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PREFACE

understanding the features and functionality provided by

Sunflower Assets. This guide provides insight, overviews
and instructions that have been incorporated into this version of
Sunflower Assets.

The Sunflower Assets® User Guide is your manual to

This guide includes the following chapters:

*  “Inventory Assets”

*  “Finance”

*  “Agreements”

* “Inactive Assets”

*  “Excess Assets”

*  “Events”

*  “Manage Physical Inventory”
*  “Personal Asset Provisioning”

e “IT Components”

¢ “PO Interface”




ABOUT THIS GUIDE

ABOUT THIS GUIDE

The Sunflower Assets® User Guide is an introduction to common features and functionality available with
Sunflower Assets. This guide is intended to be a comprehensive guide for the Sunflower Assets product.

INTENDED AUDIENCE

This guide is written for multiple audiences with different roles that support and use Sunflower Assets.

ADMINISTRATORS

This guide provides administrators who are responsible for maintaining and configuring Sunflower
applications with illustrations and discussions that address key features and setup procedures for Sunflower
applications. This guide assumes that you have knowledge of your operating system and the relational
database that supports your environment.

FUNCTIONAL USERS

This guide provides functional users who are responsible for asset management and reporting accountable
property the knowledge to setup and work with Sunflower applications.

DOCUMENT CONVENTIONS

This guide uses the following formatting conventions:

STYLE MEANING

Bold Field Term, Menu Name or Screen Name.
Field Value Input Value or List Of Values.

Emphasis Emphasized subject.

NOTE: Provides additional facts.

Warning: Issues a warning to the reader.

Tip: Provides users with helpful tip.
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INVENTORY ASSETS

management processes that make up the day-to-day

management of inventory assets. The discussion
emphasizes those procedures that are used to manage and report
on inventory assets from creation to retirement.

The Inventory Assets chapter discusses the asset

KEY CONCEPTS
This chapter includes the following discussion points and concepts:
*  “About Inventory Assets”
* “Inventory Asset Roles”
* “Create Inventory Assets”
e “Maintain Inventory Assets”
* “Inactivate Inventory Assets”
*  “Excess Inventory Assets”
*  “Retire Inventory Assets”

*  “Management Reports”




ABOUT INVENTORY ASSETS

ABOUT INVENTORY ASSETS

One of the primary tasks of asset management is the creation and maintenance of asset records, commonly
referred to as inventory assets. From creation, to the retirement of an inventory asset, Sunflower Assets
enables you to manage and oversee your organization’s vast and diverse asset base.

Sunflower Assets provides the ability to monitor information about inventory assets and to create insightful
reports that can be used to identify those assets requiring upgrades, maintenance or underutilization by an
organization.

This chapter provides an examination of the different methods Sunflower Assets provides to capture
information about inventory assets throughout the asset's lifecycle.
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ABOUT INVENTORY ASSETS

INVENTORY ASSET MANAGEMENT WORKFLOW
The Management (MGMT) module handles three primary functions: creation, management and disposal of

inventory assets. The workflow diagram below depicts these functions based on the menu items found within
the Management module.

Manage Inventory

e Create Edit Inventory fsset PO Interface

¥

bl aintain Inventony Assets

Inventony Asset Summany & Histony
> MEHEQE — A
——————— Mhlaintain Ongoing Events

[ Mlairtain Inventory Aszet CommentPicure

'@ % Maintain Inventony Asset Strocture

bl aintain Inwve ntony
FAssets

Change Inwentony
Aszset Information

Request Inventony Request Inventony
Azzet Inaciive Receival FAzzet Change

=+ Dispose
Create Inventory Aszet

Final Event

Fequest Inventony
Azset Excess Feceival

Figure 1-1: The Management Module Workflow
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INVENTORY ASSET ROLES

INVENTORY ASSET ROLES

Sunflower approaches asset management with the belief that you can manage, monitor, control, and account
for an asset throughout its distinct lifecycle. Sunflower does not impose the way in which you have to manage
your assets but provides guidelines, structures, processes, and tools to help you manage them effectively.
The users that you assign to manage the various aspects of an asset at each stage of the lifecycle will
depend upon your organizational structure and processes.

A Sunflower user is any individual to whom you assign one or more roles. The assignment of Sunflower roles
enables users to perform job duties that are enabled by the specified role. Roles provide access to screens
and define the extent to which an individual can perform functions such as adding, updating, and retiring
asset records. The user in question may be an employee or a contractor working on the behalf of your
organization who has a job function that requires either active (e.g. create, update or delete functions) or
passive (e.g. general inquiry, searching and reporting) use of menu items in the Inventory module.

Sunflowers’ management roles include Inventory Managers, Inventory Clerks and Asset Center
Representative (ACR). Depending upon your organizational structure, you may find that in a small, or
centralized organization that you assign most of the users as Inventory Managers responsible for performing
all or many of the tasks related to asset management with a small number of users assigned as Inventory
Clerks or Asset Center Representatives to carry out the daily business process.

For more information about Sunflower application roles, see the Roles chapter of the Sunflower Enterprise
User Guide.
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INVENTORY ASSET ROLES

The Management module uses three roles to manage inventory assets. These three roles are the Inventory
Manager, Inventory Clerk, and Asset Center Representative (ACR).

When assigning these roles to users, it is important to map out the functional responsibilities of your users
and decide based on the tasks that each user must perform how to assign the appropriate application role.
The table below lists menu access within the Management module based upon the Management roles.

MENU ITEM

Maintain Inventory Assets

Inventory Asset Summary and History

Asset Search

Maintain Catalog Entries*

Transfer Inventory Asset Value

Maintain Inventory Asset Ongoing Events
Create Inventory Asset Final Events

Edit Inventory Asset Interface Records
Process Inventory Asset Interface Records
Process Inventory Asset PO Interface Records
Edit Asset Value Component Interface Records
Change Inventory Asset Information

Request Inventory Asset Information

Close Inventory Asset Requests

Maintain Inventory Asset User Fields

Maintain Inventory Asset Comment/Picture
Maintain Asset Structures

Management Reports

INVENTORY
MANAGER

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

ROLE
INVENTORY  ASSET CENTER REPRESENTATIVE
CLERK (ACR)
Yes --
Yes Yes
Yes Yes
Yes --
Yes --
Yes --
Yes --
Yes --
Yes --
Yes --
Yes Yes
Yes Yes
Yes Yes
Yes Yes
Yes Yes
Yes Yes
Yes Yes

*Inventory Clerks and Managers have access to the Maintain Catalog Entries screen if you assign them the

AS_CATALOGER role.

Sunflower Systems © 2006
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CREATE INVENTORY ASSETS

As a member of the property management team, one of your primary responsibilities is the creation of
property records or inventory assets. Sunflower provides several methods to create inventory assets.
Whether you are creating a simple asset from scratch, a composite asset from multiple purchase orders, or if
you need to create multiple inventory assets at once from a single purchase order line, Sunflower enables
you to complete these and similar transactions with the Management module.

NOTE: If you are using the Sunflower Sentry product to checkout assets from a Check-In-Out Point, you
will need to assign assets to those steward organizations and locations that make up your Check-In-Out
Points. For more information about creating Check-In-Out Points, see the Sentry Administration chapter
in the The Sunflower Enterprise Administration Guide.

You can either use an interface to import legacy data that designates the assets property characteristics such
as steward organization and location, or you can assign this information to the assets using the Maintain
Inventory Assets screen. To establish inventory assets, you will follow your business requirements and
policies as a guideline for creating your asset records.

This section discusses the following topics:

* “Single Asset Creation”
* “Mass Asset Creation”

* “Release and Accept New Assets”
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Sunflower provides a purchasing interface to use data that was generated from a purchasing application to
create an asset.

Furchase Onrders
Receipts

Purchasing

Froperty Records

Cepredation

_ Capitalization
1
1
1
1
1
1

______________ - Fixed Assets

Figure 1-2: Tying Sunflower Into the Financial System Process

Those assets that you purchase are recorded as an acquisition cost. A procurement document can be a PO,
delivery order, credit card purchase, or any other purchase order document. In most cases, the cost of an
asset is equal to the amount of money exchanged for the asset and any associated costs to prepare the asset
for its intended use. These associated costs can include freight, shipping, taxes, site preparation, installation,
testing, and reconditioning.

Once a purchase order is transmitted to Sunflower, a shell asset is created. Based upon your business
processes you can create asset records under the following situations:

* PO created and sent to vendor, item(s) have not yet arrived (shell record). Awaiting additional information
such as Serial Number, Location, User, etc.

* PO created and sent to vendor, item(s) have arrived (actual record). Entry of all related data can be
performed.

A Property Manager will determine which PO lines make up an asset. If you want to capitalize the newly
created asset, you can reflect the capital asset details in the Sunflower Assets Finance module or a 3rd party
financial system via a real-time process interface. Alternatively, you can create inventory asset records from
scratch in the Management module.
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SINGLE ASSET CREATION

Sunflower Assets simplifies the process of creating and maintaining assets. As an asset management
professional, you will often find the need to add individual assets to your property management system of
record. Sunflower Assets provides several screens and interfaces that simplifies the process of adding
individual assets with or without purchase order information, updating asset information and transferring
assets to and from your organization.

This section discusses how to create a single asset record using the following two methods:

* “Create Assets Using the Maintain Inventory Assets Screen”

* “Create Assets Using the PO Interface Feature”

CREATE ASSETS USING THE MAINTAIN INVENTORY ASSETS SCREEN

The Maintain Inventory Assets screen is an integral feature in Sunflower Assets that you will use frequently in
the day-to-day management of inventory assets. You can use the Maintain Inventory Assets screen to create
assets in an ad hoc manner. For example, you may want to track assets that your organization fabricates for
custom applications. These assets were not purchased so there is no purchase order information to refer to
when creating the asset records for the newly fabricated items. You can use the Maintain Inventory Assets
screen to create asset records for the fabricated items.

In addition, the Maintain Inventory Assets screen enables you to update the descriptive information (e.g.
Location, Custodian, and Asset Condition) for an inventory asset, as well as create catalog entries, or add a
comment or picture.

Use the Maintain Inventory Assets screen to:

* Create Assets From Scratch

* Modify Asset Details (e.g. custodian and location changes)

NOTE: Use the Maintain Inventory Assets screen for the assets you will manage with the Sunflower
Sentry product by mapping the asset’s steward and location information to the designated Check-In-Out
Point. The steward in this case is the organization previously used to define the Check-In-Out Point.
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Scenario: The following graphic illustrates how to create an asset from scratch. In this example, a new
Apple computer is being created as an inventory asset.

NAVIGATION
* CIICk Mgmt Inventory Assets
 Click Maintain Inventory Type Type Identifier Released? |y |
Assets Identifier (3201 ’_ Existing interest asset ’_‘
Unigue MName
|Defauh Location™ | \/ERMORE__BUILDING__G__ROOM__200 |
Catalag Identifier” [ Cormodity Asset Farents ’El_ Children ’El_ CiPIA ’C—
Manufacturer |app £ Model hs555
Official Name |-0nMPUTER PORTABLE Model Mame o pock
Serial Mumber [g29302 Drawing Mo
Initial Event |PURCHASE User Fields* |P01271755212
Asset Value™ ’m Acquisition Date ’W Responsibility Date ’W
Asset Condtion | [ Effective Date ,m Expected Return Date ,7
Activity Status |IN SERVICE Flags™ |5 Activity Type ‘
Manager |5UNFLOWER SYSTEMS Quner [SUNFLOWER SYSTEMS
Steward [AsSET CENTER 02 Accepted? [y Rep (Two A R ACRO2
Custodian ,W Last Name* lmi First ’JOHNi Mid ’_

User Last Name* First Iid l_
|L°Eatm"* |LivERMORE__BUILDING__G__RoOM__200(
Document® |
User Fields* |
Global User Fields® |

I Page 2 [ Comment ¢ Picture /£ Attachment ‘ I Re-Reguest

Figure 1-3: Creating Inventory Assets From Scratch

Step 1. Navigate to the Maintain Inventory Assets screen.

Step 2. Enter a new asset identifier in the Identifier field for the new computer.

Step 3. Enter the asset's information accordingly. For more information, see “Maintain Inventory Assets
Field Terms” on page 10.

Select the Copy to Location? checkbox to copy the Default Location
value to the Location field.

Step 4. Click the Save icon to save your asset record.

NOTE: To checkout assets with the Sunflower Sentry application, assets must be assigned authorized
stewards and locations. These stewards and locations combinations map to designated Check-In-Out
Points that are established with the Maintain Organization screen. For more information about
establishing Check-In-Out Points, see the Sunflower Enterprise Administration Guide, Sentry
Administration chapter.
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MAINTAIN INVENTORY ASSETS FIELD TERMS

The following table lists the details of each field on the Maintain Inventory Assets screen.

Maintain Inventory Assets Field Terms

FIELD NAME
Identifier

Type (Asset Identifier)

Existing Interest Asset Type
Identifier

Released

Unique Name

Default Location

Copy to Location?

Catalog Identifier

Commodity Asset

1-10 Sunflower Systems © 2006

Description/Explanation
Identifier assigned to an inventory asset.

The asset identifier Type assigned to the asset, (e.g.tageable, non-tageable,
etc.). An example of how you might use this feature is to indicate that an asset
is being tracked but is not directly tageable. You may have assets that would
be impractical to try to affix a barcode or other type of identifier directly to the
asset. By indicating that the asset is not directly tageable, you can alert your
staff to look for the asset identifier in another logical location when indicating
the asset is not tageable.

Asset identifier types are maintained as Domains in the Administration module.
You must create your asset identifier types before you can assign them
throughout the application.

Specifies the type of interest asset (e.g. inventory, agreement, inactive, excess
etc.) Leave blank if this asset record does not exist in the systems as another
interest asset type.

For example, you may have an Inactive asset with its own Inactive Asset
Identifier that you want to convert into an active Inventory asset. You can
reference an existing Inactive interest asset Type with its corresponding
Inactive interest asset Identifier and Sunflower Assets will populate all of the
corresponding information for that asset in the Maintain Inventory Assets fields.

The default value is . Upon saving, the value changes to Y'to release the
asset into ownership to the steward organization designated in the Steward
field.

The Unique Name is a data set on items that is globally unique, unambiguous
and robust enough to ensure that information is consistent through the life
cycle of the asset and supports the multifaceted business applications and
users.

Specifies the default location for an inventory asset. For assets that are
frequently borrowed from a Check-In-Out Point, the Default Location specifies
the asset’s location when it is not loaned out to a borrower.

Selecting this checkbox copies the value ion the Default Location field to the
Location field.

The Catalog Identifier field automatically populates upon specifying the
designated Manufacturer and Model Number combination. Alternatively, if you
know the Catalog Identifier, you can enter the value here and the
corresponding manufacturer and model number information is populated
based on the Catalog Entry.

For more information about Catalog Entries, see the Catalog Management chapter of the
Sunflower Enterprise Administration Guide.

The Commodity Asset checkbox is marked if the asset is designated as an
asset using the Commodity button at the bottom of this page.
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Maintain Inventory Assets Field Terms (Continued)

FIELD NAME

Parents

Children

CIAIP

Manufacturer

Model Number

Official Name

Serial Number

Drawing No

Initial Event

User Fields

Sunflower Systems © 2006

Description/Explanation

The Parents field displays the number of parent records for the current asset
record that you are viewing. If an asset has a parent asset association, the
number of associations displays in the Parents field. An asset can have
multiple parents.

Double click in the Parents field to view the detail parent record information on
the Maintain Asset Structures screen where you can view the parent record
information for the selected asset. For more information about Parent Child
assets, see “Maintain Asset Structures (Parent/Child Relationships)” on

page 43.

The Children field displays the number of child records for the current asset
record that you are viewing. If an asset has a child asset association, the
number of associations displays in the Children field. An asset can have
multiple children.

Double click in the Children field to view the detail child record information on
the Maintain Asset Structures screen where you can view the child record
information for the selected asset. For more information about Parent Child
assets, see “Maintain Asset Structures (Parent/Child Relationships)” on
page 43.

The C/A/P field indicates if there is a comment C, attachment A, or picture ~
attached to the selected inventory asset record.

Double-click to select from the list of values a valid manufacturer name. If the
value you are looking for does not appear in the list of values, use the .
Administration module to add the new Manufacturer name to the list of valid
Organizations. For more information about adding manufacturers, see the People and
Organization chapter of the Sunflower Enterprise Administration Guide.

Double-click to select from the list of values. If the value you are looking for
does not appear in the list of values, use the Management module Maintain
Catalog Entries screen to add the corresponding manufacturer and model
number combination.

The Official Name field automatically populates upon specifying the
Manufacturer and Model Number. You create Official Names for Manufacturer
and Model combinations by using the Maintain Catalog Entries screen. For
example, the Apple computer in this example is assigned as a Computer-
Personal. You could change the Official Name to PC, Desktop, Laptop etc.

Enter the serial number for the asset. If there is no serial number for the asset,
leave blank.

Enter the drawing number used to design and construct the asset. Generally
used for architectural and construction projects.

Double-click to select from the list of values. This field can be extended to
capture your business practice specific information. Asset Initial Events are
maintained as Domains in the Administration module. You must set up your
asset initial events before you can assign them throughout the application.

Double-Click to open up this complex field for data entry. In this case, the User
Field captures the context based information for a Purchase Initial Event has
been extended to capture the Purchase Order, Purchase Order Line and
Purchase Account information from a PO. Leave Blank if there is no
corresponding PO information for the corresponding initial event. You can
define the context for the user fields specific to the screens and interest assets.
User fields enable you to personalize the application to provide additional
information that is not available when using the standard application. For more
information, see “Edit Inventory Asset Records” on page 30.
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Maintain Inventory Assets Field Terms (Continued)

FIELD NAME

Asset Value

Acquisition Date

Responsibility Date

Asset Condition

Effective Date

Expected Return Date

Activity Status

Flags
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Description/Explanation

Double-click to open the Asset Value Components block and specify the asset
value components.

Asset Value Types are Domains that you specify in the Administration module.
You will define these types based on your organization’s business practices.
The value components of an asset can be comprised of several different
activities (e.g. acquisition cost, shipping, site preparation, installation,
upgrades etc.).

Enter the cost of the asset. Do not enter $, commas, or.00. 1500 is the same as
$1,500.00.

You can use the Administration module to extend the Asset Value Component
user defined field (User Fields) to accommodate your business practices.

The Cap? (Capitalize?) field tells you if an asset is capitalized. You can
capitalize an asset with the Finance module using the Capitalize Financial
Assets screen. It is a display only field on this screen.

Enter the date the asset was purchased. MM/DD/YYYY format. Double-click to use
the Calendar function to select your date from Calendar pop-up window.

Enter the date in which you took ownership of the asset. MM/DD/YYYY format.
Double-click to use the Calendar function to select your date from Calendar
pop-up window.

Used to specify the current working quality of the property. Select from the list
of values the appropriate condition of the asset.

If you cannot find the appropriate selection, you can create the value in the
Administration module by using the Maintain Asset Conditions screen.

For more information about Asset Conditions, see the Domains and Documents chapter of
the Sunflower Enterprise Administration Guide.

The date that the asset becomes active in the Sunflower Assets database. MM/DD/
YYYY format. Double-click to use the Calendar function to select your date
from Calendar pop-up window.

When loaning property, enter the date that you expect to have the property
returned. MM/DD/YYYY format. Double-click to use the Calendar function to
select your date from Calendar pop-up window.

Used to specify the current state of the property. (e.g. In Service, Inactive, etc.)
You can add activity statuses using the Administration module Maintain Activity
Statuses screen.

For more information about Activity Statuses, see the Domains and Documents
chapter of the Sunflower Enterprise Administration Guide.

Double-click to open the Asset Flag complex field to specify special conditions
for the asset. (e.g. sensitive, hazardous etc.) Leave blank if there are no
special conditions to apply to the asset. In this case, the computer has been
marked as sensitive. Although the computer itself may be benign, the data
residing on the computer hard drive may be of a sensitive nature.

To add asset flags, use the Administration module Define Asset Flags screen.
(Other typical flags might be Flammable, Keep Dry, Corrosive, etc.)

For more information about Asset Flags, see the User Extensibility chapter of the
Sunflower Enterprise Administration Guide.
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Maintain Inventory Assets Field Terms (Continued)

FIELD NAME

Activity Type

Managed By

Owner

Steward

Accepted?

Rep

Custodian

User

Location

Document

User Fields

Global User Fields

Sunflower Systems © 2006

Description/Explanation

Enter the Activity Type for the asset. For example, you may want to use an
asset for various research projects. You can update the Activity Type field to
reflect the project that is currently using the asset.

For more information about Activity Types, see the Domains and Documents
chapter of the Sunflower Enterprise Administration Guide.

Specify the managing organization of the asset. You create managers by using
the Administration module Maintain Organizations screen and assigning the
organization as a Manager organization structure.

Specify the owning organization of the asset. You create owners by using the
Administration module Maintain Organizations screen and assigning the
organization as an Owrnerorganization structure.

Specify the steward of the asset. You create stewards by using the
Administration module Maintain Organizations screen and assigning the
organization as a Sieward organization structure.

Specifies if an asset has been accepted by the steward organization. The
default value is Y'(Yes).

The name of the Steward’s primary ACR (Asset Center Representative).

Specify the custodian of the asset. You can select a Custodian by either their
Last Name, First Name or Identifier. A Custodian identifier can be an employee
ID or badge number that is unique to that individual.

Specify a specific user of the asset if applicable. You can select a User by
either their Last Name, First Name or Identifier. A User identifier can be an
employee ID or badge number that is unique to that individual.

Double-click to open the Location complex field and assign the asset location
accordingly. You can create locations using the Administration module
Maintain Locations screen and its supporting maintenance screens to capture
your organization’s set of locations.

For more information about setting up locations, see the Domains and Documents
chapter of the Sunflower Enterprise Administration Guide.

Enter the related asset Document information such as type of supporting
documentation, documentation identifier, storage type and organization for an
asset.

You can use the Administration module Maintain Domains screen to create
and edit the Document Type and Document Storage Type domains to fit your
business practices.

For more information about defining up document types, see the Domains and
Documents chapter of the Sunflower Enterprise Administration Guide.

User Defined Fields (UDFs) data entry is based upon your business practices/
needs. User fields enable you to personalize the application so that users can
provide additional information that is not available when using the standard
application.

In this example, the UDF is a context free extension of the Inventory Asset
State. You can provide the asset weight in this case.

For more information, see “Edit Inventory Asset Records” on page 30.

Global User Defined Fields (UDFs) data entry is also based upon your
business practices/needs. Global user field information is applicable to all
interest asset states. This field is tied the Asset State

In this example, the UDF is a context based extension of the Asset State which
is tied to the Catalog Entry Asset Type information for this asset.
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Maintain Inventory Assets Field Terms (Continued)

FIELD NAME
Page 2

Comment

Re-Request

Description/Explanation
Click to display the pop-up window for Page 2 which contains the Catalog Entry
information for this asset.

Click to open the Comments, Attachments and Pictures screen. Add any
supporting comments, attachments or pictures for the asset.

You can use the Re-Request button to create a new request to transfer the
displayed asset if the prior request was denied. For more information about
asset transfers, see “Transfer Assets” on page 49.

MAINTAIN INVENTORY ASSETS - PAGE 2

Use the Page 2 button to view additional catalog information. Many of the fields on this screen are display
only when viewing in this manner. You can, however, use this screen to provide override values for Service
Life, Salvage Value % or Replacement Value. Use the Maintain Catalog Entries screen to create or edit the

rest of the Catalog Information fields.

NAVIGATION
« Click Mgmt

Inventory Assets

« Click Maintain
Inventory Assets Identifier 11

Unigue MName

« Click Page 2 Default Location® | iERMORE BUILDING G ROGM_ 200

Catalog Identifier”

Manufacturer  app| £

Serial Mumber gog3nz

Official Mare - coMPUTER PORTABLE

Type  Identifier Released? v
Existing interest asset
Parents Children CiPiA
Model 15555
Madel Mame  puo pocK
Drawing Mo

UserFields® po12_ 1 55212
Acquisition Date  1,01/1995 Respaonsibility Date  1,011995

Initial Event pURCHASE
Asset Value™

xpected Retum Date

Catalog Infarmation

Stock Mumber

ER SYSTEMS

Assel Type. [AUTOMATED DATA PROCESSING EQUIPMENT

ACRO2

Federal Supply Classfication [ 21 | |ADP CENTRAL PROCESSING UNIT(GPU, COMPUTER), DIGIT Wid

Tlid

Service Life (yrs) 3 Salvage Yalue % Replacement Walus
Owerride: Service Life (yrs) Salvage Value % Replacement %Walue

Figure 1-4: Displaying Page 2 (Catalog Information)

The majority of the fields on this screen are optional such as the Federal Supply Classification identifiers.
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NOTE: Federal Supply Classification is not optional when working with Sunflower Contract Reports. This
is required information for producing the NF1018 report.

Service Life will default to a specified value based on the asset type. For example, Security Equipment has a

default value of 5 years.

Maintain Inventory Assets Page 2 Field Terms

FIELD NAME
Asset Type

Federal Supply
Classification
Stock Number
Service Life
Override:

Salvage Value %
Override:
Replacement Value
Override:

DESCRIPTION/EXPLANATION
Displays the Asset Type assigned to this asset’s catalog entry. Display only.

Displays the assigned Federal Supply Classification Group Number, Class Number,
National Identification Number and long name for the asset. Display only. For more
information about FSC codes, see the Domains and Documents chapter of the Sunflower
Enterprise Administration Guide.

Specifies the assets internal stock number or identification. Display Only

The assigned catalog entry service life (in years) for the specified asset type. Display only.
You can use the Override Service Life field to enter an override value for the asset’s
service life.

The assigned catalog entry Salvage Value % for the specified asset type. Display only.
You can use the Override Salvage Value % field to enter an override value for the asset’s
Salvage Value %. Enter a value between 1 and 100.

The assigned catalog entry replacement value for the specified asset type. Display only.

You can use the Override Replacement Value field to enter an override value for the
asset’s replacement value.

CREATE ASSETS USING THE PO INTERFACE FEATURE

You can use the Sunflower Assets PO Interface feature to create assets from PO information received from a
purchasing system feed into the Sunflower application database. The PO Interface feature enables you to
create one or more assets based on a single PO line item, or you can create a single composite asset based
on several PO line items from multiple purchase orders. For more information on using the PO Interface, see
Chapter 9, "PO Interface” on page 563.

Sunflower Systems © 2006
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MASS ASSET CREATION

Sunflower provides two methods for creating multiple assets. You can use the Maintain Inventory Assets
Duplication feature to create multiple asset records with similar information or if you have multiple assets on a
single PO line item, the PO Interface Duplication feature is a quick and easy way to create several assets at
once. This section covers how to create multiple assets using the following methods.

* “Maintain Inventory Assets - Duplication” on page 16

* “PO Interface - Duplication” on page 18

MAINTAIN INVENTORY ASSETS - DUPLICATION

If you have several assets of the same type (e.g. 20 Dell Inspirion 1150 Laptops) that you need to create
manually, you can use the Maintain Inventory Assets Duplication feature to create new asset records based
on the definition of a previous or newly created asset record. Supply each duplicated asset record with a
unique asset ldentifier and Serial Number and verify that the Location, Custodian, and User information for

each duplicate asset is accurate.
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Scenario: The following graphic illustrates how to create duplicate records with the Maintain Inventory
Assets Duplication feature.

NAVIGATION
+ Click Mgmt Inventary Assets Duplicate Record
* Click Maintain Type Type  Identifier |
|nventory Assets Identifier ’_ Existing interest asset ’_‘
Unique Name |
* Click Open a Record Default Location® || \/ERMORE__BUILDING_G__ROOM_200 " Copy to Location?
) ) Catalog Identifier ; I Commadity Asset Parents ’_ Children ’_ CiPIA l—
* Click F4 or Shift+F6 Manufacturer |APF‘LE Model ‘MSEES
Official Name ¢ oMPUTER PORTABLE Madsl Name n(j0 pock
Serial Number |929352 Drawing Ma. ‘
Initial Event |F‘URCHASE User Fields™ |p01271755212
Asset Value” ’W Acquisition Date ’W Responsibility Date ’W
Asset Condtion | [ Effective Date M Expected Return Date ,7
Activity Status |\N SERVICE Flags™ |5 Activity Type ‘
Manager |3UNFLOWER SYSTEMS Owner [SUNFLOWER SYSTEMS
Steward [ASSET CENTER 02 Accepted? [y Rep [Tw0 A R ACRI2
Custodian ’W Last Name* lmi First W Mid ’_
User ,7 Last Mame™ ,7 First ’7 Mid ,7
Location® || \vERMORE _BUILDING__G__ROCM__200
Document* |
User Fields* |
Global User Fields™ |
I Page 2 | [ Commodity ‘ [ Comment ¢ Picture / Attachment ‘ I Re-Reguest

Figure 1-5: Creating Duplicate Asset Records

Step 1. Click either F4 or Shift + F6 to duplicate an asset. Notice that Duplicate Record appears at the top
of the screen.

Step 2. Enter a new Identifier for the duplicate asset.
Step 3. Enter a new Serial Number.
Step 4. Verify or update the Location, Custodian, and/or User Fields.

Step 5. Click the Save icon to save your asset record.

Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide 1-17



CREATE INVENTORY ASSETS

PO INTERFACE - DUPLICATION

The PO Interface Duplication feature enables you to create multiple assets from a single line item. For
example, a common exercise could involve the purchase of several computers from the same manufacturer
for the same model. Rather than creating each asset record from scratch, use the PO Interface Duplication
feature to replicate the common information for each item from the selected line item. Although much of the
asset information is the same, you must assign a unique asset identifier for each item. After creating an asset
or specifying an existing asset, the details of that asset can be duplicated to create new assets.

Scenario: The following graphic illustrates how to create duplicate records with the PO Interface
allocating line items from a PO. For more information about how to use the PO Interface to allocate line

items, see Chapter 9, "Allocate Purchase Order Line Items” on page 573.

NAVIGATION

¢ Click Number in
Duplicate field

¢ Click Times button
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- Assets Agset Initial Event “alue Components
Qk |dentifier " Mew Assel
IV XX1230 e Identifier Type
B m D Catalog® q139
O r
Manufacturer £ POINTE TECHNOLOGIES
O r
Madel G105
IC = Official Mame  sEpvER
[m c Serlal Number Acquisition Date  gg11,2005
r = Effective Date 05112005 Respansibility Date g/ 1,2005
C c Activity Status v SERVICE Flags™
r = Asset Condition 4 UNUSED - GOOD
[ r
- - Manager  sUNFLOWER SYSTEMS
Owner  SUNFLOWER SYSTEMS
O r
Steward | ASSET CENTER %X
- c Custodian Identifier
= = Last Mame First Mid
Duplicate 1) Times Ueer dentifer
- Last Mame First Mid
Location® | \VERMORE__BUILDING __100__ROGOM__123
Unprocessed Asset Records Activity Type
1 Edit Mew Assets
0 Edit Exigting Assets
= Message
# = |

Figure 1-6: Duplicating Asset Records with the PO Interface

Enter the number of duplicate assets that you wish to create in the Duplicate field. Press the Times button to
add the new assets in the Assets block where they are assigned incremental asset identifiers or a 7ag
Needed indicator. Verify that each asset has been assigned a valid asset identifier. Modify the details of each
asset before saving. When using an alphanumeric value asset identifier, any number of initial alpha
characters terminated by a numeric value of one or more digits increments the numeric portion of the asset
identifier and is assigned to each duplicate asset.
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RELEASE AND ACCEPT NEW ASSETS

The benefit of using the Release and Accept feature is to prevent assets from being issued before they are
ready to be employed by your organization. The release and accept process enables you to control the
release of assets into your organization by preventing the automatic release of assets into your organization
at the time of creation. Specifically, this feature employs the use of the parent-child relationship between
inventory managers and clerks where clerks can create assets but only the manager can release the asset to
your organization by reviewing the record and updating the release field from N (not released) to Y'(released).
The factory setting of this function is set to Y to enable clerks and managers to create and release assets to
your organization automatically. Should you choose to enable this function, set the parameter value from Y'to
N using the ASSETS-MANAGEMENT-AUTOACCEPT parameter using the Enter Registered Application
Values screen.

The following example guides you through the steps for releasing a new inventory asset. For more
information about accepting new assets to your organization, see “Accept Request and make additional
changes” on page 64.

