Property Custodian Online Resolution Inventory Procedures

Annual Inventory Instructions

This instruction provides step-by-step procedures to obtain the annual inventory listings,
how to conduct the annual inventory, and how to record the inventory results as
resolutions in Sunflower. The Review Campaign name is provided in the annual
inventory announcement letter published by the NOAA PMO.

To generate the inventory listings

Property Custodian (PC) login to Sunflower
Select “Sunflower Enterprise Reports”

To enter, click one of the the links below.

Sunflovwer Enterprise Forms

Sunflower Enterprise Reports

Sunflower Enterprizse HTML Transaction Pages

Stock Asset Management

Search Attachments and Comments

CD A0S A2 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.

Agqreement Reports Inactive Repots
Cantract Reports Excess Repors

Management Reports Review Repos
Sentry Reports IT Component Reparts
Finance Repors Administration Reports

User Defined BEeports

Ereviously BEun Report

Select “Review Campaign Base Assets”

PCs will select the applicable “Review Campaign”
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 Repori?

Review Campaigns 2005 NTIA MIDYEAR:
2005 03 MIDYEAR

2006 LARRY SCRIPT TEST

| 2006 MESDIS ARNUAL INYENTORY
2006 MhAD AMMUAL INYEMTORY
2006 MMFS ARMUAL INYVEMTORY
2008 MNOS AMMUAL INVEMTORY

[

2006 MTIA MIDYEAR ¥

Interest Type |INVENTORY ASSET w

Bureau or Region | |

Property Accountability Office | |

CustArea | 5401 BN 34 |
Select Resolution Types “Open”
Click “Submit”
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Select “Acrobat format”
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ASRVG010 Review Campaign Base Assets

Choose an output format

@ peropat O HTML O Textfile export (Excel, Lotus 1-2-3, Access. )

FPress to run the report with the following parameters

Selection Criteria: 96849

Review Campaign 2006 NESDIS ARMUAL INVENTORY
Interest Type INWERTORY ASSET

. Bureau or Region
Froperty Accountahbility Office

_ Cust Area .5401 G344

Include Zust Area child Oroanizations I

Description

Click “Execute”
Print the report.

Options for the advanced user:

PCs may generate a text file by selecting “Text file export (Excel, Lotus 1-2-3,
Access...).” The system will give you the option to save the text file and import
into the desired application.

Conducting an Inventory

Prior to the inventory, the PC 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. PCs 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.

PCs will conduct a physical sweep of the organization’s area and initial the list for each
sighted barcode. All off-site equipment that can be moved (e.g. computers, PDAs, etc.)
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will be brought on-site for existence verification, and, if necessary, installation of security
updates, etc. Property Custodian will use NOAA Form 3740 (Hand receipts) and the
Sunflower Current User Field to monitor accountable personal property maintained both
on and off site. The Review Campaign Base Assets Report should be annotated with all
inventory adjustments. PCs should screen the inventory findings for property associated
with the UPR.

When the PC encounter untagged accountable property, the PCs will apply a barcode
label and record a full description of the item; description, Manufacturer, model and
serial number. If the PCs locate tagged accountable property which is not listed on the
Review Campaign Base Assets Report, PCs will record a description of these assets and
treat them as ‘found' property.

PCs will use the following steps in reconciliation process:
Unsighted Assets

- Circulated a list of unsighted assets within the organization to locate the asset
or collect information related to the disposition of the asset.

- Screen all transfers, excess, and loan documentation

- Screen all hand receipts.

- Screen all Computer Help desk Logs.

- Contact the last known user.

- Review the last time assets were inventoried or sighted.

- Check to see if CD-52 Final Event Requests are pending.

- Submit Online CD-52 Final Event Request Delete — Lost or Stolen

- PCs will annotate the Final Event Request number on the Review Campaign
Base Assets Report

- Record Declared Unaccounted Resolutions

Tagged, Unmatched Assets

- Reviewed the tagged, unmatched assets against Sunflower Records to identify
whether a record exists and if they belong to another organization.

- If matched, the PCs will need to determine whether the asset should be
transferred into the organization.

-PCs will submit an online Change Asset Detail Request (CAD) for assets to be
transferred.

- PCs will annotate the barcodes and CAD Request Numbers on the Review
Campaign Base Assets Report

- PCs will submit an Online CD-50 “Request to Create New Asset,” if the
barcodes are not in Sunflower

- PCs will attach the acquisition documentation or submit Found Personal
Property Certification for barcodes are not in Sunflower

- PCs will annotate the barcodes and Create New Asset Request Numbers on the
Review Campaign Base Assets Report
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Untagged ""Found'" Assets

- PCs will submit an Online CD-50 “Request to Create New Asset,” if the
barcodes are accountable untagged ""found"" assets.

