
Property Custodian Loading Current Users in Sunflower Procedures 

The instructions below provide step-by-step procedures on how to use the HTML pages 
to add or update the Current Users in Sunflower.   
 
Select “HTML Transaction pages” 
Select “to update asset information” 
 

 
 
Click on “to change user and location of assets where I'm the Property Contact”  
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Enter the New Current User Sunflower Last Name and click the down arrow. 
 

 
 
Select the correct name and then click select. (If the property does not have a current user 
because it is not in use by anyone, then the PC will enter his or her name as the New 
Current User).   
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The following screen allows the PC to select a query of barcodes current listed under the 
PC Custodial Area, or to enter the barcode manually. 
 
Click Enter Query 
 

 
 
Enter Custodial Area and click Execute Query 
 

 
 
 
Check the property assigned to the New Current User. 
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Click Save to add the Property to the New Current User 
 

 
 