NAVIGATION
* Click Mgmt

Duplicate Record

Inventory Assets

¢ Click Maintain Inventory

Type

Assets Ierifier 1201

-

Euxisting interest asset ‘

Released? ’V_

Type Ildentifier

Unique Name |

Default Location™ || 1ERMORE__BUILDING__G__ROOM__200

Catalog Identifier |1

Commodity Asset

Manufacturer |APF‘LE

Official Name (¢ oMPUTER PORTABLE

Serial Mumber |9293[|2

Initial Event |pURcHASE

User Fields™ |p01271755212

Asset Condition | |

Activity Status |IN SERVICE

Agset Value™ $4,500.00 Acquisition Date [n1,01/1995 Responsibility Date |31,01/1995
Effective Date |5,23,2006 Expected Return Date
Flags® |5 Activity Type ‘

Manager |SUNFLOWER SYSTEMS

« Copy to Location?
Parents Children CIPiA
Madel ‘MEEEE

todel Name ‘DUO DOCK
Drrawing Mo. ‘

Owner SUNFLOWER SYSTEMS

Steward [ASSET CENTER 02 Accepted? [y Rep [TwO A R ACRD2
Custodian [n50505 Last Name* [nog First [JoHN Mid ’_
User Last Mame™ First Mid ,7
Location™ || |V ERMORE __BUILDING__G__ROOM__200
Document® |
User Fields* |
Global User Fields™ |
I Page 2 | [ Commodity ‘ [ Comment ¢ Picture £ Attachment ‘ I Re-Reguest

Figure 1-7: Releasing Inventory Assets
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Step 1. Navigate to the Maintain Inventory Assets screen.

Step 2. Enter a new asset identifier in the Identifier field for the new computer.

NOTE: After entering a value in a field, hit the Tab key to move to the next field.
Sunflower automatically populates default values when defaults are available.

Step 3. Enter the asset's information accordingly.

* For more information, see “Maintain Inventory Assets Field Terms” on page 10.

* If you do not enter a value in a required field, Sunflower prompts you to do so.

Step 4. To release a new inventory asset to a steward, enter the steward's name in the Steward field.

Step 5. Click the Save icon to save your asset record. The release status has now changed from N'to V.

Use Enter Registered Application Parameter Values screen the to update the parameter setting for this

feature. For more information about application parameter values, see the Parameters chapter of the
Sunflower Enterprise Administration Guide.

NAVIGATION
¢ Click Admin Paramaters For - REGISTERED APPLICATIONS
* %le(t:k Usbelrt Parameter YWalues
ensibility Application  Category Code Description Set?
. Cllck Enter Registered )ASSETS MANAGEMENT | AUTOACCEPT | Automatically accept new inventary assets N
Application Parameter [ET-
Values

Figure 1-8: Setting the AUTOACCEPT Application Parameter
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MAINTAIN INVENTORY ASSETS

The Management module facilitates the detailed tracking of the relationships between assets, organizations
and people as they change over time. After acquiring assets, these assets will need to be assigned a location,
a responsible party and organization for each asset. Sunflower enables you to maintain your inventory assets
by using several Management module screens to update the attributes of your inventory assets.
Complimenting the Maintain Inventory Assets screen are the supporting Management module screens that
enable the day-to-day management of your inventory assets. The Maintain Inventory Asset Comment/Picture
screen provides the ability to attach supporting documentation, comments and pictures.

The Request Inventory Assets Change screen enables you to create and accept asset transfer requests to
other steward organizations. To provide for individual and organization transfers, Sunflower uses a request/
accept/deny model to ensure that accountability is not transferred without consent of both parties. This
permits an organization or individuals to request that another organization or individual become accountable
for an asset.

The Change Inventory Assets Information screen enables you make simultaneous mass updates to multiple
assets within your organization. Additionally, there are administration features such as the Edit Inventory
Asset User Fields screen, that extend the existing functionality of the Management module screens to match
your business practices. Another useful Management module feature is the Maintain Asset Structure screen
that can be used to manage Parent/Child asset structures. Finally, the Management module reports enable
you to view the details and history of your inventory assets.

The following section illustrates several common management tasks that you can perform with the
Management module.

* “View Inventory Asset Details” on page 22

« “Edit Inventory Asset Records” on page 30

« “Edit Comments, Attachments and Pictures” on page 32

« “Maintain Asset Structures (Parent/Child Relationships)” on page 43

* “Transfer Assets” on page 49

* “Transfer Inventory Asset Value” on page 65

« “Maintain Inventory Asset Ongoing Events” on page 66

* “Maintain Inventory Asset User Fields” on page 68
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VIEW INVENTORY ASSET

DETAILS

The Asset Summary and History screen is one of the most widely used screens in Sunflower Assets. The
Asset Summary and History screens provide a view of the current and historical information of assets based
on a specific interest asset (e.g. Agreement, Management, Finance, Inactive, and Excess). You can use this
screen to perform a quick search of current and historical information for a single asset or a group of assets.
The Inventory Asset Summary and History screen provides a read-only view of any inventory asset record

available within the system. Sunflower records the history of every change made to an asset.

Scenario: The following graphic illustrates how to review an asset and its history.

NAVIGATION
* Click Mgmt

 Click Inventory Asset
Summary and History

Assets

Default Location®™

Timeline  Details
[ Include history
Manufacturer COMPAG |
Official Name  COMPUTER PERSOMNAL
Serial Mumber 45523
Initial Event PURCHASE ®,
Final Event @)
Agzet Valug® §1,000.00 NOT CAPITALIZ &
Asset Condition 1 UNUSED - GOOD
Act Status/Type |N SERVICE
Manager SUNFLOWER SYSTEMS &)
Steward SUNFLOWER SYSTEMS &
Custodian | ANDERSON JOE 444409
User DAVIS ANN
Location™ || [WERMORE__BUILDING__23__ ROOM__1221
Document®
User Fields™
Global User Fields™

Identifier Type

Parents 1| Q Children Q P&

Current Identifier PC-0101

Model MODEL 1
hodel Name
Drawing Mo
User Fields™
User Fields™
Acquisition Date 03/30/2006
Effective Date (03/30/2006
Flags Activity Type
Owner SUNFLOWER SYSTEMS
Rep

Responsibility Date 03/30/2006
Eupected Return Date

Creataor Infarmation

28

BERPpRRRPRRE

Figure 1-9: Inventory Asset Summary and History
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Step 1. Navigate to the Asset Summary and History screen.

Step 2. Select the Include History checkbox.
Step 3. Enter the asset identifier in the Identifier field.
Step 4. Press the tab key to display the summary page for the asset record.

To view the history for multiple assets, use the Query Criteria screen to
search for and retrieve one or more assets based on the query criteria
that you select.

Step 5. Scroll up and down to observe the changes to the asset. The latest information displays as the
current record reflecting the changes. Click the Next Record icon to view the history.

Step 6. Click the Details icon adjacent to an attribute field on the Inventory Asset Summary and History
screen to view the details of that attribute. For example, click the Details icon next to the
Manufacturer field to display the Review Organization screen in display only mode.

Step 7. Click the closeout box (X) to exit out of the Review Organization screen and return to the Asset
Summary and History screen.

Step 8. Click the Timeline tab to view the selected asset event, resolutions and requests history. For more
information about how to view the history of asset events, see “Review The Asset Event History”
on page 24.
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REVIEW THE ASSET EVENT HISTORY

Use the Asset Timeline feature to review the events of an identifiable asset. The Asset Timeline feature is a
simple query interface that enables you to select Events, Resolutions, Open Requests, Closed Requests,
Reports and IUID/WAWF events to retrieve relevant information for a specified asset.

Scenario: The following graphic illustrates how to use the Asset Summary and History Timeline tab to
review the history of an asset. The earliest rows (by date) reflect the initial event (PO purchase) of an
inventory asset for the inventory asset, CET_001, and the current rows reflect a change in steward and
location via a change request. This is a display only screen.

NAVIGATION
* Click Mgmt g=scls DELL_ D333 COMPUTER PERSONAL Identifier Type i G ke T G f)
Identifier Current Identifier
+ Click Inventory Asset Uk i cermn e
Summary and HIStory Default Location™ sENTRY-QALAB-2_ BUILDING__1121__ROOM__1121
+ Select the Include Timeline  Details
History checkbox il |
. . . « Include Events +« Include Open Reguests Other Identifiers ‘ "@
* Cll(:k the Tlmellne tab v Include Resolutions « Include Closed Requests
« Include Reports « Include IUIDAVAWE J 5 3
Sort By [DATETIME DESC  ~| CATEGORY DESC  ~||[DESCRIFTIONASC  ~||  Get Records |
Datetime Category Description Attributes
] CLOSED REQUEST CHANGE STEWARD Cc2 Q
10/10/2003 16:50:00 |OPEN REQUEST CHANGE LOCATION SENTRY-QALAB-1 ®/
10A10/2003 16:49:50  |ONGOING EVENT  ASSET WALUE/GUANTITY INCREASE ACQUISITION COST__1000_0 @&
10/1072003 00:00:00 | INITIAL EVENT (INY CET_001) PO PURCHASE Q
&
&
[}
[}
&
&
Timeline Report ‘ I Record Properties

Figure 1-10: Viewing Asset Event History

Step 1. Navigate to the Inventory Asset Summary and History screen.

Step 2. Click the Timeline tab.
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Step 3. Select asset events whose history you want to review from the following checkboxes:

* Include Events

Events reflect the asset activity that occurs during the lifecycle of the
asset. For example, Initial Events (e.g. Purchase, Subject to Agreement,
Receive Inactive Asset), Ongoing Events (e.g. Change of Custodian,
Change of User, Change of Location, Added to Agreement, Asset Value/
Quantity Increase) and Final Events (e.g. Transfers, Retire, Lost
Damaged Or Destroyed, Obsolete Asset)

* Include Resolutions

Resolutions are a method for verifying that an asset record is accurate
during a review campaign (Physical Inventory). For example, a resolution
could be the barcode scan of an asset during a review campaign.

* Include Open Requests

Open Requests reflect a transaction that is still awaiting a conclusion.
For example, if you request a transfer of an asset to another custodian
and that custodian has not closed the request by either accepting or
denying the request, the request remains open and will appear on the
Timeline grid as such. You (as the requestor of the transfer) can close
the request by withdrawing the request.

* Include Closed Requests

Closed requests reflect a transaction that has been completed.

* Include Reports
Lists reports generated for the selected asset.

* Include IUID/WAWF

Lists whether the selected asset has generated a virtual asset, asset
mark, and upload to the IUID Registry.

Step 4. Click the Find icon to enter the query mode and click the Find icon again to execute the query.

The system returns all of the selected events that occurred for the
selected inventory asset.

Step 5. Click the Details icon adjacent to a selected event on the Timeline grid to look at the details of an
event.

Step 6. Click the closeout box (X) to exit out of the details view and return to the Timeline tab.
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Step 7. Click on a column heading (e.g. Category) to change the sorting order of the events.

The default sort order for asset events is descending order for the event
date (DateTime) and ascending order for the Category and Description
columns.

Step 8. The Ull field displays the Ull generated for the selected asset. If a Ull has not been generated,
thefield displays None Capiured.

Step 9. The Other Identifier field displays any other identifiers associated with the selected asset. Click
the Details icon adjacent to this field to open the View Asset Unique Identifier screen.

This screen lists any additional identifers associated with the selected
asset and displays information about the Ull, Ull markings, whether the
tag has been rendered and it what manner. (e.g Bagged or Tagged)

Step 10. Click the Timeline Report button to open the Asset Timeline report criteria page

Step 11. Click the Record Properties button to open the Record Properties inspector window.
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ASSET SUMMARY AND HISTORY FIELD TERMS

The following table defines the purpose of each field on the Asset Summary and History screen.

Asset Summary and History Field Terms

FIELD NAME

Include History

Next/Previous
Record Indicator

Parents

Children

C/AIP

Identifier

Identifier Type

Current Identifier

Unique Name

Default Location
Manufacturer
Model Number
Official Name

Model Name

Sunflower Systems © 2006

DESCRIPTION/EXPLANATION

When you select the Include History checkbox, the screen returns current
and historical records for the selected inventory asset.

To view the other records, click the Previous Record and Next Record
icons on the Tool Bar. If you do not select Include History, the screen
returns only the current record for the inventory asset.

The field adjacent to the Include History checkbox indicates if there are
multiple records for the selected inventory asset. A v indicates that you are
viewing the most current record for the asset. You can scroll through the
earlier records of an asset by selecting the Next Record icon to view the
history of that inventory asset. A* v indicates that you can select either the
Previous Record icon or Next Record icon to view the other records for the
selected inventory asset. A * indicates that you are viewing the earliest
record entry for the inventory asset and you can only scroll back through
the inventory asset records using the Previous Record icon.

The Parents field displays the number of parent records for the current
asset record that you are viewing. If an asset has a parent asset
association, the number of associations displays in the Parents field. An
asset can have multiple parents.

Double click in the Parents field to view the parent record information on
the Maintain Asset Structures screen.

The Children field displays the number of child records for the current
asset record that you are viewing. An asset can have multiple children.

Double click in the Children field to view the child record information on
the Maintain Asset Structures screen.

The C/A/P field indicates if there is a comment C, attachment A or picture
P attached to the selected inventory asset record.

The asset identifier is a unique tracking number for the assigned inventory
asset. For example, a barcode, tag number or property identification
number.

Displays the identifier type, (e.g. barcode, RFID, or PIN).

Displays the tracking identifier assigned to the inventory asset when the
historical record was current.

Displays the unique name assigned to the inventory asset. The Unique
Name is a data set on items that is globally unique, unambiguous and
robust enough to ensure that information is consistent through the life
cycle of the asset and supports the multifaceted business applications and
users.

Specifies the default location for an inventory asset. For assets that are
frequently borrowed from a Check-In-Out Point, the Default Location
specifies the asset’s location when it is not loaned out to a borrower.

Displays the name of the manufacturer of the asset.
Displays the model number assigned to the asset by the manufacturer.

Displays your organization’s official description for the asset by a
particular manufacturer and model combination.

Displays the model name assigned to the asset by the manufacturer.
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FIELD NAME
Serial Number

Drawing Number

Initial Event

User Fields

Final Event

User Fields

Asset Value

Acquisition Date
Responsibility Date
Condition

Effective Date

Expected Return
Date

Activity Status

Flags

Activity Type

Managed By

Owner

Steward
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Asset Summary and History Field Terms (Continued)

DESCRIPTION/EXPLANATION
Displays the serial number assigned to the asset by the manufacturer.

Displays the drawing number used to design and construct the asset.
Generally used for architectural and construction project use.

Displays the asset initial event type. For example, Purchase, Fabrication
or 7Transfer. An initial event is the asset’s method of acquisition. Sunflower
Assets enables you to establish the initial event types that best suit your
organization.

You can use the Administration module to define other Asset Initial Event
Types for your organization by using the Maintain Asset Event Types
screen, select the Asser Initial Event Type category, and then add the
Asset Event Type.

Displays user field information associated with the initial event.

Displays the asset final event type. For example, £xcess Sale or Transfer.
A final event is the method for recording the retirement of an asset.

Sunflower Assets enables you to capture each interest asset’s final event.
You can use the Management module to further define asset final events
for your organization by using the Create Inventory Asset Final Events
screen.

Displays user field information associated with the final event.

Displays the value entered for the asset. Press the Edit icon to display the
asset value component and summary detail.

The field adjacent to Asset Value specifies if the asset is capitalized or not
capitalized. You can capitalize an asset with the Finance module using the
Capitalize Financial Assets screen.

Displays the date the asset was acquired.

Displays the date the organization became responsible for the asset.
Displays the current condition of the asset.

Displays the date the asset state becomes effective.

Displays the expected return date of an asset that has been loaned,
stored, or sent out for repair.

Displays the current active status of an asset such as /n Service or
Storage.

Displays the flags assigned to an asset.
Displays the asset’s activity type.

For example, the asset may be used for various research projects. You
can view the Activity Type field for the project that is currently using the
asset.

You can create activity types with the Administration module by using the
Maintain Domains screen, select the Aciivify Type domain and modify or
add a new activity type.

Displays the organization that manages the asset. A Manager may be the
child organization of an Owner in a parent-child hierarchical structure.

Displays the organization that owns the asset. An Owner is the highest
level of authority in a parent-child hierarchical structure. It can be the
parent of a Manager.

Displays the organization that is the steward of an asset. A Steward may
be the child organization of a Manager in a parent-child hierarchical
structure.
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Asset Summary and History Field Terms (Continued)

FIELD NAME
Rep

Custodian

User
Location
Document

User Fields
Global User Fields

Creator Information

Sunflower Systems © 2006

DESCRIPTION/EXPLANATION
Displays the name of the steward’s primary asset center representative.

Displays the asset’s custodian. A custodian is the person in possession of
and responsible for the control and care of an asset.

Displays the user of an asset. The person that is authorized to use an
asset.

Displays the asset’s location.

Displays the type of supporting documentation, documentation identifier,
storage type and organization for an asset.

Displays user field information associated with the Inventory Asset.
Displays global user field information applicable to the Core Asset record.

Click to open the Creator Information display box to view the Transaction
Creator Information. You can click the Next Record and Previous Record
icons to view the different asset state transactions for an asset. The
Transaction Creator Information captures the date and time, and the
creator of each transaction.
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EDIT INVENTORY ASSET RECORDS

In addition to using the Maintain Inventory Assets screen to create asset records, you can use the Maintain
Inventory Assets screen to update an asset’s property record.

Scenario: The following graphic illustrates how to modify a single asset record. In this example, inventory
asset record XX23 has an incorrect purchase account, 7234, in the asset Initial Event context based
User Fields. Use the Maintain Inventory Assets screen to update the purchase account with the correct
account number, RR723, and enter a comment about the changes that made to the inventory asset

record.
NAVIGATION
* Click Mgmt
Inventory Assets
+ Click Maintain Type Type Identifier |
|nventory Assets Identifie Existing interest asset ‘ |
Unigue Name ‘
Default Location™ ‘
Catalog Identifier® ‘E Commadity Asset Parents [g Children |5 CiPiA
Manufacturer [FORD MOTOR COMPANY Model [TaRUS
Official Marme ‘SEDAN Model Name |
Serial Number ‘33123»( Drawing Mo |
Initial Event ‘F‘URCHASE User Fields* pozg ¢
Asset Value”™ $17.000.00 Acquisition Date |71,014300 Respansibility Date |71,01,1900
Asset Condition ‘ ‘ Effective Date 152320085 Expected Return Date
Activity Status ‘\N SERVICE Flags* ‘ Activity Type |
Manager [SUNFLOWER SYSTEMS Owner [SUNFLOWER SYSTEMS
Steward [SUNFLOWER SYSTEMS Accepted? [y Rep |
Custodian 950167 Last Name® [FnazER First | TimoTHY hlid (1,4

User Last Mame* First hid ’_

Location™ || [vERMORE__BUILDING __E__ ROOM__200
Document™ ‘

User Fields* ‘
Global User Fields* ‘

[ Page 2 I Caomment £ Picture / Attachrment | [ Re-Reguest

Figure 1-11: Edit a Purchase Account

Step 1. Navigate to the Maintain Inventory Assets screen.

Step 2. Enter the asset identifier in the Identifier field.

In this case, the asset identifier is XX23. The existing information for the
selected inventory asset record will populate the screen.

Step 3. Double-click in the User Fields field adjacent to the Initial Event field to open the Asset Initial
Event extended field.
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Step 4. Edit the Purchase Account number.

nitial Event - s

Purchase Order [Srges

Purchase Order Line 1

Purchase Account pRqo3

Figure 1-12: Using a User Defined Field to Edit the Purchase Account

Step 5. Save to update the Purchase Account information.

CHANGE INVENTORY ASSET INFORMATION
You can use the Change Inventory Asset Information screen to provide updates to multiple assets all at the

same time. For more information on how to use this screen in this manner, see, “Transfer Assets Directly
(Change Location)” on page 50.
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EDIT COMMENTS, ATTACHMENTS AND PICTURES

The Maintain Inventory Asset Comment/Picture screen enables users with the ACR role to capture the
condition of an inventory asset by attaching pictures, documents or comments associated with an inventory
asset. This screen is provided from the main menu because the ACR does not have access to the Maintain

Inventory Assets screen which is the alternative method for accessing the Maintain Inventory Asset
Comment/Picture screen.

Scenario: The following graphic illustrates how to use the Maintain Inventory Asset Comment/Picture

screen to add additional details for an inventory asset record by capturing comments, attaching pictures,
and other related documents.

NAVIGATION
* Click Mgmt

[ Masintain Irentony Assel CommentBichire - asmn2070

. . . | Astels

¢ Click Maintain "
Inventory Asset ::‘}';l' i i S
Comment/Picture =

« Click the Asset
Identifier

« Click the Tab key

NAVIGATION
¢ Click the Comments
tab

Comment Type_
|commEnT

Mew Comnment
Cornpitar will now ba uzéd for tha Line Praject

Comment Hist

i"' ONE ADM ADMI on 07 0B (9 41 37

{Mew computer for the Expsnsion FProject,

Entie value for Lang Gbgoct
Riond 11

Figure 1-13: Capturing Comments
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Step 1. Navigate to the Maintain Inventory Asset Comment/Picture screen.

Step 2. Enter the asset identifier in the Identifier field. In this case, the asset identifier is XX7234. The
existing information for the selected inventory asset record will populate the screen.

Step 3. Click the Tab key to open the Comments screen for the specified asset.

Step 4. Select the type of comment you want to create from list of values. Your choices are Comment or
Text.

Step 5. Enter your comments for the selected inventory asset record in the New Comment text area.
Step 6. Click the Save icon to save your updated comments.

NOTE: The Comment History area displays the user ID, the date and time of previous comments and the
new comments (upon saving).
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ADD PICTURES

Use the Pictures tab to add pictures related to a specified asset with the Add Picture button. If there is more
than one picture attached to an asset, use the Picture List button to view the list of pictures associated to the
asset. Use the View Picture button to view a picture in a separate web browser from which you can download
or save the picture to a local directory.

Scenario: The following graphic illustrates how to use Capture Comments, Picture and Attachments
screen to attach a picture to an inventory asset record.

NAVIGATION
« Click Mgmt
« Click Maintain Inventory Frr
Asset Comment/Picture Tiaifae MAEE S e

02 DELL D333 COMPUTER PERSOMNAL

¢ Click the Asset Identifier

« Click the Tab key

NAVIGATION
* Click the Pictures tab

Picture Type
|

Name

MIME Type Size (Bytes]

Add Plcfura | /1w Flestire Pigtura List |

Figure 1-14: Add a Picture
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Step 1. Navigate to the Maintain Inventory Asset Comment/Picture screen.

Step 2. Enter the asset identifier in the Identifier field. In this case, the asset identifier is XX02. The
existing information for the selected inventory asset record will populate the screen.

Step 3. Click the Tab key to open the Capture Comments, Pictures and Attachments screen for the
specified asset.

Step 4. Click the Pictures tab.
Step 5. Click the Add Picture button to open the Picture Upload screen.
Step 6. Navigate to the related asset picture file and choose the appropriate picture.

Step 7. Navigate to the Maintain Inventory Asset Comment/Picture screen.

NAVIGATION
 Click Pictures tab Picture Upload

* Click Add Picture
File
CADocuments and Settings\F CooperMy Documentst™y Pictures\Sample jpg
Ficture Type
OTHER v
Description
Provide description text about the picture and how it relates to the asset

Figure 1-15: Picture Upload Dialog Box
Step 8. Click the Browse button to select a picture from a directory path where the picture resides.
Step 9. Select the type of picture that you want to upload in the Picture Type field.

Step 10. Use the Description field to provide descriptive text about the picture and how it relates to the
asset.
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Step 11. Click the Upload button. If successful, a web page pops up indicating that the file uploaded
successfully. Close the web page to return to Sunflower Assets.

Step 12. Click the OK button to display the picture.

NAVIGATION
View the new picture
INVENTORY ASSET K02
Add more pictures as p— N
required armments ictures achments
& &)
Picture Type
OTHER
Mame
Sample.jpy
Description

Provide description text about the picture and how it
relates to the asset

MIME Type Size (Bytes)
image/pipeq 9894
Add Picture Wiew Picture Picture List

Figure 1-16: Saving the Uploaded Picture

Step 13. Click the Save icon to save your changes.
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ADD ATTACHMENTS
Use the Attachment tab to add documents related to the specified asset with the Add Attachment button. If

you have added more than one attachment to an asset record, you can use the Attachment List button to view
the list of attachments associated to the asset.

Scenario: The following graphic illustrates how to upload an attachment to an inventory asset record.

NAVIGATION
m Maintain Inven
* Click Mgmt
Assets
* Click Maintain Inventory i Manufactursr Mods! Offcial Name
Asset Comment/Picture v DELL a3 COMPUTER PERSONAL

 Click the Asset Identifier
¢ Click the Tab key

NAVIGATION
¢ Click the Attachments

EdCapture Comments, Pictures and Attachme

INVENTORY ASSET Xx02
tab

Comments Pictures Attachrments

Aftachment Type Name

OTHER = Training Sarmple Waord Doc. doc
MIME Type Size (Bytes)

application/msword 24064

Description

Sample Attachment file

Add Attachment “iew Attachment Attachment List

Figure 1-17: Add an Attachment
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Step 1. Navigate to the Maintain Inventory Asset Comment/Picture screen.

Step 2. Enter the asset identifier in the Identifier field. In this case, the asset identifier is XX02. The
existing information for the selected inventory asset record will populate the screen.

Step 3. Click the Attachments tab to open the Attachment Upload dialog box.
Step 4. Click the Browse button to select an attachment from its location on your local or shared directory.
Step 5. Use the Attachment Type field to select the type of attachment you are uploading.

Step 6. Use the Description field to provide descriptive text about the attachment and how it relates to the
asset.

Step 7. Click the Upload button. If successful, a web page pops up indicating that the file uploaded
successfully. Close the web page to return to Sunflower Assets. Close the web page to return to
Sunflower Assets.

Step 8. Click the OK button to display the attachment.

Step 9. Click the Save icon to save your changes.
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DOCUMENT SEARCH

Sunflower now provides the ability to search for attachments and documents that are associated with asset
records and agreements. Not only can the document search feature enable you to search and retrieve
documents but it can also let you search and retrieve comments, or document content for specific formats
such as MS Word documents, MS Excel and Adobe PDF files. The Document Search feature searches all
attachments in the Sunflower database. The search and retrieval process is returns a scored list of relevant
items from which you can select one or more desired items to view.

The search function is an Oracle text object that requires one extra table and 2 extra indexes. To enable the
Search Document feature, use the sscripts provided on the installation CD to run and install the search

component.

Scenario: The following graphic illustrates how to search the Sunflower database for documents and

attachments.
RAviGATion
* Click Search
Attachments and 2 - ica _ i 45
Comments Sunflower Enterprise - Production 4.5.0.0 DCE.

Repository Owner

Sunflower Enterprise Forms

Sunflower Enterprize Eeports

Sunflower Enterprize HTMWT Transaction Pages

Stock Asset Management

[ Search Attachments and Comments ]

Logeff

Figure 1-18: Searching for Documents and Attachments

Step 1. From the Production page, click the Search Attachments and Comments link. The search page
displays.
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NOTE: The Search menu is similar to a Report or HTML transaction page.

NAVIGATION

* Click Search
Attachments and
Comments

Sunflower Enterprise - Production 4.5.0.0
ORACLE

« Click Select
search
parameters

» Click SEARCH

Repository Owner

Search for |

r In comments? © In attachment description? r In attachment content?
Attachment Types
All Types | Clear | ™ Excel ™ JPEG ™ PDF I Word

Search

Figure 1-19: Search Documents Feature Search Criteria Page

Step 2. Enter search parameters/
* Enter search terms in the Search for field or use the % wildcard to search for all documents and/or
comments.
* Select one or more option in which to search for your key word(s)
* In comments
= |n attachment description
* In attachment content

= Selet one or more Attachment Types that you want to retrieve if the keyword(s) have a match in the
specified type. The list of choices depends on what is available in your database.

= Excel document
* Graphic file (JPEG, BMP, GIFs etc.)
= PDF document

*  Word document
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Step 3. Click the SEARCH button to return the results of the search criteria.

NAVIGATION

¢ Click Search
Attachments and
Comments

¢ Click Select search
parameters

* Click SEARCH

¢ Click Select to viiew

Sunflower Systems © 2006

Search for [%
r In comments? ~ In attachment description? = In attachment content?
Attachment Types

Al Types | Clear | & Excel ™ JPEG ¥ PDF M Word

Search

Search Results

Select? Attachment Attachment Name Tvpe Size Description
Description  Content
Open 4 1
Score Score
Sunflower Enterprise Enter a description
O 5 100 e Excel (16896 2"

Captured For

AGREEMENT
50001022714

Figure 1-20: Document Search Results
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Step 4. Check the select box and OPEN to view or simply click the document name link to view the details
of the file.

NAVIGATION
. F9 &l =
* Click Search Attachments
and Comments Sunflower Enterprise
+ Click Select search B — — —
parameters Assets Assets Sentry |MobileTrak* |ExcessTrak*|PackTrak*
. E Express
+ Click SEARCH 4 |Agreements X X
« Click Select box 5 |Management X X
5 |Inactive X
 Click Open to viiew 7 |Finance X
g |Excess X
9 [Review X
10 |IT Components X
11 |Administration X
12 |Contracts
13 |Sentry
14 |MobileTrak

15 ExcessTrak

15 |PackTrak

17 |HTML Transaction Pages
18 | Stock Asset Management

Figure 1-21: Viewing a Document from the Sunflower Database
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MAINTAIN ASSET STRUCTURES (PARENT/CHILD RELATIONSHIPS)

Most assets stand alone as individual assets; however, others may be grouped together for ease of
processing and reporting. Parent/Child assets are items that you can group together. For example, a
computer is really a number of different assets such as a Central Processing Unit (CPU), Monitor, Printer,
Disk Array and so on.

When working with Parent/Child assets, all of the child assets have their own cost basis and their own
depreciation attributes independent of the parent asset. You can specify that a new child asset of a parent
component asset inherit the remaining life of the parent asset. For example, consider a vehicle that is being
depreciated by using a five-year useful life span. After two years, a new communications package is added as
a child asset to the vehicle (parent asset). You can depreciate the communications package over the
remaining depreciable life of the vehicle, which is three years. If you choose this option, then the child asset
takes on the remaining life of the parent component asset.

Alternatively, you could choose to use the depreciation schedule of the communications package, which may
or may not extend beyond the depreciation life of the vehicle in which it has been installed. You may want to
set up the depreciation life of the communications package to extend beyond the parent (vehicle) asset
because you plan to remove the child asset (communications package) and install it in a new parent (vehicle)
asset for further use until the child asset is no longer serviceable.
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Scenario: The following graphic illustrates how to tell if an asset has an associated parent asset or
children assets.

NAVIGATION
« Click Mgmt Peeeis

Identifier Type

Parents 1 Q Children [ Q CIPIA Q

Current |dentifier PC-0101

« Click Inventory Asset
Summary and History

Default Location*®

Timeline  Details

W Include history

Manufacturer COMPAQ @) Model FODEL 1 @&
Official Mame COMPUTER PERSOMAL Model Mame
Serial Number 45623 Drawing Mo

Initial Event FURCHASE &) User Fields* ®

Final Event & User Fields™ &/

Asset Walue* $1,000.00 NOT CAPITALLE &)
UNUZED - 500D

Act Status/Type IN SERVICE Flags

Acquisition Date 03/30/2006
Effective Date (03/30/2006
Activity Type

Responsibility Date 03/30/2006

Agset Condition 1 Expected Return Date

Manager
Steward

Custodian

SUNFLOWER SYSTEMS
SUNFLOWER SYSTEME
ANDERSON JOE 444409

)
/)

Owner SUNFLOWER SYSTEMS
Rep

User DAVIS ANN
Location™ LIVERMORE _BUILDING_ 23 ROOM_ 1221
Document™
User Fields®
Global User Fields™

PppapPpEP

Creataor Information

Figure 1-22: Parent Child Assets on the Asset Summary and History Screen

The Parents and Children fields display the number of parent and/or child records for the current asset
record. An asset record can have multiple parents and children.
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Double-click the Parents and Children field to view the respective information. Double-clicking on either field
takes you to the Maintain Asset Structures screen where you can view the parent and child information for the
selected asset record. The graphic on the previous page displays the history of an asset.

