPORT ATTACHMENT 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.

33



NOAA PPMB

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

PROPERTY CUSTODIAN COMMENTS GO HERE™

54022E178 |NOAAUSER SMC SMC _NOAAUSER 11/21/2011

7 1540228 NOAAAPPROVER SMC SMC_NOAAAPPROVER g?: rI?u aEBNE\;t; BECAUSE THE MOBILE TRAK REPORT IS SHOWING THE WRONG
NWS NOAAAPPROVER SMC SMC_NOAAAPPROVER
PPMB REZAEI ALAN AREZAEI

0
o
=
@

- 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= D
7 54022E NOAAAPPROVER SMC SMC_NOAAAPPROVER |APPROVE ALL DOCUMENTS i
NWS NOAAAPPROVER SMC SMC_NOAAAPPROVER. i
PPMB REZAEI ALAN AREZAEI 1
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 ~C— |

Sunflower Enterprise HTML Transaction Pages

Stock Asset Management

Search Attachments and Comments

CD 50 /52 Transaction Menu

Logoff
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2. Click on User Defined Reports.

CNterorise suew

ASUTE000 Reports Main Menu

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

Agreement Reports Excess Reports

Contract Reports Review Reports
Management Reports IT Component Reports

Sentry Reports Barcode Reports
Finance Reports Administration Reports

Inactive Reports

UserDefinedReports < |

| nRkR
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3. Click on NOAA Specific CD50/52 Reports.

DoC Specific Financial Reports

NOAA Specific Transaction Reports

NOAA Specific UPR R

Heritage Assets Reports

DoC Reports

Reports Main Menu

NOAA Specific CD50/52 Reports \I__|

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

Previously Run Report

DoC Specific Reports

Physical Inventory Certification Status Report <« |
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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

Enterprise

Sunflower Enterprise - Production 4.5.0.0 NOAA Specific CD§

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 :]
|Created
[ Submit ] [ Reset ] |Watting for PC Approval

| Watting for PAO Approval

| Waiting for Line Office PM Approval
|Watting for Line Office ACR Approval
| Completed

N ifi /52 Report

6. Click Submit.
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7. Select an output format.
Click Execute.

EXT8070 Physical Inventory Certification Status Report

Choose an output format

© Acropat ) 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
ext8070

Run by
NOAAUSER SMC SMC MNOAAUSER

Run date
i11/18/2011 l14:46

SELECTION CRITERIA

REVIEW CAMPAIGN: ALL
LINE OFFICE: ALL

ORGANIZATION CODE:

2" Page — Values listed

sunflover Assets Physical Inventory Certification Status Report page 2 of 16
ext8070 11/18/2011 14:46
Raviev Campaign Custodial Area 0 Area Line Oftice Curreat Date of
Proparty Custodian PAD Comtact 10-PM Costact  LO-PM@ Coatact ftatus fmission
112 WM ANNUAL INVENTORY 540318610 S40IE o Conplatsd 11/15/201
PARKS BENITA D ADKINS LINDA 45939 NELDON MELISSA A OATRE LARRY ¥ 1:20:
26576 mo 264420

11/15/2011

}12 WP MDTAL INVENTORY 540312630 S40IIE w Complated
WILBUR BIAINE B ADKING LDNDA 45339  NELSON MELIZSA A OATRS LARRY N
1263 mo 260420

11/15/2011
13:20:04

40




	Inventory Team
	To generate the Review Campaign Base Assets Report
	How to conduct the annual inventory
	Barcode Scanner installation and Operations
	Recording  Inventory Results
	Recording Inventory Assets Online Declarative Resolutions or Online Physical Resolutions
	Recording Inventory Assets Confirmed Unaccounted Resolutions
	To create a Confirmed Unaccounted Resolution
	Recording Agreement Assets Resolutions
	To create an Agreement Asset Resolution
	Review Resolution Summary Report
	Inventory and UPR Certification
	Sunflower Inventory Certification Document Storage and Approval Process
	Running  Sunflower Inventory Certification Reports