- PCs will attach the acquisition documentation or submit Found Personal
Property Certification for barcodes are not in Sunflower

- PCs will annotate the barcodes and Create New Asset Request Numbers on the
Review Campaign Base Assets Report

- These assets are not part of the Base Campaign.

Tagged, Sighted Assets

- PCs will annotate or check sighted assets Review Campaign Base Assets
Report

- PCs will annotate location changes and /or Current Users for sighted assets on
the Review Campaign Base Assets Report

- PCs will use the Annotated Review Campaign Base Assets Report to record
inventory resolutions in Sunflower.

Recording Inventory Results

Recording resolutions for the assets in Sunflower ensure that its assets are accounted for
during a review campaign and provide an electronic history of the asset accountability.
Online Declarative Resolutions or Online Physical Resolutions

PC should use the Sunflower HTML pages to process the inventory resolutions.

Select “HTML Transaction pages” to record Online Declarative Resolutions or Online
Physical Resolutions.

To enter, click one of the the links below.

Zunflower Enterprise Forms

Sunflower Enterprise Repors

Sunflower Enterprise HTML Transaction Fages

Stock Asset Management

Search Attachments and Comments

CD 50 /52 Transaction Menu
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Select “to record a resolution”

< Sunflower Enterprise - Production 4.5.0.0 (Larry Oates) - Microsoft Internet Explorer

File Edit \Wiew Favorites Tools Help -;?
I A 7 . A - | e £

Q- O HEG Pmadrn= @228 UIK S

Address |£j https: fisflwrdacprod.ocs. doc.gov/pls/snflwr_04050000_proxy_osppsp2jas_owa_html_xactn.menu2 v| Go  Links @ -

CO(ngE_ng | G0 --@ ﬁ - ﬁ Bookmarks « @Dblncked “& Check = 4 Autolink = Autcrl | s Send tow @Settingsv

Emterp HSe Sunflower Enterprise - Production 4.5.0.0

Choose a function by clicking one of the links below.

to update assetinformation

to request an update of assetinformation
towithdraw a requestto update assetinformation
to create excess receival reguest

to create inactive receival request

to record a resolution

to listassets

ta register far an e-mail notification

1o petform administrative functions

é_‘] Done é 0 Internct

PC will click on *“to record a declarative resolution for assets where 1'm the Property
Contact” or “to record a physical resolution for assets where 1'm the Property
Contact”
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A Sunflower Enterprise - Production 4.5.0.0 [Larry Dates) - Microsofi Internet Explorer

File Edt wiew Favorites Tools  Help @

Dk - (D ] @ €& /"= Search 57 Favorites  {62) = | EJ [ B 8
Address |4 https:ifsflwrdocprad.ocs. doc.gov/pls/snwr_04050000_prexy_osppsp2ias_owa_hbml_xactn menu2 | B tnks 7 -
Google |G~ ~ Go o @h EF -~ 9 Bockmarks~ Shoblocked  SP Check - o - | s Send to~ () Settings -

Emzero rlS@ Sunflower Enterprise - Production 4.5.0.0

Choose a function by clicking one of the links below.

to recerd a physical resolution for assets where I'm the Property Contact
to record a declarative resolution for assets where I'm the Property Contact
to recerd a physical resolution for assets where T'm the user

to record a declarative resolution for assets where I'm the user

& bore =] 5 @ Internet

Online Declarative Resolutions

- NOAA Property Custodians will use this resolution for all property sighted that
does not require a location change.

- NOAA Property Custodians will use this resolution for property with excess
receivable request numbers.

- NOAA Property Custodians will use this resolution for property with Final Events
Request other than Lost or Stolen property (i.e., returned to the vendor, trade-in,
and cannibalized.)

- The Excess Receivable Request Number or Final Event Request Number must be
annotated on the Annotated Inventory Listing.

- NOAA Property Custodians will also use this resolution for assets that you cannot
see but you know exist. In some cases, the assets may be inaccessible because it is
located at an off-site location or has been loaned out. These assets may be
accounted by the documentation.

Online Physical Resolutions

- NOAA Property Custodians will use only this resolution if there is a change in the
property location.

- NOAA Property Custodians must enter the complete location of the property ( i.e.
Site, Building and Room if applicable)

- The location change must be annotated on the Annotated Inventory Listing.

- NOAA Property Custodians will also use this resolution for those assets that you
cannot scan but you can see and attest to the location of where they exist.