Scenario: The following graphic illustrates how to view the parent-child relationship for a specific asset
record and drill down for additional details. The following graphic shows that the asset with an identifier of
PC-0101 is the parent of the Disk Array child asset with the Identifier of DA-237. The Related Assets
block of the Maintain Asset Structures screen lists the asset details of the child asset.

NAVIGATION
* Click Mgmt
Asset
* Click |nventory Asset Type Identifier Manufacturer Nadel Official Mame P C
Summary and History INY | PC-0101 COMPAQ PCEE74 PERSONAL COMPUTER
. Structure Type COMPOMNENT 01 Display
* Double-click Parent or C G
Child field
. Or.. Related Assets
Ok Type ldentifier Manufacturer Model Official Narme P C
* Click Mgmt T Ny |DA23t COMPAQ DS8769 DISK ARRAY
. . . User Fields*
+ Click Maintain Asset B
StrUCtures User Fields™
-
User Fields™
-
User Fields*
-
User Fields*
Children Parents
Message

Figure 1-23: Maintain Asset Structures Screen

Use the Display Parents or Children radio button selections to display parent or child assets in the Related
Assets block. The Children and Parents buttons at the bottom of the screen perform the same function.
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VIEW PARENT CHILD ASSETS WITH THE ASSET STRUCTURE REPORT

The Asset Structure report shows parent/child relationships between assets. Use the Asset Structure report
to review parent/child relationships between assets. To run a report perform the following:

Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.

Step 2. Click the Asset Structure report.

NAVIGATION
* Click Mgmt
. Sunflower Enterprise - Production 4.5.0.0
« Click Management ORACLE
Reports
. or ASMN6000 Management Reports
- Click Management Repository Owner
Reports
* Click Asset Structure
Inwentory Assets (Global Information’ Inventory Asset Summary by Asset Flag
Inventory Asset Summary by Asset Type
Asset Structure Inventory Asset Timeline

Inventory Aszset Activity Summary by Asset Flag Inventory Asset Utilization

Inventory Asset Activity Summary by Asset Type Inventory Assets Pending Acceptance by Age

Inventory Asset Final Events Tnventory Assets Pending Release by Age
Inwventory Asset History Inventory Assets with Recently Denied Requests
Inventory Ascet Tnitial Events Inventory Assets with Requests

Inwentory Aseet Interface Processing Results Purchage Order Aging Report

Inwentory Aseet Ongomng Events Welume Shy Interface Processing Resulte

Previously Bun Report

Reports Main Meny

Figure 1-24: Selecting the Asset Structure Report
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Step 1. Enter the inventory asset ID in the Identifier field on the Report Parameter page.

% Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG6180 Asset Structure

How would vou like to select the assets that appear on the report?

Starting Asset: Interest Type lm Identifier IF'C-EI1EI1|
Structure Type IW

Mumber of levels |2—

Parents or Children lm

Aszset User Fields

Reset |

Ianagement Reports

Figure 1-25: Asset Structure Report Parameters
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ASSET STRUCTURE REPORT OUTPUT

Review the Asset Structure report output to review parent/child relationships between assets. The following
report reveals the parent child relationship for the parent asset, PC-0701.

Sunflower Enterprise Asset Structure Page 2 of 3
ASMNE1E0 07/19/2005 14:35
Level Idensifies Cfficial Name Manufacturer Hodel Location Asset Value
INV EC-0101 COMEUTER PERSCNAL COMERQ MODEL 1 LIVERMORE H 10,000.00

BUILDING : 23 ROCM : 1221

User Fields:

1 INV DA-231 DISK ARRARY COMFAQ D387€9 LIVERMORE s 7,000.00
BUILDING : 23 ROCM : 1221

User Fields:

Total : 2 s 17,000.00

Figure 1-26: Asset Structure Report
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TRANSFER ASSETS

Many changes can occur over the course of an asset’s lifecycle. The most common changes are those that
affect the location, custodian, user and steward of the asset. There are several ways to manage property
records based on the type of changes required. Sunflower provides several screens specifically designed to
update these changes to perform mass changes to one or many assets.

The following examples illustrate how to:

* Change Location

* Change Location and Custodian

* Request a New Steward

* Accept Requested Steward Change

* Deny or Withdraw a Requested Change
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TRANSFER ASSETS DIRECTLY (CHANGE LOCATION)

While you can change the location of a single record with the Maintain Inventory Assets screen, you can
perform the same change for multiple asset records by using the Change Inventory Asset Information screen.

NAVIGATION
« Click Mgmt

 Click Change Inventory
Asset Information

Scenario: The following graphic illustrates how to change the location of an asset from its current location
to a new location. An asset’s custodian has changed offices and moved all of their assets to the new
location, Room 102 in Building G at the Livermore site. Use the Change Inventory Asset Information
screen to update the location of all assets assigned to the custodian.

et Infarmation - 2

New Infarmation
Steward Rep ‘
Custodian Last Name™ ‘ First ‘ Wid ’7
User Last Name* ‘ First ‘ Mid ’_
¥ Lacation® || \ERMORE_ BUILDING__G__ROOM__102 Expected Retum Date |
Dacument™ v Effective Date M
Assets
Ok A Identifier Manufacturer / Model / Official Name
¥ |U1EH ‘APPLE7M55557COMPUTER FORTABLE =)
o |E|1E|1EI1 ‘AGILENT_1DD7EA_25DMHZ HIGH YOLTAGE PROBE
W |D10102 ‘AGILENT71DDYEA7250MHZ HIGH YOLTAGE PROBE
¥ |U1EHEI3 ‘AGILENT71UU7EA725UMHZ HIGH YOLTAGE PROBE
W |D101011 ‘AGILENT_mD?EA_ZEDMHZ HIGH YOLTAGE PROBE
v |U10105 ‘AGILENT71UD7EA72SDMHZ HIGH YOLTAGE PROBE
v (010106 AGILENT_ 100764 250MHZ HIGH YOLTAGE PROBE
W (010107 AGILENT__100764__250MHZ HIGH YOLTAGE PROBE
W (010108 AGILENT__ 100764 250MHZ HIGH YOLTAGE PROBE
¥ |U1EHEI9 AGILENT__10076A__250MHZ HIGH YOLTAGE PROBE -
Message |
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Step 1. Navigate to the Change Inventory Asset Information screen.

Step 2. Select (check) the items that you want to apply changes for selected assets.

Step 3. Enter the new location information of the assets by double-clicking in the Location complex field in
the New Information block.

You can perform similar changes for the Cust Org (Custodian
Organization), Custodian, User and Document fields.

Step 4. To return only the assets assigned to a specific steward:

* Place the cursor in the Identifier field of the Assets block
* Click the Find icon to open the Query Criteria screen.

* Enter the Steward’s name in the Assigned To field

= Click the Execute button to execute the query.

The query searches and retrieves from the database the assets assigned
to the selected steward and displays them in the Assets block. You can
now assign the new location to the desired assets assigned to the
steward.

NOTE: You can deselect any assets that you do not want to apply changes to by
unchecking the delta checkbox next to the inventory asset identifiers.

Step 5. Click the Save icon to save your changes to the selected assets.
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GE LOCATION AND CUSTODIAN

previous example demonstrated how to change the location of an asset. While this is a common

occurrence in the daily management of assets, you may need to change the location and the custodian for
assets. You can use the Change Inventory Asset Information screen to make the changes to the custodian
and location for these assets.

NAVIGATION
* Click Mgmt Mew: Infarmation
A L
« Click Change Inventory S | R | _
Asset Information W Custodian 350157 Lazt Name* |FRAZ\ER First |TIMOTHV Mid [
L | User Last Name™ | First | Mid ,7
v Location™ [SAN FRANCISCO_BUILDING __E2__ ROOM__1808 I" Expected Retur Date
I Document* ‘ I Effective Date |ng5/21,2008
Assets
Ok A Identifier Manufacturer / Model / Official Mame
[ ‘DWDW ‘AF‘F‘LE_MEEEE_COMF‘UTER PORTABLE =
u ‘010101 ‘AGILENT71 00764, 250MHZ HIGH WOLTAGE PROBE N
[ w 010102 AGILENT__10076A__260MHZ HIGH WOLTAGE PROBE
[ w 010103 AGILENT__10078A__250MHZ HIGH WOLTAGE PROBE
[ v 010104 AGILENT__10076A_ 250MHZ HIGH WOLTAGE PROBE
[l 010106 AGILENT__10076A_ 260MHZ HIGH WOLTAGE PROBE
[ w 010106 AGILENT__10078A__250MHZ HIGH WOLTAGE PROBE
[ v 010107 AGILENT__10076A_ 250MHZ HIGH WOLTAGE PROBE
LI ‘EHEHEIB ‘AGILENT_‘\ 00764 __250MHZ HIGH WOLTAGE PROBE
[ ‘DWDWDB ‘AGILENT71 0076A_ 250MHZ HIGH WOLTAGE PROBE -
Message |

Scenario: The following graphic illustrates how to change the location and custodian at the same time for
one or more assets.

Figure 1-28: Assigning Asset Records to a New Location and Custodian

Step 1. Navigate to the Change Inventory Asset Information screen.

Step 2. Select (check) the items that you want to apply changes for selected assets. In this example, we
are updating the Custodian to 7imoithy Frazier and the Location to SAN
FRANCISCO BUILDING E2 ROOM 1808 for assets XX07, XX02and XX03.

Step 3. In the Assets block, place the cursor in the Identifier field and enter one asset identifier per line.

Step 4. Click the Save icon to save your changes to the selected assets.
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CREATE REQUEST (REQUEST NEW STEWARD)

In the previous examples, you were able to make updates to assets where you were a steward contact for one
or more of the involved organizations. If you need to modify assets records for assets that do not belong to
you or you need to transfer assets from your own steward organization to another, you will need to contact the
steward of that organization and request that they make the updates or, in the case of a transfer, accept the
transfer of assets from your organization to their organization.

Scenario: The following graphic illustrates how to request a transfer of an assigned asset to another
steward organization. This is the first part of the two-part transfer process. The change in accountability
is complete only after the requested party accepts the change/transfer request. You receive notice from
the director of your organization that asset XX01 will be used for a project in another organization. Create
a request to transfer the asset from your organization to the Sunflower Systems organization.

NAVIGATION

* CIICk Mgmt Reguest Inforrmation

 Click Request | Stewand [SUNFLOWER SYSTEMS Rep |
Inventory Asset Custodian Last hame* | First ‘ helid ’_
Change User Last Mame™ | First ‘ Wid ’7

Location® |

Assets

Ok A |dentifier Manufacturer / Model / Official Name
v ‘)0{1]1 "AF‘PLE_MEEEE_COMF‘UTER PORTABLE =

Message ‘

Figure 1-29: Request Inventory Asset Change Screen
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Step 1. Navigate to the Request Inventory Asset Change screen.

Step 2. Edit the items that you want to request a change for the selected assets. In this case, change of
Custodian to Sunflower Systems.

Step 3. Enter the asset identifier of the asset you are requesting to be transferred and click the Tab key.

Step 4. Click the Save icon to save your transfer request. The system returns an asset request number.
Take note of this value as you may use it in the future.
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ACCEPT AN ASSET REQUEST (ACCEPT REQUESTED STEWARD CHANGE)

A change in accountability is a two-part process that is only complete when the requested party accepts the
change/transfer request. The transfer of assets is a transfer of responsibility that takes place through a hand
shake process known as a request and acceptance of an asset. If a request for transfer is made, the
requested steward can either accept or deny the transfer of the assets in question. How do you know when
you have pending asset transfers? There are several ways to discover pending requests awaiting action that
include:

« E-mail: Automatic Notification
* “Inventory Assets with Requests Report” on page 56

* “Close Inventory Asset Requests” on page 59

* “Deny Requests” on page 61
*  “Withdraw Requests” on page 62

*  “Accept Request and make additional changes” on page 64

One method shows you how to generate the Inventory Assets with Requests report to view assets that have
pending requests for your steward organization. Another method shows you how to use the Close Inventory
Asset Request screen to either accept or deny a requested asset transfer request for your organization.
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INVENTORY ASSETS WITH REQUESTS REPORT

Use the Inventory Assets with Requests report to check for pending requests. To run a report perform the

following:

Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.

Step 2. Click the Inventory Assets with Requests report.

NAVIGATION
« Click Mgmt

¢ Click Management
Reports

¢ Or..

« Click Reports

Sunflower Enterprise - Production 4.5.0.0

ORA

CLE

ASMN6000 Management Reports

Repository Owner

« Click Management
Reports

« Click Inventory Assets
with Requests

Tnventory Assets (Global Information:
Aszset Search
Asset Structure

Inventory Asset & ctivity Sumrmary by Asset Flag

Inventory Asset Summary by Asset Flag

Inventory Asset Summary by Asset Type

Inventory Asset Tinelne

Inventory Asset Uhilization

Inventory Asset Activity Summary by Asset Type

Inventory Assets Pending Acceptance b e

Tnventory Asset Final Events

Inventory Asset History

Tnventory Asset Tnitial Events

Inventory Asset Tnterface Processing Results

Inventory Asset Ongomg Events

Inventory Assets Pending Release by Age

Inventory Assete with Recently Denied Requests

Inventory Assets with Requests

Purchase Order Eeport

Wolume Shy Literface Processing Results

Previousty Run Report

Reports Main Menu
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Select the Requested Steward for the Transfer. In this case, Asset Center XX.

% Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG6040 Inventory Assets with Requests

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

Current Steward I

™ Include the Steward's Child Organization

-0OR -
Requested Steward [AS5ET CENTER 3¢ |

[ Include the Steward's child Orgarnizations
_OR.-

Tdentifier Last Mame First Iid Prefiz Suffiz
Current Custodian I I | | | =l | =l
_OR.-

Tdentifier Last MName First Md Prefiz Suffiz
Eequested Custodian | | | | | =l |
_OR-

Identifier Last Name Farst Mid Prefix Suffiz
Current User I I | | | j | j
_OR-

Tdentifier Last Name First Mid Prefi Suffiz
Requested User I I | | | =l | =l

Include Which of the Following?

I™ Accept Inventory Asset Requests
¥ Change Steward Requests

™ Change Custodian Redquests

I” Change User Requests

I™ Change Location Fequests

How Would You Like the Assets to be Sorted?

1 2 3
|CURRENT STEWARD x| [CURRENT STEWARD x| [CURRENT STEWARD x|

Reset

Management Reports

Figure 1-31: Inventory Assets with Requests Report Parameters
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INVENTORY ASSETS WITH REQUESTS REPORT OUTPUT

Review the Inventory Assets with Requests Report output to determine if there are any outstanding requests
for asset transfers to your organization. The following report reveals several assets that have been requested

to transfer to your organization.

Sunflower Enterprise
ASMNE040

Requested 3teward : A33ET CENTER XX

Identifier Flags Cfficial Hame

Inventory Assets With Reguests

Manufacturer Model

Serial Number

Page 3 of 5
07/19/2005 14:47

XXo9 COMPUTER FERSOHAL

Current Steward : SUNFLOWER SYSTEMS

Current Custodian : FRAZIER KRISTEN 8 020266

Current User :

LIVERMORE

LDIRG : E

Current Location :

ROCM : 200

C3CILLOSCCEE
: SUNFLCWER SYSTEMS

XX10
Current Steward

FRAZIER KRISTEN 38 020266

Current Custodian :

Current User :

DELL D233

Regquested Steward : 5
: CWNER REPOSITCRY

FPhone MNuxmber :

Requaster

Requested Custodian :
Requester :

Phone Muzber :
Requested Usex :

Requester :

Phone B
Requested Loz

Reques

Fhone Number :

TEETRONIX T11z20%

Regquested Steward :
Requesser :

Phone Muzber :
Requested Custodian :
Requester :

Phone Muzber :
Requested Usex :
Requester :

FPhone Number :

21430394 3

ter :

2312133D H 4

ASSET CENRTER XX -

ASSET CENRTER XX
CWHNER REPOSITCRY

Figure 1-32: Inventory Assets with Requests Report Output
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CLOSE INVENTORY ASSET REQUESTS

Use the Close Inventory Asset Request screen and the information provided by the Inventory Assets with
Requests report to accept the requested asset transfer for your organization.

Scenario: The following graphic illustrates how to use the Close Inventory Asset Request screen to
accept responsibility of the assets, XX08 and XX09.

NAVIGATION
* Click Mgmt

* Click Close Inventory
Asset Requests

ASSET CENTER 2

v
L]
]
L]

Figure 1-33: Close Inventory Asset Request Screen Accept a Request
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Step 1. Navigate to the Close Inventory Asset Requests screen.

Step 2. Click the Find icon to open Query Criteria screen.

Step 3. Select the Requested radio dial and enter your steward organization in the Steward field to search
for assets that you have been requested to take ownership of.

Step 4. Select /nventory as the asset Interest Type.

Step 5. Click the Execute button to retrieve the search results from the database.
Step 6. Use the scroll bar or the Next Record icon to select the desired assets.
Step 7. Check the A (Accept) checkbox to accept the selected asset upon saving.
Step 8. Click the Save icon to save changes to the asset’s property record.

NOTE: You can save after each decision or after making all inventory asset request decisions (Accept or
Deny).
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DENY REQUESTS

To refuse acceptance of an asset, select the D (Deny) checkbox. The requestor is notified accordingly.

Scenario: The following graphic illustrates how to deny the requests to transfer property records XX11 to
your steward organization.

NAVIGATION
* Click Mgmt

Assets

« Click Close Inventory
Asset Request =

Identifier ‘XXM

Manufacturer £ Model / Official Name™

‘FOF{D WMOTOR COMPANY__TAURUS__SEDAN
Model Name ‘

Serial Nurnber ‘35_133454322
Drawing Mo ‘

- Accept
- Deny
- Wvithdraw

» $O0k

D W
= Steward | ASSET CENTER %
Custodian

User

Location

Message

Figure 1-34: Close Inventory Asset Request Screen Deny a Request
Step 1. Navigate to the Close Inventory Asset Requests screen.
Step 2. Click the Find icon to open Query Criteria screen.

Step 3. Select the Requested radio dial and enter your steward organization in the Steward field to search
for assets that you have been requested to take ownership of.

Step 4. Select /nventory as the asset Interest Type.
Step 5. Click the Execute button to retrieve the search results from the database.
Step 6. Check the D (Deny) checkbox to deny the selected asset upon saving.

Step 7. Click the Save icon to save changes to the asset’s property record.
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WITHDRAW REQUESTS

A requestor can withdraw their request to transfer an asset to another organization by selecting the W/
(Withdraw) check box. The requestor is notified accordingly.

Scenario: The following graphic illustrates how to withdraw a transfer request. The request you made for
a new steward for asset XX07 was a mistake. Withdraw the request.

NAVIGATION
« Click Mgmt

« Click Close Inventory
Asset Request

FORD MOTOR COMPANY__TAURUS__ SEDAN

ASSET CENTER 3¢

Figure 1-35: Close Inventory Asset Request Screen Withdraw a Request
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Step 1. Navigate to the Close Inventory Asset Requests screen.

Step 2. Click the Find icon to open Query Criteria screen.

Step 3. Select the Assigned radio dial and enter your steward organization in the Steward field to search
for assets that you have requested to transfer ownership.

Step 4. Select /nventory as the asset Interest Type.

Step 5. Click the Execute button to retrieve the search results from the database.

Step 6. Use the scroll bar or the Next Record icon to select the desired assets.

Step 7. Check the W/ (Withdraw) checkbox to withdraw the asset request upon saving.

Step 8. Click the Save icon to save changes to the asset’s property record.
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ACCEPT REQUEST AND MAKE ADDITIONAL CHANGES

Once you have accepted assets into your custodial ownership, you can update the asset records with
changes to the assignment of custodian, user, and location information. In a prior scenario you accepted
assets into your organization, now you can update those records with additional information.

Scenario: The following graphic illustrates how to update asset records by assigning the new custodian
and location details for the asset records.

NAVIGATION
* Click Mgmt New Infarmatian
. Steward Rep ‘
 Click Change Inventory
. v ~
Asset Information Custodian |gs0167 Last Mame™ |FRAZIER First TimoTHY Mid ’Mﬁ
User Last Name* ‘ First ‘ Mid ’_
¥ Location™ |san FRANCISCO_ BUILDING_E2_ ROOM__1808 Expected Retum Date
Document™ v Effective Date \n5/212006
Asgzets
Ok A Identifier Manufacturer / Model / Official Name
v |U1U1 ‘APF‘LE7M55557COMPUTEH PORTABLE =)
v |EI'IEI1EH ‘AG\LENT_WEI?EA_ZEDMHZ HIGH VOLTAGE PROBE
! |D1D1DZ ‘AG\LENTﬁmD?EAﬁZEDMHZ HIGH YOLTAGE PROBE
v |U1U1E|3 ‘AG\LENT71UU?EA725EIMHZ HIGH OLTAGE PROBE
! |D1D1Dfi ‘AG\LENT_mD?EA_ZEDMHZ HIGH YOLTAGE PROBE
v |U1U105 ‘AG\LENT71UDTEA7250MHZ HIGH OLTAGE PROBE
v (010106 AGILENT_ 100764 250MHZ HIGH YOLTAGE PROBE
« (010107 AGILENT__ 100784 _250MHZ HIGH YOLTAGE PROBE
v (010105 AGILENT__ 100764 250MHZ HIGH YOLTAGE PROBE
v |U1U1E|9 AGILENT__10076A__250MHZ HIGH YOLTAGE PROBE -
Message ‘

Figure 1-36: Change Inventory Asset Information Screen
Step 1. Navigate to the Close Inventory Asset Requests screen.
Step 2. Enter the information that you are changing for the selected assets in the New Information block.

Step 3. In the Assets block, place the cursor in the Identifier field and enter one asset identifier per line.
Click the Tab key after you enter each asset identifier.

Step 4. Click the Save icon to save your changes to the asset’s property records.
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TRANSFER INVENTORY ASSET VALUE

The Transfer Asset Value screen provides the ability to transfer values of any interest asset to another asset
of the same interest type. Use the Transfer Inventory Asset Value screen to transfer the inventory asset value
from one asset to another inventory asset.

Scenario: The following graphic illustrates how to transfer asset value from one inventory asset to
another. In this example, the inventory asset, 0102, value is transferred to the inventory asset 0101.

NAVIGATION
* Click Mgmt
H ~To
 Click Transfer Inventory
Asset Value Identifier 101
Manufacturer  app| E M558 COMPUTER PORTABLE
Asset Type  anpE AUTOMATED DATA PROCESSING EQUIFMENT
Acquisition Date g1,01/1905 Flags =
Activity Status 1 SERvICE Activity Type | r

Document™

User Fields*
Global User Fields™

From

Asset Value Total Transfer Value®
Identifier o102

Manufacturer  oELL D333 COMPUTER PERSONAL

Page 2 Comment

Figure 1-37: Transfer Inventory Asset Value to Another Asset

Step 1. Navigate to the Transfer Inventory Asset Value screen.

Step 2. Enter the identifier that you want to transfer value to in the in the Identifier field of the To block.

Step 3. Enter the identifier that you want to transfer value from in the in the Identifier field of the From
block.

Step 4. Click the Comment button to enter any comments relevant to this inventory asset value transfer
transaction.

Step 5. Click the Save icon to complete the transfer of value to the selected inventory asset.
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MAINTAIN INVENTORY ASSET ONGOING EVENTS

Sunflower uses the concept of Ongoing Events to support the various activities that occur during an asset’s
lifecycle. For example, an asset may require periodic diagnostic testing to validate whether the asset is in
proper working order or if the asset requires maintenance. You can use the Maintain Inventory Ongoing
Events screen to record each instance that a designated asset receives diagnostic testing and if necessary,
send out and record the maintenance of the asset. This provides you with an accurate history of your assets

and their maintenance records.

Scenario: The following graphic illustrates how to use the Maintain Inventory Asset Ongoing Events
screen to specify the receipt of the returned asset and certify the condition of the asset that will be

transferred back into your organization.

NAVIGATION 78 Maintain Invento
« Click Mgmt - Agset
Identifier Manufacturer Official Name
« Click Maintain Inventory 011 FORD MOTOR COMPANY SEDAN

Asset Ongoing Events

~ Ongoing Events

Ok Datetime Event Details*
v 1 105 14:57:01 12000__0R/30/2005

OOO0O0O0DOOOOO O O

Created by wINE ADM ADMOZ

WMessage Complete

Ongoing Event Type |vEHICLE MILEAGE

CIAP

Carmment / Atachment ¢ Pict.

Figure 1-38: Maintain Inventory Asset Ongoing Events Screen
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Step 1. Navigate to the Maintain Inventory Assets Ongoing Events screen.

Step 2. Enter an asset identifier in the Identifier field. In this case, the asset identifier is 0777.

NOTE: After entering a value in a field, hit the Tab key to move to the next field.
Sunflower automatically populates default values when defaults are available.

Step 3. Select the ongoing event from the LOV in the Ongoing Event Type field. In this example, it is
Vehicle Mileage.

Step 4. Click the Comment/Attachment/Pict... button to enter any comments relevant to this asset and its
ongoing event.

Step 5. Click the Save icon to save your changes to the asset’s property records.

Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide 1-67



DOCUMENT SEARCH

MAINTAIN INVENTORY ASSET USER FIELDS

The Maintain Inventory Assets User Fields screen enables the ACR role to set the user-defined fields for an
inventory asset. Alternatively, the Inventory Manager and Inventory Clerk roles can designate the asset user
defined field value by using the Maintain Inventory Assets screen. A user with the ACR role does not have
access to the Maintain Inventory Assets screen and as a result, must use this screen to perform this function.

Scenario: The following graphic illustrates how to set a user defined field value for an inventory asset. In
this example, the inventory asset, 0101, user defined field is being set to 25 pounds.

NAVIGATION
* Click Mgmt

« Click Maintain Inventory
Assets User Fields & Identifier Manufacturer
e 0101 APPLE
User Fields™ o5

Message

User Fields™

Message

User Fields*

Message

User Fields™

Message

User Fields™

Message

hndel
MWIS555

Official Name
COMPUTER PORTABLE

Figure 1-39: Maintain Inventory Assets User Fields Screen
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Step 1. Navigate to the Maintain Inventory Assets User Fields screen.

Step 2. Enter the asset identifier in the ldentifier field and press the Tab key to display the asset's
information.

NOTE: To find a particular asset or to find a group of assets, click the Find icon to
display the Query Criteria screen. Enter the information you know (steward, location,
user, etc.). Be sure to select the Requested check box near the top of the screen. Click
the Execute button at the bottom of the screen.

Sunflower finds all the assets that match your criteria. The bottom of the
screen indicates the number of records found matching your criteria. To
move between multiple records, use the up and down arrow keys, or click
the Previous Record and Next Record icons in the toolbar.

If you do not want to change for a particular asset, deselect the check
box next to the asset.

Step 3. Place the cursor in the User Fields field and click the Edit icon to display the pop-up window.

Step 4. Enter the appropriate information for the user field.

Step 5. Click the Save icon to save the user field updates and return to the Maintain Inventory Asset User
Fields screen.
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INACTIVATE INVENTORY ASSETS

When assets are not in active use, you may choose to store them. Sunflower helps you to manage assets that
are not in use through the Inactive module. The Inactive module provides a way to collect and track assets
that are not in use. People can be made aware of the stored assets, which may be available for reuse by
others for a predefined period-of-time while the owning organization is not using their assets.

The Inactive module provides an effective way to manage storage facilities. For example, there are many
cases when assets are ordered for pending projects and the owning organization is not yet ready to utilize the
asset. This asset may require special storage that can be better handled by a warehouse facility that
manages the receipt and storage of assets. Alternatively, an asset could be used and in good condition but
your organization has no further use for the asset. By sending the asset to an inactive storage facility, you
give your entire enterprise the opportunity to search for assets that may be put back into service. Instead of
purchasing a brand new asset, the asset can be reused, reducing the costs of purchases for an asset
supporting the goals of your entire enterprise. Lastly, there are certain assets that require very specific
storage conditions; the Inactive module enables you to specify unique requirements related to your assets so
that your assets are stored in the proper condition.

Creation of an inactive asset is a two-part process performed by an individual in the owning organization (e.g.
Inventory Clerk) and an Inactive Clerk. The Inventory Clerk initiates the request to store an asset by creating
an inactive receival request. The request is received by the Inactive Manager who can then approve the
request by creating what is known as an inactive asset from the inactive receival request. From here, the
inactive manager will coordinate the appropriate personnel to pickup (if required) and store the requested
assets.

Sunflower provides the Inactive module to handle inactive assets requests for agreement assets and
inventory assets. This section will cover inactive asset process for an inventory asset. The discussion
provided here is also applicable to agreement assets. To learn more about storing inventory assets by using
the Inactive module refer to the following sections:

.

“Send an Asset to Storage” on page 71

.

“Withdraw Inactive Receival Request” on page 74

.

“Request Inactive Asset Redeployment” on page 78

.

“Withdraw Inactive Redeployment Requests” on page 80

NOTE: Inactive assets can be created directly for assets that are purchased and placed in controlled
storage until they are ready to be issued. For example, stockroom assets are stored and issued to
individuals as needed. A supply of these assets are kept in a controlled area and depending on the
nature of the asset they may be identifiable assets (e.g. handguns, bullet proof vests) or they may be
non-identifiable assets such as uniforms, or other standard issued items that are not expected to be
returned but rather consumed. These types of assets would most likely be created initially as inactive
assets.
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SEND AN ASSET TO STORAGE

There are times when you may want to store an asset for later use. The asset may be a new asset that has
been purchased and designated for a project that is not yet ready to utilize the asset. This asset may require
special storage that can be better handled by an organization that oversees controlled property storage.
Alternatively, an asset could be used and in good condition but your organization has no further use for the
asset. By sending the used asset to an inactive storage facility, you give your entire enterprise the opportunity
to search for and request that the inactive asset be transferred to their organization and put to use for another
project that supports the goals of your entire enterprise. To assure that the assets have proper storage and
can be made available when needed, you can request that the assets be placed in an inactive mode and
stored under the proper conditions.

Sunflower provides the Inactive module to handle inactive assets requests for Agreement Assets, Inventory
Assets, Financial Assets and Excess Assets. This section covers the inactive asset request process.
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INVENTORY ASSET INACTIVE RECEIVAL REQUEST

The first part of creating an inactive asset is the creation of an inactive receival request. The Inactive Asset
chapter shows you the second part of how to create an inactive asset by creating the inactive asset from an
inactive receival request similar to the one we are going to create here.

Scenario: The following graphic illustrates how to create an inactive receival request. Asset XX04 will not
be needed by your organization for at least the next 6 months. As a result you have decided to store it in
the warehouse. Any charges required to collect and ship to the warehouse should be billed to account
A11201. In addition, the asset should be kept dry and may not be used by other interested individuals.

NAVIGATION
« Click Inactive
+ Click Request Inactive isgues i o
Receival Iake inactive in-place?
. Pick-up Location *
« Click Request ekeup o LIVERMORE__BUILDING __G__ROOM__200
Inventory Asset Delivar-to Location * | 1/ERMORE_ BUILDING__INACTIVE__ROOM__RCY

Inactive Receival

Assets
Ok A Identifier Manufacturer Maodel Official Mame
b W 04 GATEWAY SOL0 9100 COMPUTER PORTABLE
Reguest No 1103 | Inactive Type CONTROLLED STORAGE
Available to others? M Duration (yrs) Recharge ldentifier A11201

User apmog Last Mame® NINE First ADM

id
Uniqus quts| KEEP DRY AT ALL TIMES |

Comment

May be loaned out during the inactive period |

Message  Complete

Figure 1-40: The Request Inventory Asset Inactive Receival Screen
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Step 1. Navigate to the Request Inventory Asset Inactive Receival screen.

Step 2. Enter the inactive request pickup and deliver-to locations.

* You have the option of making the inventory asset inactive without moving the asset to a storage
facility by selecting the Make inactive in-place? checkbox. This checkbox also overrides the Pick-up
Location and Deliver-to Location fields.

* In some cases, it may be more practical for you to store the inactive asset in a designated area that
your organization can control according to the asset's requirements. Use the inactive in-place option to
accommodate this type of business practice.

Step 3. Enter the asset identifier in the Identifier field for the item you are requesting an inactive receival.
In this case, the asset identifier is XX04. The Manufacturer, Model, and Official Name fields auto-
populate.

NOTE: The Request No (Number) is auto-generated upon saving. This number is used
for tracking and reporting, and if necessary to withdraw the request.

Step 4. Use the Inactive Type field to select the type of storage required for the asset. In this example, it is
the default value, CONTROLLED STORAGE. You can specify detailed storage instructions with
the Unique Requirements text box below.

Step 5. Specify whether the asset is available for loan ( Y'for Yes or NV for No) to others during its inactive
period.

Step 6. Enter the duration of the asset’s inactive period in the Duration (yrs) field. The length of the inactive
period is designated in years (e.g, 0.5 = 1/2 year).

Step 7. Enter the account to charge storage and related costs for the inactivating the asset in the
Recharge Identifier field.

Step 8. Specify any special considerations for the handling and storage of the asset (e.g. hazard, special
storage needs, etc.) in the Unique Rgmts text box.

Step 9. Specify any general comments (e.g. pick up times, etc.) in the Comment text box.

Step 10. Click the Save icon to save your request. Notice the system generated request number. In this
case, it is 7703. This number will be used to complete the inventory asset inactive receival
request later.
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WITHDRAW INACTIVE RECEIVAL REQUEST
Use the Withdraw Inactive Receival Request screen to withdraw a prior request to inactivate an asset. You
will need the Request No (7703 from our last example) that you obtain upon saving your Inventory Asset

Inactive Receival request in order to perform this action.

Scenario: The following graphic illustrates how to withdraw an Inactive Receival request.

NAVIGATION

+ Click Inactive Requests

+ Click Withdraw Inactive Ok|Request Mo | [dentifier Manufacturer hodel Official Mame
Receival [ 1103 INY 304 GATEWAY SOLO 9100 COMPUTER PORTABLE

Inactive Type  cONTROLLED STORAGE
Available to others? Duration (yrs) Recharge Identifier 11201
Rick-up Location | /ERMORE_ BUILDING_ G__ ROOM__200
Deliver-to Location | vERMORE__ BUILDING__INACTIVE__ROOM__RCY
User  jinE ADM ADMDZ
Unique Regquirements  KEEP DRY AT ALL TIMES

Camment May be loaned out during the inactive period.

Message

Figure 1-41: The Withdraw Inactive Receival Request Screen

Step 1. Navigate to the Withdraw Inactive Receival Request screen.

Step 2. Enter the inactive request number that you generated when you made the original request to
inactivate the asset in the Request No field. In this case, it is request number 7703. Click the Tab
key to bring up the asset information.

Step 3. Click the Save icon to withdraw your inactive receival request.
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DENIED INVENTORY ASSET INACTIVE RECEIVAL REQUEST

You can determine if your inventory inactive receival request has been denied by running the Inventory
Assets with Recently Denied Requests report. Use this report to review denied inactive receival requests
based on selected report criteria.

Scenario: The following graphic illustrates how to retrieve and review the report displaying a denied
inactive receival request to store property record XX04, a portable computer.

Use the Inventory Assets with Recently Denied Requests report to check for denied requests. To run a report
perform the following:

Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.

Step 2. Click the Inventory Assets with Recently Denied Requests report.

NAVIGATION
* Click Mgmt Sunflower Enterprise - Production 4.5.0.0
_ ORACLE’
 Click Management
Reports
ASMNG000 Management Reports
e Or..
Repaository Owner
¢ Click Reports

* Click Management

Repol’ts Inventory fssets (Global Information Inventory Asset Summary by Asset Flag
s Click |nventory Assets Asset Search Tnwentory Asset Summary by Ascet Type
with Recently Denied Aeset Structure Inwentery Asset Timeline

Requests

Inventory Asset Activity Summary by Asset Flag

Inwentory Asset Utilization

Inventory Asset Activity Summary by Asset Type

Inventory Asset Final Events

Inventory Aszset History

Inventory Asset Imtial Events

Inventory Asset Interface Processing Results

Inventory Aeset Ongoing Events

Tnwentery Assets Pending Acceptance by Age

Lnwentory Assets Pending Release b g

Tnwentory Assets with Recently Denied Recuests

Inwentery Assets with Requests
Purchase Order Aging Report

High Volume Shipping Interface Processing Results

Prewiously Run Report

Reports Main Menn
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Figure 1-42: Inventory Assets with Recently Denied Requests Report
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Enter the report parameters. In this case, designate the current user 1D, ADMO9.

[ 7 J § &y &

S | N A

| CHANGE ]

Figure 1-43: Report Parameters
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INVENTORY ASSETS WITH RECENTLY DENIED REQUESTS REPORT OUTPUT

Review the Inventory Assets with Recently Denied Requests report output to determine if there are any
outstanding denied requests for asset transfers from your organization. The following report reveals several
assets that have been denied requests to transfer from your organization.

Sunflower Enterprias Inventory Assets With Recently Denied Regquests Page 2 of 3
ASMNED50 07/18/2005 15:26

ta

Identifier Flags= Qfficial Hame Manufacturer Model Zerial Muzber Asset Value Eff Date

KX04 3 COMFUTER PORTASLE GATEWAY 80L0 5100 WWW3ZEW s 5,400.00 O08/01/1897

i : ASSET CENRTER XX Current Location : LIVERMORE
X CUSTODIAN CUSTEX BUILDING : F ROOM : 100

Request : INACTIVE RECEIVAL to : Denied by : NINE ADM ADMOS on :07/18/2005
Requester : NINE ADM ADMOS
Fhone Humber :

KX21 OSCILLCSCOFE TERTRCNIX Ti1z209 XX - 4,750.00 01/01/1980

Current Steward : SUNEFLOWER SYSTEMS Current Location : LIVERMORE
Current Custodian : FRAZIER TIMOTHY M 050167 BUILDING : E ROOM : ZZD
Current User :

Request : EXKCESS RECEIVAL ¢to : Denied by : NINE ADM ADMOS

on  :07/18/2005
Reguester : OWNER REPOSITORY
Fhons Fumbes :
Total : 2 s 10,150.00
Report Total : 2 s 10,150.00

Figure 1-44: Inventory Assets with Recently Denied Requests Report

After determining the inventory assets whose requests have been denied, navigate back to the Maintain
Inventory Assets screen and click the Re-Request button to resubmit a request for the selected inventory
asset. Alternatively, you can re-instate the asset or withdraw your request if you decide that you no longer
want to transfer the asset.
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RE-DEPLOY INACTIVE ASSETS

You can send a request for redeployment to the organization storing your inactive assets when you want to
make an asset available for use during its inactive period or when you want to redeploy an inactive asset to
active status. After receiving your redeployment request, the controlled property storage organization can
place the asset back in service. This section shows you how to redeploy an inactive inventory asset using the
Request Inactive Asset Redeployment screen.

REQUEST INACTIVE ASSET REDEPLOYMENT
You want Inactive asset /XX07 to be placed back into service and delivered to your office.

Scenario: The following graphic illustrates how to request that an inactive asset be redeployed.

NAVIGATION
« Click Inactive

* Click Request Inactive Request Infarmatian
Asset Redeployment

Deliver-to Location ® |LVERMORE__BUILDING __E_ ROOM__XX

Assets
Ok & ldentifier Manufacturer Model Official Name
v |IX}<]]1 |STEELCASE CESKE FT DESKE FT |
[Fequest Mo 1103 |
Comment

Message Complete

Figure 1-45: The Request Inactive Asset Redeployment Screen

1-78 Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide



INACTIVATE INVENTORY ASSETS

Step 1. Navigate to the Request Inactive Asset Redeployment screen.

Step 2. Specify the address for delivery of the asset that you want to redeploy by double-clicking in the
Location field and entering the relevant information.

Step 3. Enter the asset identifier of the inactive asset that you want to redeploy in the Identifier field. Click
the Tab key to populate Manufacturer, Model, and Official Name.

Step 4. Use the Comment text box to specify any special circumstances or delivery considerations.

Step 5. Click the Save icon to save your redeployment request. The system generates a redeployment
Request No (Number).
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WITHDRAW INACTIVE REDEPLOYMENT REQUESTS

If you have made a request to redeploy an asset and that asset cannot be placed back into service, you can
withdraw your redeployment request.

Scenario: The following graphic illustrates how to use the Withdraw Inactive Redeployment Request
screen to withdraw a request to re-use an inactive asset. Withdraw a redeployment request for asset
IXX01. Use the request number (1161) from your original redeployment request.

NAVIGATION
« Click Inactive

Requests

+ Click Withdraw Inactive || okRequest Mo Idertifier

Manufacturer Maodel Official Marme
Redeployment Request

| 103 |INA [0 STEELCASE DESKEB FT DESKEBFT

Deliverto Location | \VERMORE__BUILDING__E__ROOM__X
Comment

MMessage

Figure 1-46: The Withdraw Inactive Redeployment Request Screen
Step 1. Navigate to the Withdraw Inactive Redeployment Request screen.
Step 2. Enter the request number ( 7767) from the original inactive asset redeployment request.
Step 3. Click the Tab key to populate the screen.

Step 4. Click the Save icon to withdraw your request.
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EXCESS INVENTORY ASSETS

When an asset reaches the end of its active life and is no longer useful, create an excess receival request to
dispose of that asset. Sunflower calls the process of removing an asset from your organization’s physical and
financial accountability excess. Proper and efficient disposal of excess material is an important and sensitive
matter that can be subject to government regulations. The excess process includes the creation of excess
receival request to transition the active asset into an excess asset. The appropriate party or organization
responsible for receiving, reviewing and acting upon requests can either deny, accept or withdraw a request.
If accepted, the asset in question becomes an excess asset.

Once an asset is in excess, it may go through one or more excess review cycles depending upon the
condition, type and other factors specified by your organization that will indicate the prioritization, duration
and organizations to which the asset is available for review. The review cycle enables organizations to search
for excess assets and if desired, redeploy these assets into their organization for reuse. The redeployment of
excess assets is performed by creating an excess asset reservation. This process can remove the assets
from the excess process and transition it back to an active status for the requesting organization. If an excess
asset is not redeployed after a predetermined period of time (specified by your organization), the asset can be
retired. While the excess process is not specific to inventory assets, the discussion provided in this section
addresses the excess process and highlights the nuances of excessing inventory assets.

Excess receival requests enable users who do not have the authority to directly create an excess asset to
request an asset for disposal.

This section discusses how to:

* “Request Inventory Asset Excess Receival” on page 82

« “Withdraw Inventory Asset Excess Receival” on page 84

« “Manage Denied Inventory Asset Excess Receival” on page 85
< “Utilize Excess Assets” on page 88

« “Create Excess Asset Reservations” on page 94

For information on the retirement process see “Retire Inventory Assets” on page 96.
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REQUEST INVENTORY ASSET EXCESS RECEIVAL

Recall that users can only work with assets that are a part of the organizations to which they belong to or that
they are authorized to work with. A user with the proper role (e.g. inventory clerk, inventory manager,) can
create an excess receival request and a manager that oversees the disposal of assets for your organization
can generate the excess assets from the receival request. After creating the request, the system can

generate an E-mail to notify the requestor and other interested parties.

NOTE: Excess managers cannot create excess receival requests.

Scenario: The following graphic illustrates how to create an excess asset receival request for inventory
assets. The Excess chapter will show you how to dispose of this asset. A request is created to excess
asset XX03, a portable computer that is used but in good condition. The asset should be picked up from

its current location (SAN_FRANCISCO__ BUILDING__E2__ROOM__1808)

(LIVERMORE__BUILDING__EXCESS__ROOM__RC).

NAVIGATION
* Click Excess

and sent to excess

i Request Infarmation
* Click Request Excess

H Excess in-place?
Receival

Asset Excess Receival

Rick-up Location *  can FRANCISCO_BUILDING__E2__ROOM__1308
* Click Request |nVentOry Deliver-to Location ™ | \ERMORE  BUILDING EXCESS_ ROOM_RC

Message  complete

Asszets
Ok A Identifier Manufacturer Madel
v [# e GATEWAY S0LO 8100
Request Mo 1104
Agset Condition 4 USED - G000
Comment

Official Name
COMPUTER PORTABLE

Figure 1-47: The Request Inventory Asset Excess Receival
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Step 1. Navigate to the Request Inventory Asset Excess Receival screen.

Step 2. Select the Excess in-place? checkbox if you want the asset to remain in its current location but in
the Excess state. Selecting this option overrides the Pick-up Location and Deliver-to Location
required fields.

Step 3. Specify the Pick-up Location of the asset that you want to excess by double-clicking in the
Location field and entering the relevant information.

Step 4. Specify the Deliver-to Location of the asset that you want to excess by double-clicking in the
Location field and entering the relevant information.

Step 5. Enter the asset identifier of the inventory asset that you want to excess in the Identifier field. Click
the Tab key to populate Manufacturer, Model, and Official Name.

Step 6. Select the asset condition that best describes the asset’s current state.
Step 7. Use the Comment text box to specify any special circumstances or delivery considerations.

Step 8. Click the Save icon to save your redeployment request. The system generates a redeployment
Request No (Number).
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WITHDRAW INVENTORY ASSET EXCESS RECEIVAL

If you have made a request to excess an asset and that asset can be placed back into service, you can
withdraw your excess request.

Scenario: The following graphic illustrates how to use the Withdraw Excess Receival Request screen to
withdraw a request to excess an inventory asset. Withdraw an excess receival request for the inventory

asset XX31.

NAVIGATION
« Click Excess

¢ Click Withdraw Excess
Receival Request

Reguests

Ok Reguest Mo Identifier

L] 1001 INY X431

Asset Condition
Pick-up Location
Deliver-to Location

Cormment

Message

Manufacturer Madel Official Name
TEKTRON T11209 OECILLOSCOPE
4 USED - 500D

LIVERMORE _BUILDING _E_ROOM_ 220
LIVERMORE__BUILDING__ 2000 ROOM__RCV

A forklitt is reguired to move this item

Figure 1-48: Withdraw Excess Receival Request Screen

Step 1. Navigate to the Withdraw Excess Receival Request screen.

Step 2. Enter the request number ( 7007).

Step 3. Click the Tab key to populate the screen.

Step 4. Click the Save icon to withdraw your request.
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MANAGE DENIED INVENTORY ASSET EXCESS RECEIVAL

You can determine if your inventory asset excess receival request has been denied by the department
handling excess assets for your organization by running the Inventory Assets with Recently Denied Requests
report. Use this report to review denied receival requests based on selected criteria.

Use the Inventory Assets with Recently Denied Requests report to check for denied requests. To run a report

perform the following:

Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.

Step 2. Click the Inventory Assets with Recently Denied Requests report.

NAVIGATION
* Click Mgmt

* Click Management
Reports

¢ Or..

* Click Reports

Sunflower Enterprise - Production 4.5.0.0
ORACLE

ASMNG000 Management Reports

Repaository Owner

* Click Management
Reports

* Click Inventory Assets
with Recently Denied
Requests

Inventory Assets (Global Information

Agsct Search

Asset Structure

Inventory Asset Activity Summary by Asset Flag Inwentory Asset Uhilization

Lnwentory Asset Summary by Asset Flag

Tnwentory Asset Summary by Asset Type

Inwentery Asset Timelne

Inventory Aeset Activity Summary by Asset Type Inventory Assets Pending Acceptance by Age

Inventory Asset Final Events
Inventory Asset History
Inventory Asset Itial Events

Inventory Asset Tnterface Processing Results

Tnwentory Assets Pending Release by Age

Tnwentery Assets with Recently Denied Requests

Lnwentory Assets with Requests

Purchase Order Aging Report

Inventory Asset Ongeing Events

High Volume Shipping Interface Processing Results

Prewiously Run Report

Eeports Main Menu

Sunflower Systems © 2006

Figure 1-49: Reviewing Inventory Assets with Recently Denied Requests
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The following report parameters were used to generate the report.

4 01 4 | Hl &

Y 1 S S N N

| CHANGE ~]

Figure 1-50: Recently Denied Requests Report Parameters
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INVENTORY ASSETS WITH RECENTLY DENIED REQUESTS REPORT

Review the Inventory Assets with Recently Denied Requests report output to determine if there are any
outstanding denied requests for asset transfers from your organization. The following report reveals several
assets that have been denied requests for transfer from your organization.

Sunflower Enterprise

Inventory Assets With Recently Denied Beguests

Page 2 of 3

Current User :

Request : EXKCESS RECEIVAL ¢to :

ASMNED50 07/18/2005 15:15
Identifiexr Flags Official Name Manufacturer Model Serial Numkber R=set Value E£f Date
HX3L 0SCILLOSCOTE TERTRONIX T11208 HX H 4,750.00 01/01/1950
Current Steward : SUNFLOWER SYSTEZMS Current Location : LIVERMORE
Current Custodian : FRAZIER TIMOTHY M 050167 (EULLUTHC R E IR EOOH N 22 0

Denied by : NINE ADM ADMOS
Requester : OWNER REPOSITORY
Fhone Humber :

Total : 1

Report Total : 1

s 4,750.00

s 4,750.00

Figure 1-51: Inventory Assets with Recently Denied Requests Report

After determining the inventory assets whose requests have been denied, navigate back to the Maintain
Inventory Assets screen and click the Re-Request button to resubmit the request for the selected inventory
asset. Alternatively, you can re-instate the asset or withdraw your request if you decide that you no longer

want to transfer the asset.

Sunflower Systems © 2006
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UTILIZE EXCESS ASSETS

Excess assets are generated daily, weekly or otherwise depending upon the policies and procedures of your
organization. Once generated, excess assets are placed into a review cycle that goes through one or more
review periods. The review cycle enables authorized personnel to search for assets that are available for
reuse. Review periods are beneficial to your organization because they enable users to find assets that have
been designated as reusable excess assets that in many cases, are more cost effective than purchasing a
new asset. Depending upon your policies you may choose to post a list of excess assets to a web page for
users outside of your organization or for those who do not have access to Sunflower. Users within the
organization that have access to Sunflower can review the list of excess assets by either using reports or the
Asset Search screen.

There are a variety of ways to search for excess assets that are available for use by your organization. The
following methods are available to search for available excess assets in your database:

* “Use Asset Search” on page 89 (online search)
* “Asset Search Report Output” on page 90
*  “Excess Asset Report” on page 148
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USE ASSET SEARCH

By using the Asset Search screen to find assets that have been designated as excess you can (rather than
purchasing a new asset) utilize an existing asset that is available for use and place an Excess Asset
Reservation with the organization that is storing the unused asset.

Scenario: The following graphic illustrates how to use the Asset Search screen to discover excess assets
that are available for reutilization.

NAVIGATION
* Click Mgmt
Search Criteria
° CIICk Asset SearCh Manufacturer Model
Official Name Iladel MNarme
Serial Number Asset Type  AUTOMATED DATA PROCESSING EQUIPMENT
Asset Walue Minirmum Acguisition Date FSC

Assets

Identifier Manufacturer Model Official Name
EXC EX¥02 HEWLETT-PACKARD 9000 COMPUTER MINI
EXC E0102 HEWLETT-PACKARD 9000 COMPUTER MINI
EXC E0202 HEWLETT-PACKARD 9000 COMPUTER MINI
EXC E0302 HEWLETT-PACKARD 9000 COMPUTER MINI
EXC E0402 HEWLETT-PACKARD 9000 COMPUTER MINI
ExC E0&02 HEWLETT-PACKARD 9000 COMPUTER MINI
EXC E0R02 HEWLETT-PACKARD 9000 COMPUTER MINI
EXC E0702 HEWLETT-PACKARD 9000 COMPUTER MINI
EXC E0B02 HEWLETT-PACKARD 9000 COMPUTER MINI
EXC E0902 HEWLETT-PACKARD 9000 COMPUTER MINI
HEWLETT-PACKARD 9000 COMPUTER MINI
Report

Figure 1-52: Using Asset Search to Find Excess Assets

Step 1. Navigate to the Asset Search screen. The Asset Search screen is available from the Agreement,
Management, Finance, Inactive and Excess modules.

Step 2. Check the Excess Asset checkbox to limit your asset search to excess assets. Specify at least
one criteria in the Search Criteria block. In this case, Office Equipment is the selection for the
Asset Type criteria.

Step 3. Click the Find icon to return the results of your Asset Search criteria.

* Optionally, click the Report button to generate a printable report of your search results. For more
information about printing the Asset Search report, see “Asset Search Report” on page 109.
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ASSET SEARCH REPORT OUTPUT

Enter your reporting criteria to return a report that can be setup as either a PDF or HTML output such as the
following example. Any selection criteria that you enter on this screen will be the default values in your HTML
based report if you click the Report button after selecting your criteria.

Sunflower Enterpriase Asset Search Page 2 of &
ASMNE1Z20 07/18/2005 05:5%
Idensifies Flags Qfficial Name Manufassurez Modal Sezial Humber Bzset Value Acg Date
EXC EMHOL DESR & ET sTZZICASE IZIE £ FT ] 1,200.00 01/01/1550
EXCESS CENTER Location: LIVERMORE
: DOE JOHN 050538 BUILDING : £ ROOM : XX
. 553.1234
EXC EXHOZ DESK & FT ETEEZLCASE DEsE & FT s 1,200.00 01/01/1880
Sseward © ENCE35 CENTER Location: LTVERMORE
Cuss : DOE JOHN 050538 BUILDING : E  ROOM : XX
: 553.1224
X0 E0101 DESR & ET sTZZICASE IZIE £ FT ] 1,200.00 01/01/1550
Scaward ¢ EXCESS CENTER Lecation: LIVERMORE
. : DOE JOEN 050558 BUILDING : E ROOM : 01
: 558.1224
EXC EOL10% DESE & ET ZTEELIASE IZIE £ FT ] 1,200.00 01/01/1550
EXCESS CENTER Location: LTVERMORE
: DOE JOHN 050538 BUILDING : E  ROOM : 01
: 553.1234

Figure 1-53: Asset Search PDF Report Output
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EXCESS ASSET REPORT
Use the Excess Asset report to check for available excess assets. To run a report perform the following:

Step 1. Select either Excess > Excess Reports or Reports > Excess Reports.

Step 2. Click the Excess Asset report.

NAVIGATION
¢ Click Excess

Sunflower Enterprise - Production 4.5.0.0
ORACLE

» Click Excess Reports
. Or.. ASEX6000 Excess Reports

¢ Click Reports Repository Owner

» Click Excess Reports

+ Click Excess Asset Excess Assets (Global Information) Estcese Asset Ongoing Events

Sunflower Systems © 2006

Aeset Reservations

Asset Search

Asset Structure

Assets with Pending Excess/Inactive Requests

Excess Asset Activity Summary by Asset Flag

Excess Asset Summary by Asset Flag

Excess Asset Summary by Asset Type

Excess Asset Timeline

Excess Assets

Excess Interface Records Processing Results

Excess Asset Actimity Summary by Asset Type

Excess Rewew Categones

Excess Asset Final Events

Excess Asset Initial Events

Excess/nactive Receival Form

Purchase Order Aging Report

Prewiously Run Report

Eeports Main Menu

Figure 1-54: Selecting Excess Assets Report
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The following report parameters were used to generate the report.

Figure 1-55: Excess Assets Report Parameters

1-92 Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide



EXCESS INVENTORY ASSETS

EXCESS ASSETS REPORT OUTPUT

Review the Excess Assets report output to determine if there are any excess assets available for your
organization. The following report reveals several excess assets available for redeployment to your
organization.

Sunflower Enterpriae Excess Assets Page 3 of 4
RASEXe010 05/22/2006 16:27
Identifier Flags official Name Manufacturer Model gsrial Number Asest Value Acg Date
E0101 DESK 6 FT ETEELCASE DESK & FT 3 oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 1, oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 1,2 oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 1, oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 1, oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 1,2 oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 1, oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 1, oL/oL/1890
E0203 DESK 6 FT ETEELCASE DESK & FT 3 1,2 oL/oL/1890
E0S01 DESK 6 FT ETEELCASE DESK & FT 3 1, oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 oL/oL/1890
DESK 6 FT ETEELCASE DESK & FT 3 1, oL/oL/1890
EXX01 DESK 6 FT ETEELCASE DESK & FT 3 1,2 oL/oL/1890
EXX03 DESK 6 FT ETEELCASE DESK & FT 3 1, oL/oL/1890
Total 22.00 § 28,400.00
Report Total 22.00 § 28,400.00

Figure 1-56: Excess Assets Report

After determining the available excess assets, navigate back to the Create Excess Asset Reservation screen
and submit a request for the desired excess assets.
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CREATE EXCESS ASSET RESERVATIONS

An excess asset screening process may consist of posting the available assets to an internal website, to an
E-mail distribution list, or users might generate reports (e.g. Asset Search, Excess Asset (Global Information)
report) to view the list of available excess assets. During the screening process, if an organization wants one
of the posted excess assets, they can either create the reservation themselves or notify the appropriate party
within the excess department who can create the excess asset reservation, on the behalf of the requestor,
and begin the transfer process of the asset to the requesting organization.

Scenario: The following graphic illustrates how to create an excess asset reservation for asset EXX06,
an oscilloscope, for the Asset Center XX organization.

NAVIGATION
« Click Excess

¢ Click Create Excess
Asset Reservation

Asset Reservations

Date ng/15/2005 01:22:67
Resened by 1ANAGER TRAINER EXCESS X EXd
Organization  ASSET CENTER 3

Phone 5102231221
Duration 29

Assets
Iodel
T11209

Manufacturer

TEKTROMIX

Ok A Identifier
|
O [
O [
O [T
O [T
O [

Message Complete

Official Mame
OSCILLOSCOPE

Figure 1-57: Creating an Excess Asset Reservation
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Step 1. Navigate to the Create Excess Asset Reservation screen.

Step 2. Click the Tab key to populate the screen.

Step 3. Press the Tab key to populate the screen. The screen automatically populates the Date, Reserved
by, Phone, and Organization fields (based on your login).

Step 4. Enter the amount of time (days) for the reservation life span in the Duration field.

Step 5. Enter the identifier of the excess asset and click the Tab key. The Manufacturer, Model, and
Official Name populate.

Step 6. Click the Save icon to save changes to your asset reservation record.
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RETIRE INVENTORY ASSETS

Retirement of assets, commonly referred to as disposal or excess, is the process used to remove property
from an organization from a physical and financial accountability perspective. Proper and efficient disposal of
excess material is an important and sensitive matter that can be subject to government regulations. In many
cases, the first step towards retiring an asset is to create an excess request. The excess request signifies
your intent to turn an inventory asset into an excess asset. The following section describes the procedures

used to initiate the excess process which includes details on how to:

* “Create an Inventory Asset Final Event” on page 97
*  “Reverse Asset Final Events” on page 99

* “Re-Activate Inventory Assets” on page 104
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CREATE AN INVENTORY ASSET FINAL EVENT
While an Asset Center Representative (ACR) can initiate the disposal process by creating a receival request,
an ACR is not authorized to finalize an asset and remove accountability of that asset from an organization.

The asset final event process is a function that only an Inventory Clerk or Inventory Manager can perform.

Scenario: The following graphic illustrates how to use the Create Inventory Asset Final Events screen to
specify the final disposition of an asset.

NAVIGATION e

* Click Mgmt Final Events

* Click Create Inventory Date |06/21/2008
Asset Final Events Final Event [TRANSFER

User Fields™ 1.5, GEOLOGICAL SURVEY
Document™ ‘

Cormment ‘

Assets

Ok Identifier Manufacturer £ Model / Official Mame™

u |XX23 ‘FORD MOTOR COMPANY__ TAURUS__ SEDAN =
_y \

o \

_y \

_y \

o \

_y \

o \

_ \

_y \ <

Message |

Figure 1-58: Creating an Inventory Asset Final Event
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Step 1. Navigate to the Create Inventory Asset Final Events screen.

Step 2. Specify the date of the asset final event. The current date is the default value.

Step 3. Select the event type from the list of values (LOV) from the Asset Final Event field for the inventory
asset. In this case, the asset final event type is a transfer.

Step 4. Double-click in the User Fields, to open the Organization pop up window and the select the
organization that you are transferring ownership of the asset. Save to close this window.

Step 5. Double-click in the Document field, to open the Maintain Documents screen and enter the related
asset final event document information. Save to close this window.

Step 6. Enter the identifier of the excess asset and click the Tab key. The Manufacturer, Model, and
Official Name populate.

Step 7. Click the Save icon to save changes to your asset reservation record.
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REVERSE ASSET FINAL EVENTS

You can reinstate an excess asset at any time by reversing the final event. Alternatively, you can perform a
reinstatement of the excess asset by entering its asset identifier and updating its status with the Maintain
Inventory Assets screen.

NOTE: Reversing an excess asset in this manner removes the historical record of this asset final event. If
you want to retain the asset final event history, reinstate the asset using the Maintain Inventory Assets

screen.

Scenario: The following graphic illustrates how to reinstate the excess asset, XX24, using the Create
Inventory Asset Final Events screen.

NAVIGATION
¢ Click Mgmt Final Events
* Click Create Inventory Date
Asset Final Events Final Event

User Fields*
Document™

Camment

05/23£2006
TRAMSFER
U5 GEOLOGICAL SURVEY

Assets
Ok Identifier
L] x23
[ %24

Message

hanufacturer Model Official Mame
FORD MOTOR COMPANY TAURUS SEDAN -

@ |AE:-IJ1 035 INVENTORY ASSET ¥%24 is no longer active
4

Sunflower Systems © 2006

Figure 1-59: Reversing an Asset Final Event
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Step 1. Navigate to the Create Inventory Asset Final Events screen.

Step 2. Specify the date of the asset final event. The current date is the default value.

Step 3. Select the event type from the list of values (LOV) from the Asset Final Event field for the inventory
asset. In this case, the asset final event type is a transfer.

Step 4. Click the Find icon to search the database.

Step 5. Place cursor in the Identifier field for the asset that you want to reverse.

Step 6. Click the Remove Record icon to remove the specifically indicated asset record.
Step 7. Click the Save icon to reinstate the selected asset.

NOTE: You can also reinstate a retired asset using the Maintain Excess Assets or Maintain Inventory
Asset screen by entering the retired asset identifier in the Identifier field. A prompt message informs you
that this action will re-activate the asset, thereby reinstating the asset.
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INVENTORY ASSET FINAL EVENTS REPORT

Use the Inventory Asset Final Events report to check for asset final events. To run a report perform the
following:

Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.

Step 2. Click the Inventory Asset Final Events report.

NAVIGATION

Click Mgmt Sunflower Enterprise - Production 4.5.0.0
 Click Management

Reports

ASMNG000 Management Reports
* Or...
Repaository Owner

¢ Click Reports
* Click Management

Reports Inventory fssets (Global Information Inventory Asset Summary by Asset Flag
« Click Inventory Asset Asset Search Inventery Asset Summary by Ascet Type

Final Events

Aeset Structure Inwentery Asset Timeline

Inventory Asset Activity Summary by Asset Flag Inwentory Asset Utilization

Inventory Asset Activity Summary by Asset Type Inwentory Assets Pending Acceptance by Age

ry Asset Fmal Events Lnwentory Assets Pending Release b g
Inventory Aszset History Tnwentory Assets with Recently Denied Recuests
Inventory Asset Imtial Events Inwentery Assets with Requests

Inventory Asset Interface Processing Results Purchase Order Aging Report

Inventory feset Ongoing Events High Volume Shipping Interface Processing Results

Prewiously Run Report

Reports Main Menn

Figure 1-60: Selecting the Inventory Asset Final Events Report

Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide 1-101



: RETIRE INVENTORY ASSETS
User Guide

The following report parameters were used to generate the report.

[TRANSFER

Figure 1-61: Inventory Asset Final Events Report Parameters
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INVENTORY ASSET FINAL EVENTS REPORT OUTPUT

Use the Inventory Asset Final Events report output to review asset final events. The following report reveals
an asset with a transfer final event.

Sunflower Enterprise Inventory Asset Final Events Page 2 of 3
ASMN&0 70 05/23/2006 16:51
Final Event : TRANSFER on: 05/23/2006 Document @ SHIFPING 5527THX

Uzer Fields : organizaticn:U.E8. GEOLOGICAL SURVEY

Identifier Flage official Name Manufacturer Model Serial Numbar Azsst Value Eff Date
XX05 SEDAN FORD MOTOR CCMEANY  TAURUS 222W - 26,000.00 05/21/2006
Steward : ASSET CENTER XX Location : LIVERMORE
Custodian : X CUSTCDIAN CUSTXX BUILDING : G ROCM : 200
User ;
Xxz4 SEDAN FORD MOTOR CCMEANY  TAURUS GH1234XX & 17,000.00 ol/0l/1990
Steward : SUNFLOWER SYETEME Location : LIVERMORE
Custodian : FRAZIER TIMOTHY M 050167 BUILDING : E ROCM : 200
User :
Total 2 ] 43,000.00
Report Total i 2 § 43,000.00

Figure 1-62: Inventory Asset Final Events Report
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RE-ACTIVATE INVENTORY ASSETS

Re-activating an asset is similar to redeploying an asset but with one very important distinction. When you
redeploy an asset, the history for that asset includes the period of time in which the asset was excessed.