The following screen allows the PC to select a query of barcodes to be included in the
resolution, or to enter the barcode manually.
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Click Enter Query

https:/sfiwrdocprod.ocs. doc_gov - Sunflower Ente:

Eile Edit View Favorites TIools Help @ = .:;'
Google |G~ ~ | Go o 50 EF ~ 99 Boockmarks~ Sl Oblocked | 2P Check ~ o - Aol e Send tow ) Settings—
] o] e Stiow AssatDietails 1 i
=
Bottom
Choose assets by slicking the Resolve checkbox and then click the [Save] button above
Larry Gates, you are the custodian of the inventary assets shown kelow
Resolve VBarcode # MManufacturer MModel Number Description
HEWLETT- 14
PACKARD
= CDO000410956 DEYELOPMENT C2980A PRINTER, LASER
COMPEARNY, L F
MICROCOWPUTER,
[_a] CD000048004:4 DELL INC GHEMT-5166 DESKTOR, TOWWER,
FAINI-TOVVER
MICROCOMPUTER,
XPS PBO DESKTOP, TOWER,
=) CDO000465853 DELL INC CGasTi~ MIMLTOWER:
~ 16387 1=
HEWLETT-
PACKARD
L] CDo000472598 DEYEL OPMEMNT C2021A PRINTER, LASER
TORAR ARY | P et
&) bone 5 @ inrerner

Enter Custodial Area and click Execute Query

https:#sfiwrdocprod.ocs. doc.gov - Sunflower Ente wentory Asset Ph - M et Explorer
Eile Edit  Wiew Favorites Tools  Help @ & ‘:;'
Google [[Cl~ ~|Go a2 E§ ~ % Bockmarks~ Ehoblocked | P Check w5 Ao + T Autoril (e Sendtow () Settings =

Resolution Information i

Location | i
b
el

[ concelcuery | [ Execute cuery | [ Recall Last Query Manually List sssets |
~
el

@& Assigned O Requested

Cust Area |s40rvrzo0] |

Property Contact Contact ID | | Name |

Current User Identifier | | Mame | |

Site [ o5

[Bupig | | = |
Structure Level 3 |

Manufacturer |

Model Mumber |

Description [ | 5

2 & Internet

Check property that was sighted.
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| https:#/sfiwrdocprod.ocs. doc.gov - Sunflower Enterprise - Production 4.5.0.0 Inventory Asset De - Microsoft Internet Explorer

Battarn

|Resolve _.Barcode #

0O | CD0000460734
O |CDo000619541
O | CD0000619862

| CD0000915519

hanufacturer

HEWLETT-
PACKARD
CEVELOPMENT
COMPANY,LP.

{ENDI IBM

{END} IBM

[ INTERMEC

TECHNOLOGIES

CORPORATION

Choose assets by clicking the Resolve checkhox and then click the [Save] button abowve
Larry Oates, you are the user of the inventory assets shown below

- Model Mumber

POWER SUPPLY,
MULTIARPLICATION

77 ~46792~

77 ~151429~

700C

Description

POWER SUPPLY,
MULTIAFPLICATION

MICROCOMPUTER,
DESKTOR, TOWER,
MIN-TOWER

- MICROCOMPUTER,

DESKTCOR, TOWER,
MIN-TOWER

~151429~

CPTICAL READER,
DATA, HAMND HELD

File Edit Wiew Favorites Tools  Help
GDOglE G w G B E‘ v~  §% Bockmarksw @Dblncked ?Check = Sy autalink + | AutoF &Send tow | @SettinQSv
e
[ Enter Guery ][ Select &1 ][ De-select &1 ]Show Asset Details [
v
A

=

&l

é 0 Internct

Click Save to record your resolution

A https:lisflwrdocprod.ocs. doc.gov - Sunflower. Enterprise - Production 4.5.0.0 Inventory Asset De - Microsoft Internet Explorer |:HE|F>Z|
Eile Edt  wiew Favorites Tools  Help @ - ‘fé’
Google [Gl+ v oo &0 Ef ~ o9 Bookmarksw Ehoblocked  UF Check w~ %, Altolik - Il | Sendtov | () Settings~
b
(Evtercuery ] [(Eelectal | [[Deselct A1 | Show Asset Details [ u
~
25
Query Results
Bottam
Chonse assets by clicking the Resalve checkbox and then click the [Save] button above
Larry Oates, you are the user of the inventory assets shown below
|Resolve |Barcode # | Mhlanufacturer | Model Mumber | Drescription
HEWWLETT-
PACKARD POWER SUPPLY, POWER SUPPLY,
o CL00004E07 24 DEVELOPMENT  MULTIAFPPLICATION | MULTIAPFLICATION
COMPANY, L.P.
MICROCOMPUTER, i
L] | COO000s19541  {EMND? IBM T7 ~46792~ DESKTOP, TOWER,
MIMN-TOWER
MICROCOMPUTER,
| DESKTOP, TOWER,
=] CDO000E19862 {EMD} IBM TP ~151420~ MINLTOWER
~151428~
INTERMEC
ok | CD0000915519 | TECHMOLOGIES 700G Sl R
CORPORATION * &
#&] Done 2 & Internet -
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Declared Unaccounted Resolutions

The PC should use Sunflower Enterprise Forms to record Declared Unaccounted
Resolutions. The Declared Unaccounted Resolutions are only used for assets with a
CD-52 Final Event Reports for Lost or Stolen Assets.