NAVIGATION
* Click Mgmt

« Click Maintain Inventory

Asset

Scenario: The following graphic illustrates how to use the Maintain Inventory Asset screen to re-activate
an inventory asset. The shipping document (SHIPPING_5527XX) states that a company car, inventory
asset XX24, was transferred to the U.S. GEOLOGICAL SURVEY team on 06/12/2005.

Inventory Assets
Type Type Identifier Released?
Identifier oy Existing interest asset
Unigue Mame
Default Location™ [ Copy to Lacation?
Catalog Identifier” [ICommodity Asset Parents Children C/PIA
tanufacturer hndel

Official Mame hdadel Mame

Serial Mumber X

Initial Event

Asset Value™ &

Asset Condition

AS-01043: Warning: This assethas had a final event. Responsibility Date
Continuing will re-activate the asset

Expected Return Date

Activity Status
anager &
Steward Accepted?
Custadian Last Mame™ Mid
User Last Name™ Mid
Location®™
Dacument™
User Fields™

Global User Fields™

Page 2 Commodity Comment / Picture £ Attachment Re-Reguest

Figure 1-63: Re-Activating an Inventory Asset

Step 1. Navigate to the Maintain Inventory Asset screen.

Step 2. In the Identifier field, enter the asset identifier that you want to re-activate and press Enter to
display the asset's information.

A prompt message will inform you that this action will re-activate the
asset, thereby reinstating the asset.

Step 3. With the cursor in the Activity Status field, update the status to /7-Service.

Step 4. Click the Save icon to re-activate the inventory asset.
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MANAGEMENT REPORTS

Sunflower provides a flexible and comprehensive web-based reporting system. The Sunflower database is
queried when a report is created and executed. Reports display real-time information. Therefore, an
afternoon report may differ from a morning report by reflecting any changes made throughout the day.

There are several output options available for your reports.

* PDF (Adobe Acrobat)
« HTML
* Text

Your outputs depend upon the report selected. Acrobat and HTML are standard options provided for most
reports. Text file export is available for selected reports.

Sunflower provides the following reports with the Management module:

* “Inventory Assets (Global Information) Report” on page 107

¢ “Asset Search Report” on page 109

* “Asset Structure Report” on page 112

¢ “Inventory Asset Activity Summary by Asset Flag” on page 113
¢ “Inventory Asset Activity Summary by Asset Type” on page 115
* “Inventory Asset Final Events” on page 117

* “Inventory Asset History” on page 120

¢ “Inventory Asset Initial Events” on page 122

* “Inventory Asset Interface Processing Results” on page 125

* “Inventory Asset Ongoing Events” on page 127

¢ “Inventory Asset Summary by Asset Flag” on page 130

* “Inventory Asset Summary by Asset Type” on page 132

* “Inventory Asset Timeline” on page 134

¢ “Inventory Asset Utilization” on page 136

* “Inventory Assets Pending Acceptance by Age” on page 139

* “Inventory Assets Pending Release by Age” on page 141

* “Inventory Assets with Recently Denied Requests” on page 143
* “Inventory Assets with Requests” on page 144

¢ “Purchase Order Aging Report” on page 145

¢ “Excess Asset Report” on page 148
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INVENTORY ASSETS (GLOBAL INFORMATION) REPORT

The Inventory Assets (Global Information) report shows detail and summary information of accountable
assets. Use the Inventory Assets (Global Information) report to display accountable asset details. To run a
report perform the following:

Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.

Step 2. Click the Inventory Assets (Global Information) report.
Step 3. Specify criteria on the report parameters page.

Step 4. Click the Submit button.

Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

% Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG030 Inventory Assets (Global Information)

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

Manager |

Owwner |

Steward |
I Include the Steward's child Organizations

Official Marne [

IManufacturer |

Model [
Tdentifier Last Mame First Iufid Prefiz Suffiz

Custodian | | | | | __Ej 5
Tdentifier Last Mame First Iufid Prefiz Suffiz

User | | | | | =) 5
Identifier Type

Agreement l— ﬁ

Figure 1-64: Inventory Assets (Global Information) Report Parameters Page
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INVENTORY ASSETS (GLOBAL INFORMATION) REPORT OUTPUT

Use the Inventory Assets (Global Information) report output to review detail and summary information of
assets. The following report reveals the assets associated for the steward, Sunflower Systems.

Sunflower Enterprise

Inventory Assets

(Global Information)

Page 3 of 92

Unique Name

Steward !

Custodian

Ussr

Asset Type

Aszet Condition :
Expected Return Date :

Initial Event:

ongoing Events

Unique Name

Steward

custedian

User

Rssst Type

Azset Comdition ;
Expscted Return Date :
Initial Event:

ongoing Eventa

Unique Name

Steward

Custedian

User

Rsset Type

Aszzet condition :
Expected Return Date :

Initial Event:

ongoing Eventa

0110

ASMNEQ20 05/24/2006 11:16
Identifier Type Flags official Name Manufacturer Model Serial Number neget valus Eff Date
0107 COMPUTER FORTAELE ~ AFELE M5555 48571451 5 4,550.00 0L/01/135%

SUNFLOWER SYSTEMS
FRAZIER KRISTEN 5 020866

: AUTOMATED DATA PROCESSING EQUIEMENT

PURCHASE on:01/01/1959

COMPUTER-FERECHAL — AFFLE

: EUNFLOWER SYSTEMS

FRAZIER KRISTEN § 020866

: AUTOMATED DATA PROCESSING EQUIEMENT

PURCHASE on:0L/0L/1999

COMPUTER EERECHAL — DELL

: SUNFLOWER SYSTEMS

FRAZIER KRISTEN £ 020066

: AUTOMATED DATA PROCESSING EQUIEMENT

DURCHASE on: 01/01,/1999

QECILLOSCOFE TEKTRONIX

Initial Event :

Initial Ewvent :

Initial Event : Purchase Order:P0785_ Purchase Order Line:1l_ Purchass

Locatiom : LIVERMORE

EUILDING : E  ROOM : 100

Burchaze Order:5033_ Purchase order Lins:1_ Purchase
Account:2212

MS500 4B30957483 3 5,600.00 01/01/1532
Locatien : LIVERMORE

BUILDING : E ROOM : 200

Furchase Order:PC78%_ Purchase order Line:1_ Purchase
Account:§654

D333 183827523 3 5,500.00 01/01/1552
Location : LIVERMORE

EUILDING : E  ROOM : 200

Account:3Tiv

Tilz0% 143TAOHHSSE 3 4,300.00 01/01/195%

Figure 1-65: Inventory Assets (Global Information) Report

For more information on generating this report in conjunction with user-defined fields, see “Inventory Assets
(Global Information) Report” on page 107.
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MANAGEMENT REPORTS

ASSET SEARCH REPORT

The Asset Search report searches the asset repository for assets matching a description, manufacturer or
model; used for asset review.

To run a report perform the following:
Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Asset Search report.
Step 3. Specify criteria on the report parameters page.
Step 4. Click the Submit button.

Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.
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MANAGEMENT REPORTS

AGREEMENT ASSET
EXCESS ASSET
FINAMCIAL ASSET

TO T
SUBSET ASSET

NOMNE =l

T | = |
[ Gt | [ et

Figure 1-66: Asset Search Report Parameters
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MANAGEMENT REPORTS

ASSET SEARCH REPORT OUTPUT

Review the Asset Search report output for the search results of the asset repository for assets matching a
description, manufacturer or model; used for asset review.

Sunflower Enterprise Aspet Search Page 2 of 1%
ASMN&1Z0 05/24/2006 11:45
Identifier Flags afficial Name Manufacturer Model Serial Number Asset Value Acg Date
INV 0101 5 COMPUTER ECRTAELE  APFLE ME555 8437158 5 4,500.00 01/01/1995
INV 0201 5 COMPUTER BORTASLE  APPLE MEESS 925302 $ 4,500.00 01/01/1995
INV 0301 5 COMPUTER EORTASLE  APELE M5555 32233 H 4,500 01/01/1995
INV 0401 5 COMPUTER ECRTAELE  APFLE ME555 112212312213 5 4,500 01/01/1995
NV 0501 s COMPUTER EORTAELE  APPLE MESS5E 0101 $ 4,500 o1/o1/1995
INV 0501 5 COMPUTER EORTASLE  APELE M5555 5 4,500 01/01/1995
INV 0701 5 COMPUTER EORTASLE — APPLE ME555 02503 5 4,500 01/01/1995
INV 0301 5 COMPUTER EORTAELE  APPLE MESS5E 2122212 ] 4,500 01l/01/1985
INV 0501 5 COMPUTER EORTASLE — APELE M5555 22221328 5 2,500.¢ 1/01/1995
5 COMPUTER EORTASLE — APPLE ME555 1222202 H 4,500 01/01/1995
NV 0102 s COMPUTER BERSONAL — DELL D313 03420348 ] 31,400
INV XHOL 5 COMPUTER BORTASLE  APPLE MESSE 1221212 $ 4,500.¢
INV 0103 5 COMPUTER ECRTASLE  GATEWAY S0Lo 9100 B43§2342759 H 5,400
INV 0104 5 COMPUTER ECRTABLE  GATEWAY SO0LO 9100 939204 5 5,400 08/01/1987
INV 0105 SEDAN FORD MOTOR COMPANY — TAURUS 43755475420 $ 26,000.00 01/01/1990
INV 0106 OSCILLOSCOEE TEKTRONIX T1l208 34324028 H 4,500 01/01/1993
NV 0302 5 COMPUTER FERSONAL — DELL D111 2222121 5 1,400 05/01/1998
NV 0202 s COMPUTER PERSONAL — DELL D313 33323321 $ 31,400 01/1980
INV 0402 s COMPUTER FERSONAL DELL D333 233322323 g 3,400.00 o5/o1/1898
INV 0502 5 COMPUTER EERSONAL — DELL D313 2323002 5 1,400 05/01/1998
INV 0502 s COMPUTER BERSONAL — DELL D313 333230 ] 31,400 01/1998
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Figure 1-67: Asset Search Report
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MANAGEMENT REPORTS

ASSET STRUCTURE REPORT

The Asset Structure report shows parent/child relationships between assets.

To run a report perform the following:
Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Asset Structure report.
Step 3. Specify criteria on the report parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)
Step 6. Click the eXecute button to generate the report.

For more information on how to generate and see examples of this report, see “View Parent Child Assets with
the Asset Structure Report” on page 46.
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MANAGEMENT REPORTS

INVENTORY ASSET ACTIVITY SUMMARY BY ASSET FLAG

The Inventory Asset Activity Summary by Flag report shows the details of agreement asset activity grouped
by asset flag.

To run a report perform the following:
Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Inventory Asset Activity Summary by Flag report.
Step 3. Specify criteria on the report parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

% Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG6140 Inventory Asset Activity Summary by Flags

How would you like to select the activity that appear on the report?

Tnchide only activity recorded between IDSQAQDDE MWMDTY Y YY) and IU5Q4QDUE MDY YY)

Submit | Reset

Management Reports

Figure 1-68: Inventory Asset Activity Summary by Flag Report Parameters
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MANAGEMENT REPORTS

INVENTORY ASSET ACTIVITY SUMMARY BY FLAG REPORT OUTPUT

The Inventory Asset Activity Summary by Flag report output displays the count and dollar amounts of
inventory assets grouped by asset flag types.

Sunflower Enterprise
ASMNEL40

Cpened Assets

senzitive
High Risk
OTHER

Total

Inventory Asset Activity Summary by Flags DPage 2 of 2
06/24/2006 12:04
closed Asssts
Count valus count value
=0.00 § 330,100.00 semsitive H
oo § 00 High Risk B
265.00 5 2,652,2800.00 OTHER 2.00 $ 43,000.00
345.00 $ 2,902,900.00 Total 2.00 $ 43,000.00
Ending
Value
Semsitive $ 130, 100.00
migh Risk ]
OTHER ] 2,609,080
Total H 2,939,900.00

Sunflower Systems © 2006

Figure 1-69: Inventory Asset Activity Summary by Flag Report
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MANAGEMENT REPORTS

INVENTORY ASSET ACTIVITY SUMMARY BY ASSET TYPE

The Inventory Asset Activity Summary by Asset Type report shows the details of agreement asset activity by
asset type.

To run a report perform the following:
Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Inventory Asset Activity Summary by Asset Type report.
Step 3. Specify criteria on the report parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

% Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG6170 Inventory Asset Activity Summary By Asset Type

How would you like to select the activity that appears on the report?

Tnehide only activity recorded between IDSQAQDDE MWINMDT YV YY) and IDSQAQDDE MWMDDIY Y YY)

Submit | Reset |

Management Reports

Figure 1-70: Inventory Asset Activity Summary by Asset Type Report Parameters
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MANAGEMENT REPORTS

INVENTORY ASSET ACTIVITY SUMMARY BY ASSET TYPE REPORT OUTPUT

The Inventory Asset Activity Summary by Asset Type report displays the count and amounts of inventory
asset activity by asset type. For example, grouped by the Initial Event, Purchase.

Sunflower Enterprias
RSMN&170

Initial Events

Initial ; PURCHASE
Event

BAUTOMATED DATA PROCESSING
BQUIFMENT

BUILDINGS

LABORATORY EQUIPMENT
MOTOR VEHICLES

CFFICE EQUIEMENT

Total
Initial : TRANEFER
Event
LABORATORY EQUTPMENT
MOTOR VEHICLES
Total

Initial Events Total

Inventory Asset Activity Summary By Asset Type Page 3 of &
05/24/2006 12:07
Below §.00 At or Above .00 Total
Count value Count value Count value
o § o 1z § 1 212 ]
o ] 2z 5 22 5
o § B 3 Bl
o ] as E] as H
o ] 11 5 11 5
Q ¥ 0.00 22 § 2,849,€00.00 23 § 2,849,600.00
Below §.00 at or mbove §.00 Total
Count value Count value Count value
o ] 11 E] 11 H
o ] 0.00 11 5 286, 000.00 11 5
Q ¥ 0.00 22 ¥ 332,300.00 22 ¥ 333,300.00
Q ¥ 0.00 348 § 2,582,000.00 345 H 2,902,900.00

Sunflower Systems © 2006

Figure 1-71: Inventory Asset Activity Summary by Asset Type Report
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MANAGEMENT REPORTS

INVENTORY ASSET FINAL EVENTS

The Inventory Asset Final Events report shows the details of accountable asset final events, (e.g. loss,
abandonment and transfers).

To run a report perform the following:

Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Inventory Asset Final Events report.

Step 3. Specify criteria on the report parameters page.

Step 4. Click the Submit button.

Step 5. Select an output option (e.g. HTML, Acrobat etc.)
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MANAGEMENT REPORTS

Step 6. Click the eXecute button to generate the report.

01011950 05/24/2008

Figure 1-72: Inventory Asset Final Events Report Parameters
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MANAGEMENT REPORTS

INVENTORY ASSET FINAL EVENTS REPORT OUTPUT

The Inventory Asset Final Events report output displays details of accountable asset final events, (e.g. loss,
abandonment and transfers).

Sunflower Enterprise Asset Interface Processing Results Fags 2 of &
ASMNEDSD 10/07/2005 13:04
Load Group acQ

Record Group Date sult

Success Total [

Record Sroup Daze Resulc

0127 07/23/19%8 16:32:5¢ determine value

RIZATION_ID_STEWARD from value

o128 3E:55 determine . LOG_ID from walue 'D
o128 07/29/1998 16:32:55 RIZATION_ID_STEWARD from w

07/29/1988 16:32:55 wralue ZATION_ID_STEWARD
ozzs 07/29/1998 16:82:55 SA-01090: Unable to determine Talue Log_ID from walue '

o228 32:55 determine value FIZATION_ID_STEWARD from value
oaz7 07/23/15%8 16:832:56 value ¥ ZATION_ID STEWARD

o3azs 07/29/1988 16:32:56 wralue LOE_ID from walue 'DE

nazg 07/28/1988 16:22:56 walue KIZATION_ID STEWARD from walue
0427 2z:56 determine value FIZATION_LD_STEWARD from value
o4zs 07 value LOG_ID from walue '

428 07 value ZATION_ID_STEWARRD

wralue

KIZATION_ID STEWARD from walue

LOG_ID from walue

/DS’

ZATTON_ID_STEWARD from walue

Figure 1-73: Inventory Asset Interface Processing Results Report
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MANAGEMENT REPORTS

INVENTORY ASSET HISTORY

The Inventory Asset History report shows the detailed changes, and who made them, for accountable assets.

To run a report perform the following:

Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.

Step 2. Click the Inventory Asset History report.

Step 3. Specify criteria on the report parameters page.
Step 4. Click the Submit button.

Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

% Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG6060 Inventory Asset History

Identifier |

Submit | Reset

Management Reports

Figure 1-74: Inventory Asset History Report Parameters
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MANAGEMENT REPORTS

INVENTORY ASSET HISTORY REPORT OUTPUT

The Inventory Asset History report output displays the details of accountable asset history, (e.g. initial events,
final events, stewards).

DPage 2 of 2

Sunflower Enterprias Inventory Aaset History
05/24/2006 12:13

AEMNE0 6D

1dentifier: 0103
Flags:
official Mame: COMEUTER PERSONAL
Manufacturer : DELL
Model : D331
Serial Number: 321B27523
Drawing No. :
Zeset Value: § 5,500.00
Acquisition Date: 01/01/1953

Initial Event : PURCHASE on 1 05/06/1998 Ussr Fields : Purchase Order:PC789_ Purchase Ordsr Line:l_ Purchase Account:3737
Final Event : on s Ussr Fields
Eff Date Steward Custodian user Location Ext Rt Dt Actv Etat
01/01/1999  SUNFLOWER CYESTEMS FRAZIER KRISTEN £ 020066 LIVERMORE 1z

BUILDING : E  ROOM : 200

User Fields :
Global User Fields r IP Address:129.115.13.22%#Memory:96 ME

Document Type : Identifier :
Storage Type : organization :
Document User Field :
Created by ! OWNER REEOSITORY on ! 05/06/15%3 00:15

Figure 1-75: Inventory Asset History Results Report

For more information about generating Inventory Asset History reports by using the unique identifier, see the
User Interface chapter of the Sunflower Enterprise User Guide.
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MANAGEMENT REPORTS

INVENTORY ASSET INITIAL EVENTS

The Inventory Asset Initial Events report shows the details of accountable asset initial events (e.g. purchase,
construction and transfers).

To run a report perform the following:

Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Inventory Asset Initial Events report.

Step 3. Specify criteria on the report parameters page.

Step 4. Click the Submit button.

Step 5. Select an output option (e.g. HTML, Acrobat etc.)
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User Guide

Step 6. Click the eXecute button to generate the report.

Figure 1-76: Inventory Asset Initial Events Report Parameters
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MANAGEMENT REPORTS

INVENTORY ASSET INITIAL EVENTS REPORT OUTPUT

The Inventory Asset Initial Events report displays the details of accountable asset initial events (e.g.

purchase, construction and transfers).

Sunflower Enterpriaes

Inventory Asset Initial Event

DPage 2 of &8

Initial Event Date /0471938 Documsnt :

Steward : ASSET CENTER
Custodian : DOE JOHM 050559
TUser :

Comment : COMMENT
05/05/1999
This is the first comment for thiz asset.

5 COMFUTER FERSCONAL — DELL

Initial Bvent Date /0571933 Document :

Steward : ASSET CENTER 01
Custodian : FRAZIER KRISTEN 5 020866
TUser :

0103 5
Initial Event Date

COMFUTER EORTAELE — GATEWAY
Document :

Jos/1933

Steward : ASSET CENTER 01
Custodian : FRAZIER KRISTEN 5 020866
User

4 =
Initial Event Date

COMPUTER BORTAELE  GATEWAY
Document :

/0541933

Steward : ASSET CENTER 01
Custodian : ONE CUSTODIAN CUSTO1
TUser :

0106 OSCILLOECOPE
f05/1933

TEKTRONIX

Initial Event Date Document :
Steward : ASSET CENTER 01
Custodian :ONE CUSTODIAN CUSTOL
User :

ASMNE0T0 05/24/2008 12:17
Initial Event : FURCHASE
Identifier Flags Official Name Manufacturer Model official Wame Asset Valus Eff Date

1 £ COMPUTER FORTAELE — AFFLE MSEES 9437150 § 12 /1098

User Fizlds : Purchase Order:E012_ Purchass oOrder Line:l_ Purchase

User Fields : Purchase order:Pol__Purchase ¢rder Line:z_ Purchase Acoount:S551z

User Fislds . Purchase Order:F0SS_ Purchase order Line:1_ Purchass Account:33ssd

User Fizlds : Purchase Order:BOSS_ Purchase oOrder Linme:2_ Purchase Accocunt:SEGET

User Fizlds : Purchase Order:E033_ Purchass Order Line:1_ Burchase Account:

Location : LIVERMORE
BUILDING : @ ROGM :

D333

o

Location : LIVERMORE
DUILDING : E ROGM :

SOLO 9100 94358342759 E

Location : LIVERMORE
BUILDING : E  ROOM :

SOLO 8100

m

Location : LIVERMORE
BUILDING : F  ROGM :

3432402HH B

00 0170171993

3
Location : LIVERMORE
BUILDING : F  ROGM :

Figure 1-77: Inventory Asset Initial Events Report
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MANAGEMENT REPORTS

INVENTORY ASSET INTERFACE PROCESSING RESULTS

The Inventory Asset Interface Processing Results report shows the results of processing the contents of
AS_LOAD_INVENTORY_ASSETS interface table.

To run a report perform the following:
Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Inventory Asset Interface Processing Results report.
Step 3. Specify criteria on the report parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

% Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG090 Inventory Asset Interface Processing Results

How Would You Like to Select the Information that Appears on the Report?

Load G-roupl -
Submit | Reset |

Ifanagement Reports

Figure 1-78: Inventory Asset Interface Processing Results Report Parameters
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MANAGEMENT REPORTS -

INVENTORY ASSET INTERFACE PROCESSING RESULTS REPORT OUTPUT

The Inventory Asset Interface Processing Results report displays the results of processing the contents of
AS_LOAD_INVENTORY_ASSETS interface table.

Sunflower Enterprias Inventory Asset Interface Processing Results Pags 2 of &
ASMHE020 05/24/2006 12:20
lead aroup © ACQ
Record Group Date Rzault
Success Total 0
Record Group Date Reault
0127 07/20/1889 16:33:54 Unable to determine value for AS ASSET.CRGANIZATION ID_STEWARD frem walue 'ASSET

o012@ 07/28/1999 16:33:55 Unable to determine value for AS ASSET.CATALOS ID from value 'DELL/DOL'
0129 07/28/1009 16:311:55 Unsbls to determine value for AS ASSET.CRGANIZATION ID_STEWARD from walue 'AGSET
0227 07/29/1993 16:33:55 Unsbls to determine value for AS ASSET.CRGANIZATION ID_STEWARD from walue 'RSSET
0228 07/29/1999 16:32:55 Unable to determine value for AS ASSET.CATALOG_ID from value 'DELL/D02'
0229 07/29/1999 16:32:55 Unable to determine value for AS ASSET.ORGANIZATION_ID_STEWARD from value 'ASSET
0327 /2971999 16:32:56 Unable to determine value for AS ASSET.ORGANIZATION_ID_STEWARD from value 'ASSET

0328 /2941999 16:32:56 Unable to determine value for AS ASSET.CATALOG_ID from value 'DELL/DO3'
0325 07/29/1999 16:32:56 Unable to determine value for AS ASSET.CREANIZATION ID STEWARD from value 'ASSET
0427 /208/1909 16:12:56 Unsbls to determine value for AS ASSET.CRGANIZATION ID_STEWARD from walue 'AGSET
0428 £298/1989 16:32:56 Unable to determine value for AS ASSET.CATALOS ID from value 'DELL/DO4’
0428 07/28/1009 16:11:56 Unsbls to determine value for AS ASSET.CRGANIZATION ID_STEWARD from walue 'AGSET
0527 07/29/1993 16:33:56 Unsbls to determine value for AS ASSET.CRGANIZATION ID_STEWARD from walue 'RSSET
o528 07/29/1999 16:32:57 Unable to determine value for AS ASSET.CATALOG_ID from value 'DELL/DOS'
0529 07/29/1999 16:32:57 Unable to determine value for AS ASSET.ORGANIZATION_ID_STEWARD from value 'ASSET

Figure 1-79: Inventory Asset Interface Processing Results Report
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MANAGEMENT REPORTS

INVENTORY ASSET ONGOING EVENTS

The Inventory Asset Ongoing Events report shows the details of ongoing events, (e.g. maintenance, repairs
and mileage captured), for agreement assets for a time period. Use the Inventory Asset Ongoing Events
report to view assets ongoing events over a period of time.

To run a report perform the following:
Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Inventory Asset Ongoing Events report.
Step 3. Specify criteria on the report parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.
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Figure 1-80: Inventory Asset Ongoing Events Report Parameters
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MANAGEMENT REPORTS

INVENTORY ASSET ONGOING EVENTS REPORT OUTPUT

The Inventory Asset Ongoing Events report shows detailed information for ongoing events, (e.g.
maintenance, repairs or mileage captured), of agreement assets over a period of time.

Sunflower Enterpriae Inventory Asset Ongelng Event

ASMNEQTE

ongeing Event : REFAIR HISTORY

Identifier Flags official Wame Mamuf acturer Modal

Serial Wumber

Pags 2 of &
11/01/2005 12:45

assst Value Eff Date

M5555
05/1998 Document
__Purchase Acoount:55212

ozol E APFLE
Initial Event : PURCHASE on 1 @
User Fielda : Purchase Order:B012  Purchase Order Li

COMFUTEE PORTABLE

Location ¥ LIVERMORE

DUILDING :

Steward ! ASSET CENTER 03
Custodian | ADMINISTRATCR 2 SYSTEM ADMO2
Uger ¢

COMMENT
05/05/1953
This is the first comment for this asset.

Corment

ongoing Event Date:10/17/2005
Ussr Fields:
Comment ¢

ongeing Event Date: 10,17/
Ussr Fislds .
Comment :

MES55
Document

0401 ] APPLE
Initial Ewent : PURCHASE on : 05/05/1888
User Fields : Purchase Order:FCl2_ Purchase Order Line:l_ Purchase Accoount:55212
Steward ' ASSET CENTER 05 Location ! LIVERMORE
Custodian ' REPRESENTATIVE 4 SYSTEM ADMO4 BUILDING :
User ¢

COMEUTER PORTABLE

Comment : COMMENT
05/05/1933

This ig the first comment for this asset

Ongeing Event Date: 06/17/
User Fields:
Comment :

$25302

101

112212332213 &

4,500.00 /2005

w

ROOM :

4,500.00 10/20/2005

101 ROOM :

Figure 1-81: Inventory Asset Ongoing Events Report
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MANAGEMENT REPORTS

INVENTORY ASSET SUMMARY BY ASSET FLAG

The Inventory Asset Summary by Asset Flag report summarizes inventory asset value and count by asset
flag.

To run a report perform the following:
Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Inventory Asset Summary by Asset Flag report.
Step 3. Specify criteria on the report parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

% Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG6130 Inventory Asset Summary by Flags

How Would You Like to Select the Assets that Appear on the Report?
Summary Type ACTIVE -

Asgset Event Type |

If Summary Type is Active:

Include Only Assets Active as ofl

If Bummeary Type iz Initial Event or Final Event:
Include only assets with an event recorded between MLDDITY YY) andl MWDDITY YT

How Would You Like the Assets to be Grouped?
NOME 'l
Submit | Reset

Idanagement Reports

Figure 1-82: Inventory Asset Summary by Flag Report Parameters
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MANAGEMENT REPORTS

INVENTORY ASSET SUMMARY BY FLAG REPORT OUTPUT

The Inventory Asset Summary by Flag report summarizes the total inventory asset value and count by asset

flag.
Sunflower Enterprias Inventory Asset Summary by Flags Page 2 of 3
ASMNE120 05/24/2006 12:30
Count value
Sensitive EL) $ 110,
High Risk o 5
OTHER 263 $ 2,609,
Total 343 § 2,9320,900.00
all Count value
Sensitive o £
High Risk o 5
OTHER 263 $ 2,
Report Total 343 § 2,939,900.00
$ 2,939,900.00

Figure 1-83: Inventory Asset Summary by Flag Report

1-130 Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide



MANAGEMENT REPORTS

INVENTORY ASSET SUMMARY BY ASSET TYPE

The Inventory Asset Summary by Asset Type report summarizes inventory asset value and count by asset
type.

To run a report perform the following:
Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Inventory Asset Summary by Asset Type report.
Step 3. Specify criteria on the report parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

%ﬁ Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG6160 Inventory Asset Summary by Asset Type

How would you like to select the assets that appear on the report?

Summary Type ACTIVE -

Lsset BEvent Type |

It Summary Type 15 Active:

Include only assets active as ofl

If Summary Type 1s Imtial Event or Final Event
Include only assets with an event recorded between MWLTDITY YY) and AMLDDIYYYT)

How would vou like the assets to be grouped?
NONE 'I
Submit | Reset |

Management Eeports

Figure 1-84: Inventory Asset Summary by Asset Type Report Parameters
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MANAGEMENT REPORTS

INVENTORY ASSET SUMMARY BY ASSET TYPE REPORT OUTPUT

The Inventory Asset Summary by Asset Type report summarizes the total inventory asset value and count by

asset type.
Sunflower Enterpriae Inventory Asset Summary By Asset Type Page 2 of 3
ASMN&160 05/24/2006 12:23
Below §.00 At or Abova §.00 Total
Count value Count value Count valus
AUTOMATED DATA EROCESSING o $ o 212 H 1,056,650 21z 3 1,056,650.00
EQUIPMENT
BUILOINGS o & 22 ] 550, 22 %
LABORATORY EQUIEMENT 0 $ 4 5 176, 4 B
MOTOR VEHICLES o § 54 H 1,080, sS4 B £l
OFFICE EQUIEMENT o § 11 $ 57, 11 $
Total o § 0.00 343 § 2,939,900.00 343 El 2,939,5900.00
Report Total ] § 0.00 343 § 2,939,900.00 343 § 2,939,900.00

Figure 1-85: Inventory Asset Summary by Asset Type Report
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INVENTORY ASSET TIMELINE
The Inventory Asset Timeline report displays the event timeline of inventory assets over a time period.
To run a report perform the following:
Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Inventory Asset Timeline report.
Step 3. Specify criteria on the report parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

% Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG6190 Inventory Asset Timeline

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

Tdentifier I}c}c24

Timeline &ctivity Description I\

From (MMMDIYYYT) I To MDLDDITYTT) I
Include Which of the Following?

v Agset Events

¥ Closed Asset Requests

V' Open Asset Requests
¥ Eesolutions

How Would You Like the Timeline Activities to be Sorted?

1 2 E
[paTETME DESC x| [caTEGORY ASC x| [DESCRIPTION ASC =]
et

Ifanagement Reports

Figure 1-86: Inventory Asset Timeline Report Parameters

Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide 1-133



MANAGEMENT REPORTS

INVENTORY ASSET TIMELINE REPORT OUTPUT

The Inventory Asset Timeline report displays the event timeline of inventory assets over a time period.

Sunflower Enterprise Inventory Asset Timeline
ASMNE190

DPages 2 of 2
05/22/2006 17:03

Identifier @ INV XX2d

Datetime Category Type  Description Attributes Created By Recordsd By
05/23 /2006 12:59:4%  PINAL EVENT INV ¥X24 TRANSFER organization:U.S. GEOLOGICAL TRAINER CYSTEMS ADMXX TRAIMER SYSTEMS ADMXX
SURVEY

Document : SHIPPING S5527XX

07/27/1998 09:45:0

&

INITIAL EVENT  INV XX24 FURCHASE Eurchage Order:FO78_ Purchase OWNER REEOEITORY OWNER REPOSITORY
order Line:1_ Furchase
Account 1234

07/27/1598 09:45:0

&

ONGOING EVENT  ASSET VALUE/QUANTITY INCREASE RAsset Value Type:ACQUISITION OWNER REFOSITORY CWNER REFOSITORY
COST_ Commodity Asset
Action:_ Dollar Value

Increment:l7000_ guantity
Increment: 0

Figure 1-87: Inventory Asset Timeline Report
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INVENTORY ASSET UTILIZATION

The Inventory Asset Utilization report displays the percentage utilization of inventory assets over a time
period.

To run a report perform the following:
Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Inventory Asset Utilization report.
Step 3. Specify criteria on the report parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.
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Figure 1-88: Inventory Asset Utilization Report Parameters
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INVENTORY ASSET UTILIZATION REPORT OUTPUT

The Inventory Asset Utilization report displays the percentage utilization of inventory

period.

MANAGEMENT REPORTS

assets over a time

Flags official

Inventery Asset Utilization

garial Mumber

05/24/2006 12:28

5 COMEUTER

ASSET CENTER 01
DOE JOHM 050553

= COMEUTER

ASSET CENTER 01

t FRAZIER KRISTEN 5 020866

s COMPUTER

ASSET CENTER 01

FRAZIER KREISTEN S 020866

5 COMEUTER

ASSET CENTER 01

: ONE CUSTCDIAN CUSTOL

SEDAN

ASSET CENTER 01

1 ONE CUSTCDIAN CUSTOL

CSCILLOSCOPE

ASSET CENTER 01

t ONE CUSTODIAN CUSTOL

COMEUTER PORTABLE

SUNFLOWER SYSTEMS

: FRAZIER KRISTEN S 020066

sunflower Enterprise
ASMNE150
Identifier
0101
Steward :
Custodian :
User :
o102
Steward :
custodia
User :
o103
Steward :
Custodian :
User :
0104
Steward :
Custodian
User :
0105
Steward :
olo08
Steward :
Custodian
User :
o107
Steward :
Custodia:
User :

FORD MOTOR COMBANY

Location s

D333

Location :

E0LO %100

Location :

E0L0 FL00

Location s

TAURUS
Location

Location :

8437158
LIVERMIRE

BUILDING @ G ROOM :

03420345
LIVERMIRE

BUILDING : E ROCM 1

84353342759
LIVERMORE

BUILDING : E  ROOM

238204
LIVERMIRE

BUILDING ¢ F  ROOM :

49755475430
: LIVERMORE
BUILDING : F

48571451
LIVERMORE

BUILDING ¢ E  ROOM :

Sunflower Systems © 2006

Figure 1-89: Inventory Asset Utilization Report
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INVENTORY ASSETS PENDING ACCEPTANCE BY AGE

The Inventory Assets Pending Acceptance by Age report displays a summary of assets awaiting acceptance
by age and steward.

To run a report perform the following:

Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.

Step 2. Click the Inventory Assets Pending Acceptance by Age report.
Step 3. Specify criteria on the report parameters page.

Step 4. Click the Submit button.

Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

% Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG6020 Inventory Assets Pending Acceptance by Age

Steward |Sunﬂuwer Systems

I Include the Steward's child Organizations

Reset

IManagement Reports

Figure 1-90: Inventory Assets Pending Acceptance by Age Report Parameters
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INVENTORY ASSETS PENDING ACCEPTANCE BY AGE REPORT OUTPUT

Review the Inventory Assets Pending Acceptance by Age report output for a summary of assets awaiting

acceptance by age and steward.

Sunflower Enterprise Inventory Asset Utlilizatien DPage 2 of 22
ASMN&150 11/01/2005 15:14
Identifier Flags official Wame Manufacturer Model g=rial Number Aszet Valus Uil 3%
o104 5 COMEUTER PORTABLE  GATEWAY S0LO 3100 930204 3
steward : SUNFLOWER SYSTEMS Location : LIVERMORE
Custodian : DOE JOHN JODOE BUILDING : INACTIVE ROOM : ROV
Usar : TRAINER CUSTODIAN CUSTHX
o107 COMEUTER PORTAELE — REELE MS555 48571451 $ 47.12
Steward : SUNFLOWER SYSTEMS Locaticn : LIVERMORE
Custodian : FRAZIER KAISTEN S 020866 DUILDING : B ROOM :
User :
oloe COMPUTER-PERSONAL ~ ABELE ) 493357483 3 47.32
Steward : SUNFLOWER CYSTEMS Locaticon : LIVERMORE
Custodian : FRAZIER KRIETEN 5 020866 BUILDING @ E  ROCM :
User .
o110 0SCILLOSCOPE TEKTRONIX T11209 343 TLSHEIOE 2 47.12
steward : SUNFLOWER SYSTEMS Location : LIVERMORE
custodian : FRAZIER KRISTEN 5 0208665 BUILDING : E  BOOM :
User :
0111 SEDAN FORD MOTOR COMERNY — TAURUS 38-183454654 3 47.32
steward : SUNFLOWER SYSTEMS Location : GENERAL OFF SITE
Custodizn : FRAZIER KAISTEN S 020866 111 MAIN ST
User LIVERMRE, CA
TSA 94550
121 s COMPUTER PERSONAL — COMBRAQ MODEL 1 45601 2 45.23
steward : SUNFLOWER SYSTEMS Location : LIVERMORE
custodian : FRAZIER KRIETEN S 020866 BUILDING : E  ROOM
User :
0122 g COMFUTER PORTABLE  GRTEWAY S0LO S100 12301 B 45.89
steward : SUNFLOWER SYSTEMS Location : LIVERMORE
Custodian : JONES SUSAN 0 01 BUILDING : G ROOM : 1212
User :
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Figure 1-91: Inventory Assets Pending Acceptance by Age Report
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MANAGEMENT REPORTS

INVENTORY ASSETS PENDING RELEASE BY AGE

The Inventory Assets Pending Release by Age report displays a summary of accountable assets pending
release to the initial custodian by age and steward.

To run a report perform the following:
Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Inventory Assets Pending Release by Age report.
Step 3. Specify criteria on the report parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

% Sunflower Enterprise - Production 4.5.0.0 Management Reports

ASMNG6010 Inventory Assets Pending Release by Age

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

Steward |

I Include the Steward's child Organizations
Inclade INTERFACE Recerds [N
Inclade Asset Details |

How Would You Like the Assets to be Grouped?
EE
Submit | Reset

IManagement Beports

Figure 1-92: Inventory Assets Pending Release by Age Report Parameters
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MANAGEMENT REPORTS

INVENTORY ASSETS PENDING RELEASE BY AGE REPORT OUTPUT

Review the Inventory Assets Pending Release by Age report for a summary of accountable assets pending
release to the initial custodian by age and steward.

Sunflower Enterprise Inventory Asset Utlilizatien DPage 2 of 22
ASMN&150 11/01/2005 15:14
Identifier Flags Manufacturer Model g=rial Number Aszet Valus Uil 3%
o104 5 GHTEWRY S0LO 3100 930204 B
steward : SUNFLOWER SYSTEMS Location : LIVERMORE
Custodian : DOE JOHN JODOE BUILDING : INACTIVE ROOM : ROV
Usar : TRAINER CUSTODIAN CUSTHX
o107 REFELE MS555 48571451 $ 47.12
Steward : SUNFLOWER SYSTEMS Locaticn : LIVERMORE
Custodian : FRAZIER KAISTEN S 020866 DUILDING : B ROOM :
User :
oloe APELE ) 483557423 3 47.32
Steward : SUNFLOWER CYSTEMS Locaticon : LIVERMORE
Custodian : FRAZIER KRIETEN 5 020866 BUILDING @ E  ROCM :
User .
o110 TEKTRONIX T11209 343 TLSHEIOE 2 47.12
steward : SUNFLOWER SYSTEMS Location : LIVERMORE
custodian : FRAZIER KRISTEN 5 0208665 BUILDING : E  BOOM :
User :
0111 FORD MOTOR COMEANY — TAURUS 3B-193454E54 3 47.12
steward : SUNFLOWER SYSTEMS Location : GENERAL OFF SITE
Custodizn : FRAZIER KAISTEN S 020866 111 MAIN ST
User LIVERMRE, CA
TSA 94550
121 s COMERD MODEL 1 45601 2 45.23
steward : SUNFLOWER SYSTEMS Location : LIVERMORE
custodian : FRAZIER KRIETEN S 020866 BUILDING : E  ROOM :
User :
0122 g GATEWAY S0LO S100 12301 B 45.89
steward : SUNFLOWER SYSTEMS Location : LIVERMORE
Custodian : JONES SUSAN 0 01 BUILDING : G ROOM : 1212
User :
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Figure 1-93: Inventory Assets Pending Release by Age Report
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INVENTORY ASSETS WITH RECENTLY DENIED REQUESTS
The Inventory Assets with Recently Denied Requests report shows accountable assets with denied requests.
To run a report perform the following:
Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Inventory Assets with Recently Denied Requests report.
Step 3. Specify criteria on the report parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

For more information on how to generate and see examples of this report, see “Inventory Assets with
Recently Denied Requests Report” on page 87.
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MANAGEMENT REPORTS

INVENTORY ASSETS WITH REQUESTS

The Inventory Assets with Requests report shows accountable assets with open change steward, custodian,
user and location requests.

To run a report perform the following:
Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Inventory Assets with Requests report.
Step 3. Specify criteria on the report parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)
Step 6. Click the eXecute button to generate the report.

For more information on how to generate and see examples of this report, see “Inventory Assets with
Requests Report” on page 56.
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MANAGEMENT REPORTS

PURCHASE ORDER AGING REPORT

The Purchase Order Aging report shows the detailed information of outstanding purchases orders requiring
receipt and tagging of property.

To run a report perform the following:
Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Purchase Order Aging report.
Step 3. Specify criteria on the report parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.
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QUANTITY ORDERED  =| [~

ml
u

POIDENTIFIER =] |POIDENTIFIER =] |POIDENTIFIER =]

ITEM # =

[Submit | e |

Figure 1-94: Purchase Order Aging Report Parameters
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PURCHASE ORDER AGING REPORT OUTPUT

The Purchase Order Aging report displays the detailed information of outstanding purchases orders requiring

receipt and tagging of property.

Sunflower Enterprise Purchase Order Aging Report Page 2 of 14
RSPOGO10 10/07/2005 13:26
x : 1005
:MERSHAM PHARMACTA ORGANIZATTON: ZZZZ__
Item § Description BEge 0-30 Days 31-60 Days €1-50 Daya 91-120 Days 121+ Daws
1 SEQUENCER 580 E
Item # Tosal : 1 3 3
EC Identifier : 1070
50 SUPPLIER: TEST SUPPLIER_ORGANIZATION: ABMM
Item § Description BEge 0-80 Days 31-60 Days £1-50 Daya 91-120 Days 121+ Days
1 E ITEM TO BE ROUTED FOR 580 2
AFFROVAL
Item § Total : 1 2 2
EQ Identifier : 1071
50 BUPELL TEST SUPFLIER_ ORGRNIZATION: ASMM
Item § Descripsion Age 0-30 Daps 21-60 Days £1-50 Days 91-120 Days= 121+ Days
1 E ITEM TO BE ROUTED FOR 880 1
AEFROVAL
Item § Tosal : 1 1 1
EQ Identifiez : 10810
50 SUPELIZR: FISHER SCIENTIFIC ORGANIZATION: BAOQ
Item ¥ De=szzipsion Rge 0-30 Days 31-60 Days €1-50 Days 91-120 Days= 121+ Days
1 $551237, MRGATTRACT DMR BLOOD MINI &80 z
48 KIT
2 4995652 FILTERTIES, 1000UL, M48 &80 12

Figure 1-95: Purchase Order Aging Report
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EXCESS ASSET REPORT
Use the Excess Asset report to check for available excess assets. To run a report perform the following:

Step 1. Select either Excess > Excess Reports or Reports > Excess Reports.

Step 2. Click the Excess Asset report.

Step 3. Specify criteria on the report parameters page.
Step 4. Click the Submit button.

Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

% Sunflower Enterprise - Production 4.5.0.0 Excess Reports

ASEX6010 Excess Assets

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

Manager |

Orwmer |

Steward |
™ Inchude the Steward's child Organizations

Official Name
Manufacturer
Model

Asset Type Office Equipment]

F3CMTational Stock MNumber

Review Category |

Rewview Type -

Lot Master Type |

Lot Master Identifier

Figure 1-96: Excess Assets Report Parameters

EXCESS ASSETS REPORT OUTPUT

Review the Excess Assets report to determine if there are any excess asset available for your organization.
The following report reveals several excess asset available for transfer.
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Sunflower Enterprise Excess Assets Page 2 of 4
ASEX6010 07/19/2005 11:04
Identifies Flags Official Mame Manufacturer Model Serial Nusber Asz=et Value Acqg Date

E0101 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0103 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0201 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0203 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0201 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0203 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0401 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0403 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0501 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E05032 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0601 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880

Figure 1-97: Excess Assets Report

After determining the available excess assets for transfer to your organization, you can navigate back to the
Create Excess Asset Reservation screen and submit your request for the selected excess asset. For more
information about generating Excess Asset Reports, see “Excess Asset Report” on page 91.
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KEY CONCEPTS

FINANCE

associated with financial management and fiscal

accountability. This chapter presents how to perform setup
functions required to enable end users to work in the Finance
module. Additionally, this chapter illustrates how to use the Finance
module to capitalize, de-capitalize, depreciate, and apply capital
value adjustments. The Finance module provides a view to each
recorded transaction in real-time for the debits and credits (journal
entry lines) produced and posted to the subsidiary ledger within
Sunflower.

T he Finance module enables you to perform tasks that are

This chapter includes the following discussion points and concepts:
*  “About Financial Assets”
*  “Finance Roles”
* “Setup Financial Assets”
* “Create Financial Assets”
* “Manage Financial Assets”

*  “Financial (Capital) Asset Reports”




ABOUT FINANCIAL ASSETS

ABOUT FINANCIAL ASSETS

The Finance module enables you to perform the tasks that are associated with financial management of
assets:

» Capitalization

» De-capitalization

= Capital Value Adjustments

» Depreciation

You will find that the journal entry lines created by the transactions you record are produced in real-time and
posted to a subsidiary ledger within the Sunflower application database where you can examine the debits
and credits of the subsidiary ledger at any time.

Sunflower adapts to the specific account code structure that your organization uses and is configurable for
your site’s account code structure.
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ABOUT FINANCIAL ASSETS

FINANCE MODULE WORKFLOW

The Finance module handles four primary functions: setup, creation, management and closing of assets. The
following workflow diagram depicts these functions based on the menu items found within the Finance
module.

Manage Financial Assets

haintain Journal Entry Templates
hdaintain Journal Entry Rules

hdairtain Ledger Batch Assignments

Define 3 Camer
[Define Financial Calendar

haintain Financial Assets

——— Capitalize Financial Assets

i MEHEQE ———— Adjust Financial Assets

——® Transfer Capital Walue

——® Record Uncapitalized Reason

—— Finandal Asset Summany and Histony

Cl 4:: De-Capitalize an Asset
— L_[03E
Fewarse De-Capitalize an Asset

Figure 2-1: The Finance Module Workflow
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FINANCE ROLES

FINANCE ROLES

Sunflower approaches asset management with the belief that you can manage, monitor, control, and account
for an asset throughout its distinct lifecycle. Sunflower does not impose the way in which you have to manage
your assets but provides guidelines, structures, processes, and tools to help you manage them effectively.
The users that you assign to manage the various aspects of an asset at each stage of the lifecycle will
depend upon your organizational structure and processes.

A Sunflower user is any individual to whom you assign one or more roles. The assignment of Sunflower roles
enables users to perform job duties that are enabled by the specified role. Roles provide access to screens
and define the extent to which an individual can perform functions such as adding, updating, and retiring
asset records. The user in question may be an employee or a contractor working on the behalf of your
organization who has a job function that requires either active (e.g. create, update or delete functions) or
passive (e.g. general inquiry, searching and reporting) use of menu items in the Inventory module.

Depending upon your organizational structure you may find that in a small, or centralized, organization you
may assign your users as Managers who are responsible for performing all or many of the tasks related to the
day-to-day management of inventory. However, with a larger, or decentralized, organization you may choose
to assign users who are responsible for inventory management varying roles pertaining to the management
module based on the tasks for which they are responsible. Refer to “Finance Menu Access” on page 151 to
view the menu items that are accessible for each finance role.

For more information about Sunflower application roles, see the Roles chapter in the Sunflower Enterprise
User Guide.
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FINANCE ROLES

FINANCE MENU ACCESS

The Finance module uses two roles to manage finance assets. These two roles are the Finance Manager and
Finance Clerk.

When assigning roles to users, it is important to map out the functional responsibilities of your users and then
decided based on the tasks that each user must perform you will then be able to assign the appropriate
application role. Below are a few guidelines that list the access to the menu items within the Finance module
by the related Finance role.

e RoLE

MENU ITEM FINANCE MANAGER FINANCE CLERK
Maintain Financial Assets Yes Yes
Financial Asset Summary and History Yes Yes
Asset Search Yes Yes
Maintain Catalog Entries* - --
Journal Event History Yes Yes
Record Uncapitalized Reason Yes Yes
Change Financial Asset Information Yes Yes
Maintain Financial Asset Ongoing Events Yes Yes
Create Financial Asset Final Events Yes Yes
Edit Financial Asset Interface Records Yes Yes
Process Financial Asset Interface Records Yes Yes
Process Financial Asset PO Interface Records Yes Yes
Edit Asset Value Component Interface Records Yes Yes
Capitalize Financial Assets Yes Yes
Adjust Capitalized Value Yes Yes
Transfer Capital Value Yes Yes
Maintain FY and Accounting Periods Yes
Maintain Ledger Batches Yes
Maintain Journal Entry Rules Yes
Maintain Journal Entry Templates Yes
Maintain Ledger Batch Assignments Yes
Maintain Asset Structures Yes Yes
Finance Reports Yes Yes

*Finance Clerks and Managers have access to the Maintain Catalog Entries screen if you assign them the
AS_CATALOGER role.
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SETUP FINANCIAL ASSETS

SETUP FINANCIAL ASSETS

The main purpose of the Finance module is to track capital assets. Capital assets are assets that meet a
certain set of criteria that require them to be tracked by the organization’s financial system. Sunflower is
flexible enough to track just about any event that may happen in the database and produce debits and credits
for the subsidiary ledger. What gets placed into the subsidiary ledger depends on how the Finance module is
set up. This section covers the setup configuration required to enable end users to work in the Finance
module.

The initial setup of the Financial module includes:

» “Define a Carrier”

» “Define the Financial Calendar”

* “Create Ledger Batches”

» “Define Journal Entry Templates”
» “Define Journal Entry Rules”

» “Define Ledger Batch Assignments”
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SETUP FINANCIAL ASSETS

DEFINE A CARRIER

When working with financial assets, each capitalized asset is assigned to an organization that is responsible
for carrying the capitalized value and associated accumulated depreciation on a Property, Plant & Equipment
(PP&E) balance sheet. An organization that performs this role is known as a Carrier. This type of organization
is specific to the Finance module, and is required to create financial assets and Journal Entry (JE) Templates.
You can create a new carrier organization, or set up an existing one by adding the carrier organization type,
as shown below.

A new Sunflower database has no Carrier organizations defined, so you must define at least one. Normally
this is all you will ever need, unless you have multiple organizations using the same Sunflower database.

Scenario: The following graphic illustrates how to use the Maintain Organizations screen to define a new
carrier or to update an existing carrier.

NAVIGATION

E;Iulaimam Organizatio
* Click Admin
Organizations
¢ Click Organization Mame | AMMAMS SYSTEMS CORPORATION Code |ANNAMS L
Begin Date ] End Date ’7 Source ’7 Reviewed? |V =
¢ Click Maintain Org Financial Type
Organizations User Fields® -

Contacts Enterprise [dentifiers

Organization Type Parent

CARRIER] 2
[MaNAGER
[MANUFACTURER
OWHER
STEWARD

Figure 2-2: Defining Carriers
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SETUP FINANCIAL ASSETS

Step 1. Navigate to the Maintain Organizations screen.

Step 2. Click the Find icon to enter Query mode.

Step 3. Enter the desired steward organization.

Step 4. Click the Find icon to retrieve applicable data for the organization.

Step 5. Click the Next Block icon to pace your cursor in the Organization Structures block.
Step 6. Place your cursor in the next available blank row.

Step 7. Enter or select CARR/ER from the list of values.

Step 8. Click the Save icon to save the updated organization record.
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SETUP FINANCIAL ASSETS

DEFINE THE FINANCIAL CALENDAR

You must define the financial calendar, fiscal years, and accounting periods, within which financial
transactions are captured. The start and end dates for the accounting periods defined with Sunflower should
match the start and end dates for accounting periods defined by the general ledger’s (GL) financial calendar.
This is normally performed by the GL to Sunflower Assets interface. Each capitalized asset must also be
associated with an accounting period. Accounting periods are set up according to the fiscal accounting
periods used by your organization. Fiscal years for the Federal government typically run from October to
September. Accounting Periods may or may not start and end with calendar months.

Sunflower is flexible enough to accommodate almost any accounting schedule. Some organizations may only
report quarterly, in which case there would be four accounting periods for each year with each one spanning
three months worth of time. Whatever an organization’s financial accounting schedule is, there should not be
any holes (days in a year not covered by an accounting period).

NOTE: Closing is performed by the general ledger (GL), not with Sunflower (a subsidiary ledger). The
Default Begin Date and Default End Date fields are used to provide overlaps (1 month before & 1 month
after the existing period), which are critical for transferring assets outside the normal window, especially
for Year End Close.
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User Guide

Scenario: The following graphic illustrates how to use the Maintain FY and Accounting Periods screen to
define a carrier’s financial calendar.

NAVIGATION
» Click Finance

» Click Maintain FY and
Accounting Periods

AZSSET CENTER X FY 20053
100142004 09/30/2005

Figure 2-3: Setting Up Financial Calendars
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SETUP FINANCIAL ASSETS

Step 1. Navigate to the Maintain FY and Accounting Periods screen.

Step 2. Enter a name for the fiscal year in the FY Defined by field

Step 3. Enter a fiscal year ID in the Identifier field.

Step 4. Enter the start date for the fiscal year in the Begin Date field.

Step 5. Enter the end date for the fiscal year in the End Date field.

Step 6. Enter the month and year for each period of the fiscal year in the Name field.

NOTE: When you get to the bottom row, click the Next Record icon to continue adding
the accounting periods.

Step 7. Enter the period start date in the Begin Date field of the Accounting Periods block.
Step 8. Enter the period end date in the End Date field of the Accounting Periods block.

Step 9. Click the Save icon to save the Financial Calendar.
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SETUP FINANCIAL ASSETS

CREATE LEDGER BATCHES

Ledger Batches for depreciation are different than for the other journal events because depreciation is not
event driven by the Sunflower application. The depreciation ledger batch is already predefined by factory
constants. Depreciation is only calculated when you run a ledger batch for depreciation.

NOTE: You must first create a new Ledger Batch Type domain before setting up ledger batches for non-
depreciation activities. The following example assumes that a Ledger Batch Type of Aciivify has already
been established with the Maintain Domains screen.

Scenario: The following graphic illustrates how to use the Maintain Ledger Batches screen to set up
ledger batches for non-depreciation activities, and to define the frequency with which debits and credits
from your subsidiary ledger (SFA) are posted to the GL and the frequency with which assets are
depreciated.

NAVIGATION

r-.-1aintair| Ledger Batches - asa *age 1 of 3)
« Click Finance
+ Click Maintain Ledger Ledger Batches
Batches
Accounting Period Failure?  Earliast Evant Latest Event Carrier
UM 2005 0R/09/2005 23:55:00 | ASSET CENTER 3
Process Results -
|S|::r|:||| to view additional fields. }J

Figure 2-4: Creating Ledger Batches

Step 1. Navigate to the Maintain Ledger Batches screen.

Step 2. Enter the name of the accounting period from the list of values in the Accounting Period field.
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Step 3. Leave the Earliest Event field blank. The Earliest Event field, indicates the earliest date and time a
journal event can be included in a batch. This field is filled in automatically by the system.

Tip: If you leave the Earliest Event field blank, it defaults to the first day
defined for the Accounting Period. This field enables you to specify a
value so you can elect not to pick up all the journal entry lines for the
entire Accounting Period.

Step 4. Enter the latest date and time a journal event can be included in the batch in the Latest Event field.

* Sunflower will not allow you to process a ledger batch with the Latest Event field set to the current
date. This is because the current day is not over yet, and you don’t want to send partial information to
the accounting system. Normally, you will send an entire fiscal month at one time.

» If all the journal entry lines were created today, the ledger batch run won'’t pick anything up. Ideally,
the batch should be run the day after the financial activity was created in order to produce output.

Step 5. Tab to the Type field (the screen will automatically scroll to the right), double-click and select
ACTIVITY.

e The Carrier field displays the name of the organization with which the accounting period is
associated. Sunflower populates this field automatically.

* The FY field displays the fiscal year with which the accounting period is associated. Sunflower
populates this field automatically.

¢ Click the OK button to close the LOV.

Step 6. In the User Fields field, click the Edit button to enter information in user-defined fields, if you have
extended this field.

*  The Processing Start field displays the date and time the batch processing began. Sunflower
populates this field automatically.

* The Processing Stop field displays the date and time the batch processing finished. Sunflower
populates this field automatically.

= The Ledger Batch Id field displays the identifier of the ledger batch assigned by the system.
Sunflower populates this field automatically.

Step 7. Click the Save icon.
Sunflower performs a check to make sure that the subsidiary ledger transactions are balanced. You cannot

take an amount out of one account without offsetting this amount into another account. Sunflower issues an
error message and stops the transaction if a template does not balance.

Ideally, the sum of all debits and the sum of all credits in a ledger batch should be zero. Just as the sum of the

debits and credits for the journal entry lines of an individual journal event should sum to zero. If the sum off all
debits and credits in a batch are zero, the entire batch is balanced.
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DEFINE JOURNAL ENTRY TEMPLATES

Journal entry templates are used to map Sunflower attributes (which can include User Defined fields) to a GL
account number. Journal entry templates determine the debits and credits that are created when a financial
transaction is recorded by Sunflower. You must setup a journal event type for each kind of transaction that
you want the system to create subsidiary ledger entries for, as each journal entry line generated mustbe tied
back to a journal event of some type. Journal events are triggered by asset events. You must define the types
of journal events that you want, and map them to actual asset events to produce them.

When an asset event of a particular type occurs, a check is made to see if it is associated with a journal event.

If so, a journal event is automatically created as well, and journal entry lines produced according to the
definitions contained in the journal entry line templates.
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Scenario: The following graphic illustrates how to use the Maintain Journal Entry Templates screen to
specify the asset types against which debits and credits will be posted to the general ledger. Create a

new journal entry template for fabrications. Use FAB XX for the JE (Journal Entry) Identifier and
FABRICATION XX for the “JE” Name.

NAVIGATION EdMaintain Journal Entry Templa
+ Click Finance

Journal Entry Templates
* Click Maintain Journal

Entry Templates JE Identifier Fapg e Name FaBR|CATION X Sort Order 1

Begin Date End Date Il soon1meoesy

Journal Entry Line Templates

Parameters™ CR/IDR  Yalue Ledger Identifier Begin |
ADPE DR Y Cv-DR-ADPE-FAB
ADPE DR DF DP-DR-ADPE-FAB
BUILDINGS DR C Dv-DR-BLDG-FAB
BUILDINGS DR DF DP-DR-BLDG-FAE
CR Y CW-CR-FAB
CR DF DP-DR-FAB|

Figure 2-5: Defining Journal Entry Templates

Step 1. Navigate to the Maintain Journal Entry Templates screen.

Step 2. Specify an identifier for the template in the JE Identifier field.
Step 3. Specify a name of the journal entry template in the Name field.

Step 4. Enter the journal entry's relative order for when it is displayed on screens and reports in the Sort
Order field.

Step 5. Enter the date that the template becomes valid in the Begin Date field.

Click the List button to display a calendar. If the template is always valid,
leave this field blank.
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Step 6. Enter the date that the template becomes invalid in the End Date field.

= Click the List button to display a calendar. If the template is always valid, leave this field blank.
* The Id field displays the journal entry template identifier assigned by the system.

* The field is entered automatically when you commit your changes to the database.

Step 7. Fill in the Journal Entry Line Templates Parameters* block as shown above.

* DR and CR specifies whether the GL account is debited or credited, and DP and CV stand for
depreciation and capital value.

* In the Value column, you can specify NBV for net book value, if you want the subsidiary ledger to
debit or credit that field in the financial system.

Step 8. Click the Edit button to enter journal entry line template information in the Parameters* field of the
Journal Entry Line Templates block.

Step 9. Specify whether the journal entry line should be a credit or debit in the CR/DR field.

Step 10. Enter the journal entry line value's short name in the Value field. Click the List button for a list of
Value names.

Step 11. Enter the identifier assigned to the general ledger account in the Ledger Identifier field.

If the user should be prompted for an account identifier at the time the
journal entry is credited, leave the Ledger Identifier field blank.

Step 12. Click the Validation button to display the Maintain Validation Definitions screen.

* User-provided accounts require a validation definition to control user entry of ledger identifiers.

* Enter the characteristics of the user-provided account and click the Save icon to return to the
Maintain Journal Entry Templates screen.
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Step 13. Enter the date that the journal entry template becomes valid in the Begin Date field.

Click the List button to display a calendar. If the journal entry template is
always valid, leave this field blank.

Step 14. Enter the date that the journal entry template becomes invalid in the End Date field.

Click the List button to display a calendar. If the journal entry template is
always valid, leave this field blank.

Step 15. Enter the prompt to be displayed for user-provided accounts in the Prompt field.
Step 16. The Id field displays the journal entry line template identifier assigned by the system.

Sunflower automatically populates this field when you commit your
changes to the database.

Step 17. Click the Save icon.

NOTE: To add debits and credits to an existing journal entry template, click the Find icon, enter the
desired journal entry template identifier, and click the Find icon again. Set up journal entry templates as
described above.

You have created a journal entry template, but there are no Journal Entry Line Templates associated with it.
This method of grouping allows a set of journal entry line templates to be associated to more than one journal
event type.
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DEFINE JOURNAL ENTRY RULES

Sunflower needs to know which journal entry template to use when creating a journal entry. As mentioned
before, there is no direct relationship between a journal entry type and a template, which allows the same
template to be used by more than one journal entry type. Journal entry rules associate journal entry templates
with journal events (e.g. financial transactions).

Scenario: The following graphic illustrates how to use the Maintain Journal Entry Rules screen to specify
the journal entries that are created for each transaction. Associate the JE template FABRICATION XX
with the journal event type FABRICATION XX.

NAVIGATION haintain Journal Entry Rules
« Click Finance

. . . Journal Event Types
¢ Click Maintain o

Journal Entry Rules o
Descrigtion  FARRICATION 3

Journal Entry Rules
Farareters™ From/To Yalue JE Identifier

FROM HACTM

Figure 2-6: Defining Journal Entry Rules
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Step 1. Navigate to the Maintain Journal Entry Rules screen.

Step 2. Enter the name of the journal event type in the Description field.

The Journal Event Types block specifies the journal event type to which
the journal entry rules apply.

Step 3. In the Parameters field, click the Edit button to enter the user-defined parameters of the journal
entry rule.

* The Journal Entry Rules block specifies the journal entry rules associated with a journal event type
The From/To field indicates whether the transfer is from or to an asset (only capital value transfer
events will have a To value). Sunflower populates this field automatically.

* The Value field displays the value to be used by the journal entry rule.

* Click the List button for a list of possible values.

Step 4. Enter the name of the journal entry template in the JE Identifier field.

Click the List icon for a list of possible template names.

Step 5. Click the Save icon.
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DEFINE LEDGER BATCH ASSIGNMENTS

Ledger batch assignments enable you to define categories (ledger batch types) for exporting financial
transactions to the general ledger. The Maintain Ledger Batch Assignments screen enables you to set which
journal events are grouped together for posting to the ledger.

Scenario: The following graphic illustrates how to assign FABRICATION XX transactions journal entries
to CAPITALIZATION ledger batches.

NAVIGATION EdMaintain Ledger Batch
« Click Finance

. e Ledger Batch Assignments
« Click Maintain Ledger

Batch Assignments
9 Ledger Batch Type Journal Event B

CAPITALIZATION FABRICATION Xx

Figure 2-7: Defining Ledger Batch Assignments
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Step 1. Navigate to the Maintain Ledger Batch Assignments screen.