Declared Unaccounted Resolutions are used to remove an open item from the reporting
cycle
- NOAA Property Custodians will use this resolution for unsighted property with a
pending CD 52 Final Event Request for Lost or Stolen property.
- The Final Event Request Number must be annotated on the Annotated Inventory

Listing.

Create Declared Unaccounted Resolutions

Select: Sunflower Enterprise Forms

To enter, click one of the the links below.

Sunflower Enterprise Foarms

Sunflower Enterprise Reports

Sunflower Enterprise HTIIL Transaction Pades

Stock Asset Management

Search Attachments and Comments

CD A0 /52 Transaction Menu

Click Review

Click Create Resolutions

Click Create Inventory Asset

Type Declared Unaccounted

Justification: Lost/Stolen/Missing
Authorized By: Enter and select your name

10
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Resolutiong

Tipe |DEL',LAF!E URACCOUNTED
RIEH TIN5~/ STCLEN / WISSING [
Authorized By | Last Marre™ Firs: Mid |

Ascets

Ck 4 Barcode# Manifacturer / Model ¢ Official Name™ Stock Mumber Quantity Jnil of Measue

Message |

|¥

e justification level's long narre, e.g. DEPARTMENT OF EMNERGY
Ecord: 141 | .. | Listofvalu.. |

Enter - The asset's barcode in the Barcode field of the Assets block.

Click - The Tab key and the asset information automatically populates.

Click - Save to create resolutions for the selected assets. Sunflower checks the Ok check
box next to those assets for which a resolution was successfully created. If a resolution
could not be successfully created, Sunflower indicates the reason in the Message field.

The Property Custodian will initial bottom of each page of the Review Campaign
Base Asset Report.

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.

Select — “Review Reports”

Select — “Review Resolution Summary”
Select — “The Review Campaign”

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

Click — “Submit”

Select — “Acrobat”

Print

11
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Sunflower Assets Review Resolution Summary

DNLINB PE¥SICAL

Subtotal s $ 214.293.57
of Totals 58.21 62.0%

1 5 1.662.00

SSSSSSSS
% of Totals 1.9

Sunflower Assets Review Resclution Summary Page 3 of 5
ASRVE020 08/05/2005 15:04

0.00
0.00
0.00
0.00

w |§
fooooch |=
T
sboboo [E
=R =1 n

Subtotal 57 $ 385,167.18

% of Report Totals 100.00 100,00

Submitting the Annual Inventory Package

At the completion of the Annual Inventory, PCs will certify and submit to their PAOs.
The PAOs will certify and submit to their Staff/Line Office Property Manager (PM)

- Original copy of the Inventory Completion Certification signed and dated by the
Property Accountability Office and Property Custodian.

- Copy of the initialed Review Campaign Base Assets report

- Copy of the Review Resolution Summary Report

- Copy of all support documentation, (i.e. Found Personal Property Certification, Online
CD-50 Create in New Asset Request, Online CD-50 Excess Receival Request, and
Online CD-52 Final Event Request.)

The Staff/Line Office PM will review inventory packages for completeness and submit
the inventory packages to the Personal Property Management Branch.

12



Property Custodian Online Resolution Inventory Procedures

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 PC, signed listing of documents that evidence assumption of custodial responsibility
by PCs.)

Inventory Certification

NOAA Personzl Property

Inventory Completion Certification Form

. a5Parsonsl Property Custodianfor

Frins nams
Custedial Arza cartifirthat the Parsons] Property Listineas of

(Plsase antashed anyadditional cononens ifreguirsd)
Inventory Check list:

__ Inmventory Caertificationhas bothPAQ and PC siznaturs

__ Submitted copy ofinitialed Review Campaizn Baze Azsets
__ Inventory Resolutdons haz been recorded in Sunflower

__ Submitted copizs of Onlin= CD-30/52

fthaFound Propart:

__ Submittedcopi

Proparty Custodian Sisnaturs:

Property Accountsbiliy Officer

{Simnaturs)
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