Step 2. Enter the ledger batch type's long name in the Ledger Batch Type field.
Click the List icon and select a name from the list.

Step 3. Enter the journal event type's long name in the Journal Event Type field.
Click the List icon and select a name from the list.

Step 4. Enter the date the ledger batch assignment becomes valid in the Begin Date field.

Click the List icon to display a calendar. If the ledger batch assignment is
always valid, leave this field blank.

Step 5. Enter the date the ledger batch assignment becomes invalid in the End Date field,.

Click the List icon to display a calendar. If the ledger batch assignment is
always valid, leave this field blank.

Step 6. Click the Save icon.
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CREATE FINANCIAL ASSETS

Sunflower simplifies the process of creating and maintaining assets. As an asset management professional,
you will often find the need to add individual assets to your property management system of record.
Sunflower provides several screens and interfaces that simplifies the process of adding individual assets with
or without purchase order information, updating asset information and transferring assets to and from your
organization. For a general discussion about creating assets with Sunflower, see Chapter 1 "Create Inventory
Assets” on page 6. This section focuses on creating finance assets with the Finance module.

MAINTAIN FINANCIAL ASSETS

The Maintain Financial Assets screen is an integral feature in Sunflower that is used frequently for the day-to-
day management of financial assets. You can use the Maintain Financial Assets screen to create assets in an
ad hoc manner. For example, you may want to track assets that your organization fabricates for custom
applications. These assets were not purchased so there is no purchase order information to refer to when
creating the asset records for the newly fabricated items. You can use the Maintain Financial Assets screen
to create asset records for the fabricated items.

In addition, the Maintain Financial Assets screen enables you to update the descriptive information (e.g.
Location, Custodian, and Asset Condition) for a financial asset or add a comment or picture. This screen is
similar to the Maintain Inventory Assets screen. There are two types of financial assets; unclassified assets
and identified assets.

Use the Maintain Financial Assets screen to:

« Create assets from scratch

* Modify asset details (e.g. custodian and location changes)

» Create unclassified assets, which are “place holders” against which financial transactions are recorded
(e.g. Intellectual Property)

= Create identified assets, which are distinctly identified (e.g. buildings, cranes, etc.)
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¢ Click Finance

Type
* Click Maintain Identifier Fioxds c s
Financial Assets Unique Name
Catalog Identifier™ o Parents Children CiAfP
Manufacturer pE| | hodel 333
Official Name  comPUTER PERSONAL Madel Name  piENSION %P5
Serial Mumber s Drawing Mo
Initial Event  ppcHASE User Fields®™ pooosee 1 w002
Asset Walue™ ¥4 400.00 Acquisition Date 074152005 Responsibility Date 07152005
Asset Condition UNUSED - GO0D Effective Date n7,15,2005 Expected Return Date
Activity Status |y SERVICE Flags® Activity Type

CREATE FINANCIAL ASSETS

Scenario: The following graphic illustrates how to use the Maintain Financial Assets screen to create

financial assets from scratch.

Financial Assets

Manager | NFLOWER SYSTEMS
Steward  ASSET CENTER #X
Custadian

User

Document™

User Fields*
Global User Fields™

Last Mame™

Last Mame*

Location™ sap FRANCISCO_ BUILDING _E2_ OFFICE X¥¢_ XX

Page 2

Owner  syUNFLOWER SYSTEMS

Carier | ASSET CENTER XX
First Iid
First id

Comrment

Figure 2-8: Creating Maintain Financial Assets From Scratch

Step 1. Navigate to the Maintain Financial Assets screen.

Step 2. Enter the asset identifier for the financial asset you are about to create in the Identifier field.

Step 3. Enter the asset's information accordingly. For more information, see “Chapter 1 "Maintain
Inventory Assets Field Terms” on page 10.

Step 4. Specify the asset type with either the Unclassified Asset or Identified Asset radio buttons.

Step 5. Click the Save icon to create the new financial asset.
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CREATE ASSETS USING THE PO INTERFACE FEATURE

You can use the PO Interface feature to create assets from PO information received from a purchasing
system feed into Sunflower Assets. The PO Interface feature enables you to create one or more assets based
on a single PO line item, or you can create a single composite asset based on several PO line items from
multiple purchase orders. For more information on using the PO Interface, see Chapter 9 "PO Interface” on
page 563.

MASS ASSET CREATION

Sunflower provides two methods for creating multiple assets. You can use either the Maintain Financial
Assets Duplication feature to create multiple asset records with similar information or if you have multiple
assets on a single PO line item, you will find that using the PO Interface Duplication feature is a quick and
easy way to create several assets at once.

These methods are covered in the Inventory Assets chapter. For more information on mass asset creation
using the following methods, see:

* Chapter 1 "Maintain Inventory Assets - Duplication” on page 16

* Chapter 1 "PO Interface - Duplication” on page 18
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VIEW FINANCIAL ASSET SUMMARY AND HISTORY

You can use the Asset Summary and History screen to perform a quick search of current and historical
information for a single asset or a group of assets. The Financial Asset Summary and History screen provides
a read-only view of any financial asset record available within the system. For more information about the
Asset Summary and History screen, see Chapter 1 "View Inventory Asset Details” on page 22. and Chapter 1
"Asset Summary and History Field Terms” on page 27.

Scenario: The following graphic illustrates how to use the Financial Asset Summary and History screen

to view the summary and/or historical details for a financial asset. View the summary details for financial
assets F0140.

NAVIGATION t Summary and History - asmn 20
* Click Finance Assets Identifier Type Parents n @ Childen n @ C/P/A ® -
Identifier Fq 47 Current |dentifier Fp14p
+ Click Financial Asset =
Summary and Defautt Location*
History
Timeline JEREETE
[Cinclude history
anufacturer pE| | ®) Model p333 ® -
Official Mame ¢onMPUTER PERSOMAL Model Narme pIMENSION XPS
Serial Number 40101 Drawing Mo,
Initial Event pyRCHASE ®) UserFields™ poq7s_ 1 2233 ®
Final Event ®) User Fields* @
Asset Walue™ $5,400.00 NOT CAPITALLZ &/ Acquisition Date 04011995 Responsibility Date 04011995
Asset Condition Effective Date q4,01/1995 Expected Return Date
Act Status/Type | SERVICE Flags Activity Type
Manager SUNFLOWER SYSTEMS @®) Owner 5UNFLOWER SYSTEMS @/
Steward SUNFLOWER SYSTEMS ®) Rep ®
i ®
/)
Financial Interest Details @
Cartier [CARRIER 01 @ Current Cap Yalue .00 «
Agelife 3708.00 / 1,080.00 Agellife (Years) | 10.29 /| 3.00 &
Depr Date Incremental Depr $.00 Total Depr .00 ! -

Figure 2-9: Viewing Financial Asset Summary and History
To view the history of multiple assets, select the Include History checkbox and use the Query Criteria screen

to search and retrieve one or more assets for which you can view the asset history based on the query
selection criteria.

NOTE: Anywhere you see an Asset Identifier field, place your cursor in that field and click the Summary
and History icon to view the summary and history information.
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MANAGE FINANCIAL ASSETS

The Finance module facilitates the detailed tracking of the relationships between assets, organizations and
people as they change over time. After acquiring assets, these assets will need to be assigned a location, a
responsible party and organization for each asset. Sunflower enables you to maintain your finance assets by
using several Finance module screens that update the attributes of your financial assets. Complimenting the
Maintain Financial Assets screen are the supporting Finance module screens that enable the day-to-day
management of your finance assets.

The following section illustrates several common finance tasks that you can perform in the Financial module
to manage and track your financial assets.

.

“Capitalize Financial Assets (Part I)” on page 173

» “Capitalize Financial Assets (Part IlI)” on page 175

» “Record Uncapitalized Reason” on page 177

» “Adjust Capitalized Value” on page 178

* “Transfer Capital Value” on page 180

» “De-Capitalize an Asset” on page 182

» “Reverse De-Capitalization of an Asset” on page 183

* “View Financial Transactions” on page 185
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CAPITALIZE FINANCIAL ASSETS (PART I)

The Capitalize Financial Assets screen enables you to manipulate data associated with the capitalization of
an asset. You can write on a new financial asset, write on an asset from another interest asset, and write on

an asset with multiple funding sources.

Scenario: The following graphic illustrates how to use the Capitalize Financial Assets screen to capitalize
your financial property records. The capitalization of an asset effectively writes the asset value to the
balance sheet.

NAVIGATION
* Click Finance

Fi | Asset
inancial Assets Type Identifier

¢ Click Capitallze Identifier Existing Interest Asset
Financial Assets Mifhdl{Official DELL BEEE) COMPUTER PERSONAL
Asset Type  ADPE AUTOMATED DATA PROCESEING EQUIPMENT
Initial Event pURCHASE User Fields* poi7g 1 2233
Joumal Event pyRcHASE Acquisition Date q4/01,1995 Flags
Caitler  ASSET CENTER ¢ Reriod o JUN 2005
Activity Status |y SERVICE Activity Type
Depreciation Document™ sHiPRING G50
User Fields™

Global User Figlds™

L Asset Value User Fields™
ACQUISITION COST $5.400.00

Page 2 Comment

Figure 2-10: Capitalize Financial Assets
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Step 1. Navigate to the Capitalize Financial Assets screen.

Step 2. Enter the desired asset's identifier in the Identifier field, and press Enter to display the asset's
information.

If the asset is funded by multiple funding sources, select the Split funded
capitalization check box.

Step 3. If debits and credits are available, you can view them from the Journal Entry Lookup screen by
clicking the Journal Entry Lookup icon to view.

Step 4. Click the Exit icon to return to the Capitalize Financial Assets screen.

Step 5. Click the Save icon.
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CAPITALIZE FINANCIAL ASSETS (PART I1)

Additionally, you can use the Capitalize Financial Assets screen to create and capitalize financial assets from
other Interest (module) assets (i.e. Inventory Management, Agreement, etc.).

Scenario: The following graphic illustrates how to create and capitalize a financial asset from Inventory

Asset XX41.

NAVIGATION

* Click Finance

* Click Capitalize
Financial Assets

Financial Assets
Identifier
ItfrittdlfOfficial

Asset Type

Initial Event
Journal Event

Carrier

Activity Status

Depreciation

Fy41
DELL

ADPE

PURCHASE
PURCHASE
CARRIER XX

IN SERVICE

User Fields*
Global User Fields™

-
ACQUISITION COST

Type Identifier
Existing Interest Asset |y | x¢dd

D333 COMPUTER PERSONAL
AUTOMATED DATA PROCESSING EQUIPMENT

[~ UserFields® pooz3a_1_ 23
Acquisition Date 1,0171998 Flags

Period 2000.06-xx

Activity Type

Document™

Asset Value User Fields™
§6,700.00

Page 2 Comment
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Figure 2-11: Capitalize Financial Assets continued
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Step 1. Navigate to the Capitalize Financial Assets screen.

Step 2. Enter the new financial asset identifier in the Identifier field.

This can be the same number as the existing asset identifier, or an
entirely new designation; dependent upon your Business Practices.

Step 3. Select the interest type from the list of values (LOV).

The asset is an Inventory Management (Mgmt) asset.

Step 4. Enter the current asset identifier.

Step 5. Click Save to capitalize the asset.

Use the Journal Entry Lookup icon to view debits and credits for the capitalized asset.
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RECORD UNCAPITALIZED REASON

At times, there will be assets that you will choose not to capitalize for one reason or another even though the
asset’s value meets the capitalization dollar threshold. The Record Uncapitalized Reason screen enables you
to record the reason a financial asset has not been capitalized. This screen is helpful because it prevents
assets from appearing on the Asset to be Capitalized report and serves as a reminder of the reason that an
asset was not capitalized.

Scenario: The following graphic illustrates how to use the Record Uncapitalized Reason screen to define

those assets that are not capitalized. Record uncapitalized reason for asset FXX45 which is experimental
equipment and will not be capitalized.

NAVIGATION
* Click Finance
« Click Record Uncapitalized Reason
Uncapitalized Reason
Reason ExpPERIMENTAL EQUIPMENT r
* Click Record Financial
Asset Uncapitalized
Reason
Assets
Ok ldentifier Manufacturer Model Official Mame
¥ Fids DELL D333 COMPUTER PERSCONAL

L Y I A

Current Reason

Message

Figure 2-12: Record Uncapitalized Reason

Step 1. Navigate to the Record Financial Asset Uncapitalized Reason screen.

Step 2. Specify the reason for not capitalizing the asset in the Reason field.
Step 3. Enter the asset identifier in the Identifier field and click the Tab key.

Step 4. Click the Save icon.
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ADJUST CAPITALIZED VALUE

The Adjust Capitalized Value screen enables you to add or subtract value to or from an asset.

NAVIGATION
+ Click Finance
Financial Assets
* Click Adjust Identifier  Fiegq Current Capitalized Valus §5,700.00
Capitalized Value MiMdUOfiicial pE | [Feee COMPUTER PERSONAL
Asset Type  AppE AUTOMATED DATA PROCESSING EQUIPMENT
[Juuma\ Event ap USTMENT ] Acquisition Date  g1,01/1308 Flags
Carrier  CARRIER 3¢ Period
Activity Status |y SERVICE Activity Type
Document™
User Fields
Global User Fields
| Agset Value User Fields™
ACQUISITION COST
Cormment
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Scenario: The following graphic illustrates how to use the Adjust Capitalized Value screen to increase
the capitalized value of asset FXX41 by $250, because it received an upgraded CPU.

NOTE: Adjustments can also be performed in other modules (Agreement, Inventory, etc.); however,
entering this type of cost value data in other modules will not create a Journal Entry input to the GL. In

order to create JEs, you must use this Finance module form.

Figure 2-13: Adjust Capitalized Values
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Step 1. Navigate to the Adjust Capitalized Value screen.

Step 2. Enter the asset identifier in the Identifier field.
Step 3. Select the journal event type from the list of values.

Step 4. Enter the adjusted value.

Enter a positive value for a write-up and a negative value (e.g. -500) for a
write-down of asset value.

Step 5. Click the Save icon.
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TRANSFER CAPITAL VALUE

The Transfer Capital Value screen provides the ability to transfer values of one asset to another asset of the
same interest type. Use the Transfer Capital Value screen to transfer the financial asset value from one asset

to another financial asset.

Scenario: The following graphic illustrates how to use the Transfer Capital Value screen to transfer value
from one asset to another. Sunflower automatically creates the appropriate debits and credits that are
required to keep the general ledger’s balance sheet up-to-date. Record the transfer of capital value for a

video card worth $450 from asset FXX40 to FXX41.

NAVIGATION
» Click Finance

Financial Assets

« Click Transfer Capital To
Value Identifier  Faneq

Mietdi/Official pE| | D333

Asset Type  apPE

[Jouma‘ Event cAPITAL VALUE TRANSFER]

Carrier  ASSET CENTER 34 =

Activity Status |y sERVICE

Document™
User Fields™
Global User Fields™

From
Identifier Fyan

MitMEVORCal DeL D393

Page 2

AUTOMATED DATA PROCESSING EQUIPMENT

Acquisition Date 1,01/1998 Flags
Period 52 JUN 2005
Activity Type
Asset Value Total Transfer Value*
4 850.00 $450.00

Type Identifier
Existing Interest Asset
COMPUTER PERSONAL

COMPUTER PERSONAL

Cormment

Figure 2-14: Transferring Capital Value
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Step 1. Navigate to the Transfer Capital Value screen.
Step 2. Enter the identifier that you want to transfer value to in the in the Identifier field of the To block.
Step 3. Select the appropriate event from the list of values in the Journal Event field.

Step 4. Select the appropriate asset’s carrier.

Step 5. Enter the identifier that you want to transfer value from in the in the Identifier field of the From
block.

Step 6. Enter the transfer value in the Total Transfer Value field.

Step 7. Click the Comment button to enter any comments relevant to this inventory asset value transfer
transaction.

Step 8. Click the Save icon to complete the transfer of value to the selected inventory asset.

Use the Journal Entry Lookup icon to examine the debits and credits created by this transfer of value
transaction.
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DE-CAPITALIZE AN ASSET

Use the Create Asset Final Events screen to de-capitalize an asset and remove its capital value from the
balance sheet.

Scenario: The following graphic illustrates how to use the Create Asset Final Events screen to de-
capitalize asset FXX41 which has been transferred to the U.S. Air Force on MM/DD/YYYY.

NAVIGATION
« Click Finance
Final Events
. . . C:
¢ Click Create Financial o Paff‘:f ASSET CENTER ¥
Asset Final Events 18 D6/18/2005 Brind 0 JUN 2005

Final Event TRANSFER Joumal Bvent  TRANSFER

UserFields™ | 5. AIR FORCE
Document™

Assets

Ok Identifier Ianufacturer Madel Official Name

Fixd1 DELL D333 COMPUTER PERSONAL

kY

S T Y A e

Message Complete

Figure 2-15: Creating Asset Final Events (De-Capitalize)
Step 1. Navigate to the Create Financial Asset Final Events screen.
Step 2. Enter the final event type in the Event Type field of the Final Events block.
Step 3. Enter the appropriate asset center in the Carrier field.
Step 4. Specify the date of transfer in the Date field.
Step 5. Select the event type from the list of values in the Final Event field.
Step 6. Enter the identifier of the asset being transferred (de-capitalized) in the Asset Identifier field.

Step 7. Click the Save icon.
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REVERSE DE-CAPITALIZATION OF AN ASSET

Use the Create Asset Final Events screen to reverse the de-capitalization of an asset at any time by reversing
the final event. Alternately you can also perform a reinstatement by entering the asset identifier on the
Maintain Financial Assets screen.

Scenario: The following graphic illustrates how to reverse the de-capitalization of the asset, FXX41.

NAVIGATION
* Click Finance

Final Events

i (©

* Click Create ] e piiffr]
Financial Asset Final :

Events Final Bvent TRANSFER Joumal Event

User Fields™ | 5. AIR FORCE
Document®

Assets

Ok Identifier hanufacturer Iodel Official Mame

Pyl DELL D333 COMPUTER PERSONAL ]

)

T T Y A

Message

Figure 2-16: Reverse De-Capitalization of an Asset
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Step 1. Navigate to the Create Financial Asset Final Events screen.

Step 2. Specify the date of the asset final event (the initial de-capitalization). The current date is the
default value.

Step 3. Select the event type from the list of values (LOV) from the Asset Final Event field for the inventory
asset. In this case, the asset final event type is a transfer.

Step 4. Click the Find icon to search the database.

Step 5. Place cursor in the Identifier field for the asset that you want to reverse.

Step 6. Click the Remove Record icon to remove the specifically indicated asset record.
Step 7. Click the Save icon to reverse the de-capitalization of the selected asset.

NOTE: You can also reinstate a retired asset using the Maintain Financial Assets screen by entering the
retired asset identifier in the Identifier field. A prompt message informs you that this action will re-activate
the asset, thereby reinstating the asset.
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VIEW FINANCIAL TRANSACTIONS

Use the Journal Event History screen to view the financial transactions and the associated debits/credits for
an asset at any point in time.

Scenario: The following graphic illustrates how to use the Journal Event History screen to review the
financial transactions and its associated debits/credits for a financial asset.

NAVIGATION
* Click Finance

Financial Assets [

* CIICk Journal Event Identifier Finy Faodat Financial Asset ldentifier Figq Asset #
History Wifdl/Official DELL D333 COMPUTER PERSONAL
Asset Type ADPE AUTOMATED DATA PROCESSING EQUIPMENT
[%B\cquwsmon Date 1011998 Flags

AgelLife 272500 1 080.00| Days Current Cap Value §7.,400.00
Agedlife (Years) 757 3.00 Years Depreciation $.00
Carrier ASSET CENTER X3¢ Met Book “Walue $7 400.00

User Fields

Global User Fields

Journal Event Created By Resulting Cap Value Document
FE\/ER’SE DECAPITALIZATION DB/18/2005 23:11:12 MANAGER TRAINER FIN $7,400.00
TRANSFER 0B/18/2005 20:29:41 MANAGER TRAINER FIN $.00
CAPITAL vALUE TRANSFER 06/18/2005 20:21:25 MANAGER TRAINER FIN §7,400.00
ADJUSTMENT 0B/18/2005 20:04:25 MANAGER TRAINER FIN $6,950.00
PURCHASE 0B/18/2005 18:26:57 MANAGER TRAINER FIN §6,700.00

JE lines

Figure 2-17: Viewing Financial Transactions

Step 1. Navigate to the Journal Event History screen.

Step 2. Enter an asset identifier in the Identifier field and click the Tab key to retrieve your data.
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FINANCIAL (CAPITAL) ASSET REPORTS

Sunflower provides a flexible and comprehensive web-based reporting system. The Sunflower database is
queried when a report is created and executed. Reports display real-time information. Therefore, an
afternoon report will differ from a morning report by reflecting any changes made during the day.

There are several output options available for your reports.

* PDF (Adobe Acrobat)

* HTML

* Text

Your outputs depend upon the report selected. Acrobat and HTML are standard options provided for most
reports. Text file export is available for selected reports.

Sunflower provides the following reports to use with the Finance module:

= Journal Activity - the detailed debits and credits for a selected set of financial assets, for a time period.

< Balance Summary - shows subsidiary ledger balance summaries for a selected set of financial assets, for a
time period.

= Balance Detail - shows subsidiary ledger balance details for a selected set of financial assets, for a time
period.

< Journal Entry Rule Definition - shows the details of the journal entry rules which are used to generate
financial transactions.

< Journal Entry Template Definition - shows the details of the journal entry templates which are used to
generate financial transactions.

 Assets to be Capitalized - shows assets whose value exceeds the capitalization threshold that are awaiting
capitalization.

» Financial Assets Requiring a Final Event - show financial assets with no other associated active interest
assets of a chosen type (this condition indicates that an accountable asset has been retired but still
requires approval for decapitalization).

* Ledger Batch Processing Results - shows the results of sending a ledger batch (group of financial
transactions) to the ledger.

« Financial Assets (Global Information) - shows detail and summary information of financial assets i.e. capital
assets.
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» Financial Assets Ongoing Events - shows detailed information for ongoing events, e.g. maintenance,
repairs and mileage captured, for financial assets for a time period.

» Financial Asset Interface Processing Results - shows the results of processing the contents of interface
table as_load_financial_assets.

« Asset Search - searches the asset repository for assets matching a description, manufacturer or model;
used for asset review.

« Asset Structure - shows parent/child relationships between assets.

* Purchase Order Aging Report - shows detailed information of outstanding purchases orders requiring
receipt and tagging of property.

* The Financial Asset Timeline report displays the event timeline of finance assets over a time period.

Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide 2-187



: FINANCIAL (CAPITAL) ASSET REPORTS
User Guide

2-188 Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide



KEY CONCEPTS

AGREEMENTS

assigned to agreements, (e.g. leases and subcontracts)

between your organization and external organizations. You
can also create intra-organizational agreements and track the
activity status of each asset associated with an agreement using an
extensive menu of reporting functions. This chapter places strong
emphasis on the setup of agreements and agreement assets for the
on-going management of assets with contractual ties.

T he Agreements module enables you to manage the assets

This chapterwillinclude the following discussion points and concepts:
*  “About Agreements and Agreement Assets”
- “Agreement Roles”

*  “Agreement Setup”

*  “Create Agreements”

*  “Create Agreement Assets”

*  “Maintain Agreements”

* “Maintain Agreement Assets”

* “Inactivate Agreement Assets”

*  “Retire Agreement Assets and Agreements”
*  “Excess Agreement Assets”

*  “Agreement Reports”
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ABOUT AGREEMENTS AND AGREEMENT ASSETS

One of the primary tasks of contract management is the creation and maintenance of agreements and
agreement assets. Sunflower enables you to record the creation and capture the events of an agreement
asset throughout its lifecycle. From creation to retirement of an agreement asset, you can easily manage and
oversee your organization’s vast and diverse asset base. You use the Sunflower Agreement (Agree) module
to record the creation and capture the events of an agreement asset throughout its lifecycle. From creation to
retirement of an agreement asset, you are able to easily manage and oversee your organization’s vast and
diverse asset base.

The Sunflower Agreement module captures information needed by contract managers during the initial
phases of an agreement by tracking and tagging assets as they become associated with an agreement.
There are many benefits you can enjoy by using the Agreement module to manage your contracts. For
example, you can associate your assets to agreements such as a subcontract or a defense contract as well
as move, transfer or dispose of a group of assets at the agreement level. In addition, the Agreements module
supports the reporting of asset activity for standard government reports such as the Department of Defense’s
DD1662 and NASA’s NF1018. With the Agreements module, you can monitor and retrieve asset information
that enable you to create insightful agreement asset activity reports. The Agreements module manages
assets associated with both formal and informal contracts that include:

e Subcontracts

° Leases

* Warranties

» Software License Agreements
* Property Passes

* Loans and Borrows

The following sections discusses and illustrates Sunflower Assets Agreements module expansive contract
management capacity.
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AGREEMENT MODULE WORKFLOW

The Agreement module handles three primary functions: creation, management and disposal of assets. The
workflow diagram below depicts this process based on the menu items found within the Agreement module
that will help you to obtain your desired objective(s).

Agreement

| » Create b gintain Agreements

Edit Agreement Asset PO Interface

'

Ml aintain Agreement Assets

Agreement Asset Summary & Histony
> MEHEQE — "
F3 >

# hdaintain Ongoing Events

[ Mlaintain Agreement Authoizations

'@ ——% Mlaintain Agreement Asset Structure

b gintain Agreement

FPszets
Change
Agreement Asset
Infomm ation
Request Agreament Transfer
Azzet Inactive Feceival Agreements

—» Dispose Create Agreement

Create Agreement Final Event

Azszet Final Event

Request Agreament
Aszset Excess Recaival

Figure 3-1: Agreement Module Workflow
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AGREEMENT ROLES

Sunflower approaches asset management with the belief that you can manage, monitor, control, and account
for an asset throughout its distinct lifecycle. Sunflower does not impose the way in which you have to manage
your assets but provides guidelines, structures, processes, and tools to help you manage them effectively.
The users that you assign to manage the various aspects of an asset at each stage of the lifecycle will
depend upon your organizational structure and processes.

A Sunflower user is any individual to whom you assign one or more roles. The assignment of Sunflower roles
enables users to perform job duties that are enabled by the specified role. Roles provide access to screens
and define the extent to which an individual can perform functions such as adding, updating, and retiring
asset records. The user in question may be an employee or a contractor working on the behalf of your
organization who has a job function that requires either active (e.g. create, update or delete functions) or
passive (e.g. general inquiry, searching and reporting) use of menu items in the Agreements module.

Sunflowers’ agreement roles include Agreement Managers and Agreement Clerks. Depending upon your
organizational structure, you may find that in a small, or centralized organization, you assign most of the
users as Managers responsible for performing all or many of the tasks related to contract management with a
small number of users assigned as Agreement Clerks to carry out the daily business process.

Whether you choose to assign a user as a manager or a clerk will depend upon the limitations that you wish to
impose on that user. For example, you may choose to assign one user who is only responsible for specific
agreements, whether in quantity or type, a limited role (e.g. Agreement Clerk) within the application versus
another user who has a greater level of responsibility and who manages all agreements within the system
(e.g. Agreement Manager). Refer to “Agreement and Contract Menu Access” on page 193 to view the menu
items that are accessible to each agreement role.
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AGREEMENT AND CONTRACT MENU ACCESS

When assigning roles to users, it is important to map out the functional responsibilities of your users and
decide based on the tasks that each user must perform how to assign the appropriate application role. The
table below lists menu access within the Agreement and Contract modules based upon the related
Agreement module roles.

I — RoLE

AGREEMENT AGREEMENT
MENU ITEM MANAGER CLERK

Maintain Agreement Assets Yes Yes
Agreement Asset Summary and History Yes Yes
Asset Search Yes Yes
Maintain Catalog Entries Yes --

Change Agreement Asset Information Yes Yes
Transfer Agreements Yes Yes
Transfer Agreements Asset Value Yes Yes
Maintain Agreement Asset Ongoing Events Yes Yes
Create Agreement Asset Final Events Yes Yes
Edit Agreement Asset Interface Records Yes Yes
Process Agreement Asset Interface Records Yes Yes
Process Agreement Asset PO Interface Records Yes Yes
Edit Asset Value Component Interface Records Yes Yes
Maintain Agreements Yes Yes
Maintain Agreement Authorizations Yes -

Maintain Asset Structures Yes Yes
Agreement Reports Yes Yes
Maintain DD 1662Reports Yes Yes
Maintain NF1018 Yearly Reports Yes Yes
Maintain NF1018 Monthly Reports Yes Yes
Maintain Government Report Header Yes Yes
Contract Reports Yes Yes

In addition, the Agreement Manager has access to several Administration module screens that are necessary
for the setup up of the Agreement module to manage and report on assets according to your organization's
business processes. The Agreement Manager also has access to Administration module screens that are
specific to the setup of Sunflower Contract Reports so that government reports can be generated according to
NASA and DoD reporting requirements.
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AGREEMENT MANAGER VS. AGREEMENT CLERK

What is the difference between the clerk and manager roles? You can tell from the table above that both roles
have almost the same type of access within the Agreement module. The difference between the two roles is
only apparent when you take into account your organizational structure. The Agreement Manger has access
to and can manipulate (create, update, and retire) agreement assets throughout the organization. The
Agreement Clerk has the same capabilities as that of the Agreement Manager but only for those agreements
to which the clerk is assigned. There is a separation of responsibility between these roles based on the
concept of Organization Contacts.

In addition to the access granted by Sunflower user roles, the Maintain Agreement Authorizations screen
enables you to specify precisely a user’s access to specific contracts or contract types for updates and edits
of agreements and agreement assets. For more information on how to use the Maintain Agreement
Authorizations screen, see “Create Authorized Users” on page 198.

AGREEMENT MANAGER

The Agreement Manger has the ability to manage (e.g. create, modify, retire) all agreement assets within the
Sunflower Agreement module. The Agreement Manager role controls all of the activities within the realm of
asset management providing them complete access and control within the Agreement module. Additionally,
the Agreement Manager is responsible for general administration tasks such as the definition and
maintenance of list of values for agreement assets. The major tasks that an Agreement Manager role can
perform are as follows:

» Create Agreements

» Create Agreement Assets

» Define Organizations

* Assign Steward Contacts

NOTE: You cannot assign Agreement Managers as steward contacts within the Sunflower Agreement
module.

AGREEMENT CLERK

The Agreement Clerk can perform the same actions as the Manger but only for those assets within the
organizations (including any child organizations) that the Clerk has been assigned to as a steward contact.
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AGREEMENT SETUP

The Agreement module requires the following setup before you can use the Agreement module to manage
and report on your contractual assets.

« “Create Agreement Types” on page 195

« “Create Authorized Users” on page 198

« “Create Agreement Asset Sources” on page 201

« “Maintain Valid Agreement Asset Classifications” on page 204

If you are working with Sunflower Contract Reports, there are additional setup steps to implement in order to
create government reports. For more information on the setup required for using Sunflower Contract Reports,
see the Contract Reports chapter of the Sunflower Enterprise Administration Guide.

CREATE AGREEMENT TYPES

Before you can create agreements, you must setup the supporting infrastructure that your agreements will
use going forward. Agreement types are set up in the Administration module as a domain. Agreement types
are just that, types of agreements that your organization commonly enters into with other organizations. In
order to create agreements and tie assets to those agreements, you must define agreement types to make
them available as choices for the type of agreements that you use for your organization.

If you are using Sunflower Contract Reports, you will need to create the agreement type or types that
supports this functionality. For example, if you are supporting a DoD contract, you will want to create an
agreement type that will help you build a DD1662 report. You can call it Defense Contract or DD1662 or
whatever your business process dictates as long as it makes sense to you. The agreement type enables you
to limit the selection of asset sources and their related asset classifications to terms that support your
business process. In the case of government reporting, many of these terms are strictly dictated. Sunflower
Contract Reports enables you to set up these sources and classifications to support your agreement types.
You can deliberately track your assets for the appropriate category to support your unique reporting needs.
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Scenario: The following graphic illustrates how to use the Administration module Maintain Domains
screen to define Lease, Defense and NASA Agreement Types..

NAVIGATION
¢ Click Admin

* Click Domains
+ Click Maintain Domains EEMENT TYPE

« Select the Domain
Agreement Type

50001022097 DEF

50001021043) LEASE

50001022098 NASA

Figure 3-2: Creating Agreement Types
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Step 1. Navigate to the Maintain Domains screen and select the Agreement Type domain.

To select the Agreement Type domain, place the cursor in the Name
field, click the Find Icon and click the Next Record icon until you select
the Agreement Type domain.

Step 2. Enter the agreement types that you want to use when creating your agreements in the Values
block by entering a short name in the Code column and a long name in the Description column.

Step 3. Enter the date that an agreement type becomes active in the Begin Date field.

Providing a Begin Date is optional. If the agreement type is always valid,
leave this field blank.

Step 4. Enter the date that an agreement type becomes inactive in the End Date.

Providing an End Date is optional. If the agreement type is always valid,
leave this field blank. If the agreement type is always valid, leave this
field blank. If a hard-set end date for an agreement type must be defined,
use this field to enter that date. This will prevent agreements from using
this agreement type beyond the specified date.

Step 5. Click the Save icon to save the agreement types.

Warning: Applying an End Date to a selected domain value prevents that value from being available as a
selection for any screen using the specified domain in the application once the End Date is reached.
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CREATE AUTHORIZED USERS

Use the Maintain Agreement Authorizations screen to authorize personnel to work with agreements and
agreement assets (addition, modification, or retirement of agreement assets). This screen enables you to
authorize personnel to work with specific agreement types or specifically identified agreements. The following
example illustrates how to assign authorization for a specific agreement and to a group of agreements.

ASSIGN AUTHORIZATION TO MANAGE AGREEMENTS BY TYPE

Scenario: The following graphic illustrates how to use the Maintain Authorizations screen in order to
assign a user, Susan XX Smith - the lease administrator for your organization, the authority to manage
and administer all leases.

NAVIGATION

g Maintain Agreement Authariz:
* Click Agree
. . . Agreement Autharizations
 Click Maintain Agreement ¢
Authorizations Identifier Last Mame* First Mid
SSHA SMITH SUSAN WK
Agr Type | EASE =OR=
Agr Type -0OR-
Agr Tyne _OR-
Agr Type - OR -
Agr Tyne _OR -

Figure 3-3: Authorizing Users to Administer Agreements by Agreement Types
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Step 1. Navigate to the Maintain Agreement Authorizations screen.

Step 2. Enter the identifier (e.g. badge number or employee number) of the person that you are
authorizing to work with agreements in the Identifier field.

* If you do not know the identifier, you can enter their last name in the Last Name field and press
Enter to display a list of people with the same last name. If you click the List icon in an empty name
field, Sunflower lists all available names from the SA_PEOPLE table.

* To narrow your selection, type the first few letters of the last name and click the List button to return
only those names with the same letter combination. Select the name that you are searching for from
the list and click OK at the bottom of the screen to return the name to the Maintain Agreement
Authorizations screen.

Step 3. Use one of the options listed below to assign authorization.

* To authorize an individual to administer agreements by #ype, enter the agreement type you wish to
assign to the individual in the Type field. Refer to Figure 3-3: Authorizing Users to Administer
Agreements by Agreement Types.

* To authorize an individual to administer an agreements, tab past the Type field to the Agreement
Identifier field (adjacent to -OR-) to designate the specific agreement.

* To authorize an individual to administer multip/le agreements, enter multiple rows (by specifying
one agreement per row) for a designated user(s). This process is similar to defining a single
agreement authorization, however, in this instance you will specify multiple rows for a user(s). Refer to
Figure 3-4: Authorizing Users to Administer Agreements by Identifiers.

Step 4. Click the Save icon to save the authorization(s).
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ASSIGN AUTHORIZATION TO MANAGE SPECIFIC AGREEMENTS

Here is an example that shows you how to authorize an individual to administer several specific agreements
defined by Agreement Identifier (and not Agreement Type).

Scenario: The following graphic illustrates how to give a user authority to manage five different
agreements by assigning each agreement identifier to the user. In this example, Brian XX Waters, an
administrator for your organization, has been authorized to work with the lease agreements 2000-01-01,
2000-02-01, 2000-03-01, 2000-04-01 and 2000-05-01.

NAVIGATION
. Authorization
« Click Agree
« Click Maintain Agreement Agreement Authorizations
Authorizations Identifier Last Mame* First hid
By WATERS BRIAN boe
Agr Type - OR' - 5000-01-01 LEASE
B WATERS BRIAN ¥
Agr Type - OR - 2000-02-01 LEASE
By WATERS BRIAN ¥
Agr Type - OR - 2000-03-01 LEASE
By WATERS BRIAM ¥
Agr Type - OR - 2000-04-01 LEASE
B WATERS BRIAN ¥
Agr Type - OR - 2000-05-01 LEASE

Figure 3-4: Authorizing Users to Administer Agreements by Identifiers
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CREATE AGREEMENT ASSET SOURCES

Another required step to support the Agreements module is the setup of Agreement Asset Sources. An
agreement asset source defines the ways in which you can receive assets for use within your organization.
There are two designated Agreement Asset Sources used to support government contracts called Contractor
Acquired Property and Government Furnished Property.

« Contractor Acquired Property - is property acquired, or otherwise provided by the contractor (to which the
Government has title), for performing work on a contract.

« Government Furnished Property - is property in the possession of, or acquired directly by, the Government
and subsequently made available to a contractor.

Sunflower does not limit your choice of agreement asset sources or impose a business process for managing

your agreements and agreement assets. You can create any number and designations of agreement asset

NOTE: The definition of agreement asset sources does not occur within the Agreements module but in
the Administration (Admin) module. The creation or modification of agreement asset sources may be
defined by either an Administrator or an Agreement Manager.
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Scenario: The following graphic illustrates how to create agreement asset sources. In this example two

agreement asset sources are created, one for Contractor Acquired Property and on for Government
Furnished Property.

NAVIGATION Maintain Doma
¢ Click Admin

* Click Domain
« Click Maintain Domains AGREEMENT ASSET SOURCE

¢ Specify Agreement
Asset Source Domain

CONTRACTOR ACQUIRED PROPERTY

GOVERMNMENT FURMISHED PROPERTY

Figure 3-5: Creating Agreement Asset Sources
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Step 1. Navigate to the Maintain Domains screen.

Step 2. Click the Find icon to enter query mode and click the Find icon again to execute the query.
Step 3. Specify Agreement Asset Source as the domain in the Name field.

Step 4. Enter agreement asset sources that you want to use when creating your agreements in the Values
block by entering a short name in the Code column and a long name in the Description column.
In this case, Coniractor Acquired Property and Government Furnished Property.

Step 5. Add rows as needed to accommodate the number of required agreement asset sources.
Step 6. Enter a date that an agreement asset source becomes active in the Begin Date field.

Providing a Begin Date is optional. If the agreement asset classification
is always valid, leave this field blank.

Step 7. Enter an a date that an agreement asset source becomes inactive in the End Date field.

Providing an End Date is optional. If the agreement asset classification is
always valid, leave this field blank.

Step 8. Click the Save icon to save your agreement asset sources to government source mappings.

As you create agreement assets, you will use the following designations as a list of values for the agreement
asset source field on the Maintain Agreement Assets screen and to determine the choices available on the
Maintain Agreements Valid Asset Sources screen to define the types of assets that may be applied to an
agreement. For more information about the Maintain Agreements Valid Asset Sources screen, see “Specify
Valid Agreement Asset Sources” on page 211.
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MAINTAIN VALID AGREEMENT ASSET CLASSIFICATIONS

After specifying your agreement asset sources and agreement asset classifications, assign (map) agreement
asset classifications to your agreement types. The Maintain Valid Agreement Asset Classifications screen
enables you to make these assignments. This mapping, of agreement asset classifications to agreement
types, limits your choices to those that support your business practices when creating agreement assets. In
other words, agreement asset classifications provide a way to classify agreement assets according to the
property classification that appear on government reports. The list of agreement asset classifications is
configurable.
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Scenario: The following graphic illustrates how to assign agreement asset classifications to an

agreement type. In this example, we are mapping Agreement Asset Classifications to a Defense
Agreement Type.

NAVIGATION

¢ Click Admin

¢ Click Domain

+ Click Maintain Valid
Agreement Asset

Classifications

AGENCY-PECULIAR

INDUSTRIAL PLANT EQUIFMENT DOD
LAMD

MATERIAL

OTHER FLANT EQUIPMENT DOD
OTHER REAL PROFERTY DOD
SPECIAL TEST EQUIPMENT
SPECIAL TOOLING

Figure 3-6: Mapping Agreement Asset Classifications to Agreement Types
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Step 1. Navigate to the Maintain Valid Agreement Asset Classifications screen.

Step 2. Select the agreement type that you want to assign valid agreement asset classifications for in the
Type field. Alternatively, you can click the Find Icon and then click the Next Record icon until you
retrieve the desired agreement type.

Step 3. Select the short name of the agreement asset classification in the Code field. The rest of the fields
automatically populate with the associated agreement asset classification information.

Step 4. Add rows as needed to assign the agreement asset classifications that support the agreement
type.

Step 5. Enter a date that an agreement asset classification becomes active for an agreement type in the
Begin Date field.

Providing a Begin Date is optional. If the agreement asset classification
is always valid, leave this field blank.

Step 6. Enter a date that an agreement asset classification becomes inactive for an agreement type in the
End Date field.

Providing an End Date is optional. If the agreement asset classification is
always valid, leave this field blank.

Step 7. Click the Save icon to save your agreement asset classifications to agreement type mappings.
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CREATE AGREEMENTS

Use the Agreements module to manage and track assets that are tied to contracts, received as a part of
government furnished property or on loan to individuals outside of your organization. Similarly, you can use
the Agreement module to track any assets that are loaned to your organization from an external organization.
The process begins with a request from an external organization for an asset. When one organization agrees
to loan out the asset to another external organization, an agreement is created to specify the terms of the
agreement and the assets associated with the asset to fulfill the agreement.

Before you can associate assets to an agreement you must first create an agreement. An agreement enables
you to specify the logistical and contractual information between organizations where an agreement can be
thought of as a basket to which you can add assets to borrow from or loan to another organization. This
section describes and illustrates how to define an agreement which includes how to:

* “Specify Agreement Parties”

* “Specify Agreement Contacts”

* “Specify Valid Agreement Asset Sources”
* “Specify Agreement Modifications”

* “Specify Agreement Authorizations”

* “Store Agreement Text”
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SPECIFY AGREEMENT PARTIES

Use the Maintain Agreements screen to define the parameters of an agreement. The buttons on the Maintain
Agreements screen enable you to provide additional details for the agreement.

Scenario: The following graphic illustrates how to specify parties to an agreement. Asset Center XX has
entered into a lease contract with Acme Resources; the new contract has been assigned number 2000-
XX-01. The contract began on July 1, 2000 and is expected to run for one year. Acme Resources will be
using government furnished property and contractor acquired property on the contract. Human
Resources will act as the sponsor of the contract.

NAVIGATION
» Click Agree

Maintain Agr

Page 1 of B)

Agreements
¢ Click Maintain

Agreements Identifier  0g0.e01

Parent ldentifier

Begin Date  n7,01,2005
Agr User Fields®

Scheduled End Date  07,01,2008

Tipe | EASE

Type

End Date

Entered into by

Organization  ASSET CENTER X
Sponsor HUMAN RESOURCES

Entered into with

Organization  ACME RESOURCES
Or Person

Contacts Walid sources

Last Mame®

Modifications

authoriZed

First Mid

aSsets Text

Figure 3-7: Specifying Agreement Parties

Step 1. Navigate to the Maintain Agreements screen.

Step 2. Enter the agreement identifier in the Identifier field for the new agreement. In this example, the

agreement identifier is 2000-XX-01.

Step 3. Select the agreement type from the Type field. In this case, the agreement type is Lease.
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Step 4. The Parent Identifier and the related Type fields are primarily used for sub-contracts.
Step 5. Enter the start date for the agreement in the Begin Date field.

Step 6. Enter the anticipated end date of the agreement in the Scheduled End Date field. If the agreement
is open ended, you can leave this field blank. In this example, the scheduled end date is 0701/
2006.

Step 7. Enter the actual End Date of the agreement when an agreement concludes. Leave blank until that
time. This action prevents you from adding assets to the agreement once the End Date is
reached.

Step 8. Specify the internal organization that is party to the agreement and the asset center that is the
sponsor of the agreement in the Entered into by block. In this case, the internal organization is
ASSET CENTER XX and their sponsor is Human Resources.

Step 9. Specify the external organization for the agreement in the Organization field of the Entered into
with block. In this example, the organization, (ACME Resources), is the external party to the
agreement. If the external party to the agreement is a person and not an organization, leave the
Organization field blank and enter the name of the person with which the agreement is entered.

Step 10. Click the Save icon to save your new agreement.
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SPECIFY AGREEMENT CONTACTS

Contact information is an important part of every agreement. Contacts are the people who have responsibility
under this agreement. Click the Contacts button to define internal and external contacts of an agreement.

Scenario: The following graphic illustrates how to define internal and external contacts (or parties) for an
agreement. In this example, Joe Anderson is the internal contact that initiated the agreement. Ann Davis
is the internal contact agreement administrator and Carl Miller is the internal contact property
administrator. John Cooper is the external contact agreement administrator and Susan Jones is the
external contact property administrator.

NAVIGATION
» Click Agree

Internal Contacts

¢ Click Maintain

Agreements Initiated By 444409 Last Mame®  anNDERSON First  jnE Mid
+ Click Contacts button Agr Admin Last Name®™ paws First  ann Mid
Prop Adrmin Last Mame® wLLER First  -~apL hid

External Contacts

Initiated By Last Marme® First Mid
Agr Admin weonns Last Mame®  ~oopER First  joHm hid
Praop Admin g9 Last Marme™ IOMES r First cusan Mid 9

Figure 3-8: Specifying Agreement Contacts

Step 1. Edit the contact information accordingly.

Step 2. Click the Save icon to save your changes.

NOTE: Use the Administration module Maintain People screen to add your contacts to
the Sunflower SA_PEOPLE table if the contacts you want to select are not available.
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SPECIFY VALID AGREEMENT ASSET SOURCES

Use the Maintain Agreements Valid Asset Sources screen to define the sources for assets that may be
applied to an Agreement. Valid sources help to restrict the valid sources of property that can be assigned to
an agreement. The Maintain Agreements Valid Asset Sources screen enables you to specify one or more
sources from which you can select assets for the agreement such as Contractor Acquired Property or
Government Furnished Property.

Scenario: The following graphic illustrates how to define valid asset sources for an agreement by using
the Maintain Agreements Valid Asset Sources screen. In this example, Government Furnished Property
and Contractor Acquired Property are being assigned as valid asset sources for this agreement.

NAVIGATION fd Maintain Agreements - a (Page 3 of B)
* Click Agree

“alid Asset Sources
 Click Maintain
Agreements

Description Begin Date End Date
« Click the Valid Sources GOWERNMENT FURNISHED PROPERTY
button CONTRACTOR ACQUIRED PROPERTY

Fm

Figure 3-9: Specifying Valid Asset Sources for Agreements
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Step 1. From the Maintain Agreements screen, click the Valid sources button to open the Valid Asset
Sources screen.

Step 2. Select valid asset sources for the agreement you by double-clicking in the Description field and
selecting the asset source from the List of Values.

You determine the selection of the List of Values when you use the
administration module Maintain Agreement Asset Sources screen to
create these sources. For more information about setting up agreement
asset sources, see “Create Agreement Asset Sources” on page 201.

Step 3. Use the Begin Date field to limit the valid asset source assignment to no earlier than a specific
date. This field is optional and you may leave it blank.

Step 4. Use the End Date field to limit the valid asset source assignment to no later than a specific date.
This field is optional and you may leave it blank.

Step 5. Click the Save icon to save your changes.
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SPECIFY AGREEMENT MODIFICATIONS

Use the Maintain Agreements Agreement Modifications screen to specify any formal changes related to an
agreement and its associated assets. The benefits of this screen is to provide a mechanism for capturing
details such as contract updates, extensions, asset additions, deletions or any details that affect the
parameters of the agreement. Click the Maodifications button on the Maintain Agreements screen to open the
screen. Use of this screen is optional.

Scenario: The following graphic illustrates how to add modifications to an agreement. In this example,
the Modification Identifier is LEASE_AMEND _1A and the Modification Date is 09/12/05.

NAVIGATION Ed Maintain Agreements - a
* Click Agree
Agreement Modifications L . .
« Click Maintain Modification ldentifier Modification Date
Agreements LEASE_AMEND_14 09/12/2005

 Click the Modifications
button

Figure 3-10: Specifying Agreement Modifications
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Step 1. From the Maintain Agreements screen, click the Modifications button to open the Agreement
Modifications screen.

Step 2. The Modifications Date field defaults to the current date when entering a new modification. You
can edit this date to reflect the actual timing of the agreement modification. Previous
modifications associated with the agreement display the date entered for those modifications.

Step 3. You can use the Text button to capture comments regarding the modifications that you have made
to the agreement.

The Text button opens the Capture Comments, Pictures, and
Attachments screen.

Step 4. Click the Save icon to save your changes.
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SPECIFY AGREEMENT AUTHORIZATIONS

Use the Authorized Assets screen to assign various interest assets (e.g. agreements assets, inventory
assets, inactive assets, excess assets, financial assets and children assets) to an agreement. You can also
use the Authorized Assets screen to authorize assets from other Agreements for use with this agreement
(shared resources). Use of this screen is optional.

Scenario: The following graphic illustrates how to authorize assets for an agreement. In this example, the
existing inventory asset, XX25, is being authorized for use on the 2000-XX-01 lease.

NAVIGATION
* Click Agree

* Click Maintain
Agreements

¢ Click the authorized

button

Sunflower Systems © 2006

Authorized Assets

Ok Identifier
[Ny 28
Fram/To 1 1/28/2005
-
From/To
-
FromiTo

-
Fram/Ta

Message

Manufacturer Maodel Official Marme

FORD MOTOR COMPANY | TAURUS SEDAN
User Fields™

User Fields®

User Fields®

User Fields™

Figure 3-11: Specifying Authorized Assets for an Agreement
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Step 1. From the Maintain Agreements screen, click the authoriZed button to open the Maintain
Agreements Authorized Assets screen.

Step 2. Select the interest asset type in the Interest Type field. In this case, it is an inventory asset (/NVV)
that is being authorized for use on this agreement.

Step 3. Enter the asset identifier in the Identifier field. In this case, it is asset identifier XX25. The
Manufacturer, Model, and Official Name fields automatically populate upon tabbing out this field.

Step 4. Enter the earliest from which the asset may be used on the contract in the From Date field.
Step 5. Enter the last day on which the asset may be used on the contract in the To Date field.

Step 6. If the Asset Agreement Authorization has been extended, specify additional data in the User
Fields field. In this case, it is not extended and is left blank.

Step 7. Click the Save icon to save your changes.
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STORE AGREEMENT TEXT

Click the Text button on the Maintain Agreements screen use the Capture Comments, Pictures and
Attachments screen to capture the terms and conditions of an agreement, attach pictures, or attach
documents associated with an agreement. Depending on the entry path you use to get to the Capture
Comments, Pictures and Attachments screen, the supporting documentation, comments and pictures are
associated with either the agreement, agreement assets or agreement modifications.

« If you access this screen from the Maintain Agreements screen, then your comments are associated with
the agreement.

< If you access this screen from the Agreement Modifications screen, then your comments are associated
with agreement modifications.

« If you access this screen from the Maintain Agreement Assets screen, then your comments are associated
with the agreement asset.
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Scenario: The following graphic illustrates how to use this screen to add text comments to an agreement.

NAVIGATION
* Click Agree

* Click Maintain AGREEMENT LEASE 2000-4401
Agreements

Comments Pictures Attachments

* Click the Text button

Comment Type
TEXT

MNew Comment
Add comments about about the agreement. Add pictures and/or upload files |

Comment History

Figure 3-12: Capturing Comments for an Agreement

3-218 Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide



CREATE AGREEMENTS

ADD PICTURES

Use the Pictures tab to add pictures related to a specified agreement with the Add Picture button. If there is
more than one picture attached to an agreement, use the Picture List button to view the list of pictures
associated to the agreement. Use the View Picture button to view a picture in a separate web browser from
which you can download or save the picture to a local directory.

Scenario: The following graphic illustrates how to use this screen to attach a picture to an agreement.

NAVIGATION

‘ CllckAgree [ Capture Comments, Pictures a chme

* Click Maintain
Agreements

Comments Pictures Attachments

¢ Click the Text button

Picture Type -

¢ Click the Pictures tab

»

MName

Description

MIME Type Size (Bytes) -
| 1] r

Add Picture “Wieyy Pictire Picture List L =

_Record 11 4

Figure 3-13: Capturing Pictures for an Agreement

Step 1. Navigate to the Maintain Agreements screen.

Step 2. Click the Text button
Step 3. Click the Pictures tab.

Step 4. Click the Add Picture button to open the Picture Upload screen.
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Step 5. Navigate to the related asset picture file and choose the appropriate picture.

NAVIGATION
+ Click Pictures tab
- Click Add Picture Picture Upload

File
IC.\Ducuments and Settingshesoriaivy Documentsihy Picturesi\Sample.jpg Browse... |

Picture Type
I OTHER h

Description

Provide a description sbout the sttached picture and its relation to the =]
agresment and agreement assets.

Upload | Cancel |

Figure 3-14: Uploading Picture Files

Step 6. Click the Browse button to select a picture from a directory path where the picture resides.
Step 7. Select the type of picture that you want to upload in the Picture Type field.

Step 8. Use the Description field to provide descriptive text about the picture and how it relates to the
asset.

Step 9. Click the Upload button. If successful, a web page pops up indicating that the file uploaded
successfully.

Step 10. Close the web page to return to Sunflower.
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Step 11. Click the OK button to display the picture.

INVENTORY ASSET Xa02

Cormments Pictures Attachments

Picture Type
OTHER

Marmne
Sample.jpg

Description

Provide description text about the picture and ho it
relates to the asset

MIME Type Size (Bytes)
image/pjpey 9894
Add Picture “iew Picture Picture List

Figure 3-15: Adding Pictures to an Agreement

Step 12 Click the Save icon to save your changes.
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ADD ATTACHMENTS

Use the Attachment tab to add documents related to the specified agreement with the Add Attachment button.
If there is more than one attachment for an agreement, use the Attachment List button to view the list of
attachments associated to the agreement. The View Attachment button displays a given attachment in a
separate web browser from that can be downloaded or saved to a local directory.

Scenario: The following graphic illustrates how to upload an attachment to an agreement.

NAVIGATION

Click Agree

INVENTORY AZSET X002

Click Maintain
Agreements

Comments Pictures Attachments

. Attachment Type Mame
Click the Text button OTHER = Training Sample Yord Doc.doc

. MIME Type Size (Bytes)
Click the application/msword 24064

Attachments key Description

Sample Attachrment file
Click Add Attachment
Specify details

Click Upload

Add Attachment Wiew Attachment Attachment List

Figure 3-16: Adding Attachments to an Agreement
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Step 1. From the Maintain Agreements screen, click the Text button.

Step 2. Click the Attachments tab to open the Attachment Upload dialog box.
Step 3. Click the Browse button to select an attachment from its location on a local or shared directory.
Step 4. Use the Attachment Type field to select the type of attachment that is being uploaded.

Step 5. Use the Description field to provide descriptive text about the attachment and how it relates to the
asset.

Step 6. Click the Upload button. If successful, a web page pops up indicating that the file uploaded
successfully.

Step 7. Close the web page to return to Sunflower.
Step 8. Click the OK button to display the attachment.

Step 9. Click the Save icon to save your changes.

Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide 3-223



CREATE AGREEMENT ASSETS

CREATE AGREEMENT ASSETS

Use the Maintain Agreement Assets screen to create agreement assets from existing interest assets or to
create agreement assets from scratch (without an existing interest assets).

There are two methods for adding assets to an agreement:

< Use the aSsets button on the Maintain Agreements screen or
» Create agreement assets from the Maintain Agreement Assets screen

The first method requires that you create an agreement asset from an existing interest asset such as an
inventory asset. The second method enables you to create agreement assets from scratch. The following
section illustrates how to create agreement assets using both methods.
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USE THE MAINTAIN AGREEMENTS SCREEN TO CREATE AGREEMENT ASSETS
Use the aSsets tab on the Maintain Agreements screen to add assets to an agreement.

Scenario: The following graphic illustrates how to add assets to an agreement. In this example, the
existing inventory asset, XX60, is being added to the 2000-XX-01 lease as Government Furnished

Property.
NAVIGATION ..............
* Click Agree
. . . Agreement Assets Click to go to ASAGZ010 Maintain Agreement Assets
+ Click Maintain & agsats ¢ .
Agreements Ok Etxisting Asset Manufacturer Model Official Name
+ Click the aSsets tab [ P\GR RO APFLE MEEES COMPUTER PORTABLE
Identifier Source GOVERMMENT FURNISHED PROPERTY
-
Identifier Saurce
-
Identifier Source
-
Identifier Source
Message

Figure 3-17: Adding Assets to an Agreement
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Step 1. From the Maintain Agreements screen, click the aSsets tab to open the Agreement Assets block
of the Maintain Agreements screen. Add new agreement assets or edit existing agreement
assets.

Step 2. Select the interest asset type in the Interest Type field.

Step 3. Enter the asset identifier in the Identifier field. The Manufacturer, Model, and Official Name fields
automatically populate upon tabbing out this field.

Step 4. Enter the Agreement Interest Type asset identifier in the Identifier field. You can an existing
interest asset identifier or create a new agreement asset identifier to suit your business
practices.

Step 5. Specify a valid agreement asset source, if applicable, for the asset. (e.g. Government Furnished
Property or Contractor Acquired Property). Use the Administration module Maintain Agreement
Asset Classifications screen to add valid agreement asset sources with the

Step 6. Specify a valid agreement asset classification, if applicable, for the asset. (e.g. Agency Peculiar
Property or Material) Use the Administration module Maintain Agreement Asset Classifications
screen to add agreement asset classification. Add as many assets as you need by inserting rows
to the Agreement Assets block.

NOTE: You only specify agreement asset sources and agreement asset classifications
for government reporting based agreement types.

Step 7. Click the Save icon to add the asset to the agreement.

Tips:  There is a trick to creating agreement assets from scratch using the Maintain Agreements screen. You can
access the Maintain Agreement Assets screen by clicking the aSsets button and create agreement assets
from scratch or from existing assets as needed. Place your cursor in a blank row, click the aSsets button to
open a blank Maintain Agreement Assets screen and enter the new agreement asset information. Save your
entry and the system will return you to the Agreement Assets block of the Maintain Agreements screen with
the new agreement asset in the previously blank row. Your ability to create and edit agreement assets will
vary depending on your the roles assigned to your user ID.
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USE THE MAINTAIN AGREEMENT ASSETS SCREEN TO CREATE AGREEMENT ASSETS

Use the Maintain Agreement Assets screen to create agreement assets and associate those assets to an
agreement. The Maintain Agreement Assets screen requires a two-step process where, first, you identify the
agreement to which you add assets to, and then create the agreement assets. Assets can be created either
from scratch or from other interest assets.

Scenario: The following graphic illustrates how to create an agreement asset by defining required and
optional fields such as the asset identifier, catalog identifier, initial event, asset value, asset source,
classification, location etc. Once the asset record is saved the asset is tied to agreement 2000-XX-01. In
this example, the inventory asset, XX62, is tied to the 2000-XX-01 lease agreement.

NAVIGATION
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Assets

* Select the Agreement
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Location™
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Figure 3-18: Creating Agreement Assets with the Maintain Agreement Assets Screen
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Step 1. Navigate to the Maintain Agreements Assets screen.

Step 2. Select the appropriate agreement. Enter the agreement identifier in the Identifier field for the new
agreement.

In this case, the agreement identifier is Z2000-XX-01. The Agreement
Selection window closes and the Maintain Agreements Assets screen
appears.

Step 3. Enter an agreement interest asset identifier in the Identifier field. In this case, XX62.

Step 4. The agreement asset identifier can be the same as the existing interest asset or you can create
another tracking number for your agreement asset according to your business practices.

Step 5. Enter the existing asset interest type (e.g. /NVfor Inventory Management).

NOTE: If you want to create an agreement asset from scratch (without an existing
interest asset) you can leave this and the related existing asset Identifier field blank.
Enter the remaining asset information for the new agreement asset.

Step 6. Enter the existing asset ldentifier, (XX62), of the asset that you want to add to the agreement and
tab out of the field to display the asset's information.

NOTE: If you want to create an agreement asset from scratch (without an existing
interest asset) you can leave this field blank and fill out the asset information for the new
agreement asset directly.

Step 7. Enter or change the new agreement asset's specific information in the appropriate fields.

For example, the Maintain Agreements Assets screen has unique fields
to capture agreement asset specific information (e.g. Agreement Source,
Agreement Classification, Alternate Ids etc.) If you do not enter a value in
a required field, Sunflower prompts you to do so.

NOTE: If you look at the Agreement Asset Summary and History screen and click the
Interest Details button, the pop up window reveals the agreement asset interest fields.

Step 8. Specify any alternate IDs for the agreement assets in the Alternate Id 1, 2, and 3 fields.

Used if the asset has one or more alternate tracking identifiers. Alternate
Ids 1-3 - are additional tag numbers that can be associated with an
agreement asset by using an alternative Id (e.g. vendor’s tag number or
an organization’s project affiliated Id, etc.)

Step 9. Specify the asset source (e.g. Contractor Acquired Properiy or Government Furnished Property)
in the Asset Source field.

Step 10. Specify the agreement asset’s classification (e.g. Special Test Equipmeni) in the Agr
Classification.
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Step 11. Update the contact information (e.g. Manager, Custodian, Steward, User) for the agreement
asset.

Step 12. Update the location information by double-clicking in the Location complex field and editing the
information accordingly.

Step 13. The Page 2 button opens the Catalog Information screen where you may review catalog entry
information and enter override data for properties such as Service Life and Salvage Value.

Step 14. The Commodity button opens the Commaodity screen to enter information about commodity
assets, (e.g. screws, pencils, etc.).

This button is only active when an asset has been designated as a
commodity. If the agreement asset is created from an existing asset, the
existing asset must be specified as a commodity for this button to be
active on this screen.

Step 15. Click the Save icon to create the new agreement asset.

NOTE: These changes are also reflected in the Inventory Management module since you added an
existing agreement asset to an agreement.
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DEFINE ALTERNATE AGREEMENT ASSET IDENTIFIERS

When creating agreement assets from an existing interest asset, you can reuse the existing interest asset IDs
or you can modify the new agreement asset with a new identifier. Modifying the identifier for your agreement
asset does not create a new asset but applies a logical tag to your existing asset that you are associating with
an agreement. The asset retains the history of the existing interest asset information in the Sunflower
database but the new agreement identifier tag can make it easier to distinguish the change in status for the
asset.Look at the changes in the following example and compare the information the Agreement Summary
and Asset History screen displays to verify that the historical information is retained from the existing interest
asset information.

Scenario: The following graphic illustrates how to define an alternate agreement asset identifier. In this
example, the inventory asset, 0961, is being added to the 2000-01-01 defense agreement and an
alternate agreement asset ID, AGR0961, is being created for tracking to the agreement. The inventory
asset information is captured by the original (existing) interest asset, inventory asset 0961. The following
graphics compare the data captured by the Maintain Agreement Assets screen after adding the existing
asset to an agreement with the new alternate agreement ID. The Agreement Asset Summary and History
screen displays the current and historical information to verify that the existing interest asset information
is retained.
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Figure 3-19: Creating Alternate Agreement Asset Identifiers
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Step 1. Navigate to the Maintain Agreements Assets screen.

Select the appropriate agreement. Enter the agreement identifier in the
Identifier field for the new agreement. In this case, the agreement
identifier is 2000-XX-01. The Agreement Selection window closes and
the Maintain Agreements Assets screen appears.

Step 2. Enter an agreement interest asset identifier in the Identifier field. In this case, AGR0967.
Step 3. Enter the existing asset interest type (e.g. /VVfor Inventory Management)

Step 4. Enter the existing asset Identifier, 0967, of the asset that you want to add to the agreement and
tab out of the field to display the asset's information.

Step 5. Enter or change the new agreement asset's specific information in the appropriate fields.

For example, the Maintain Agreements Assets screen has unique fields
to capture agreement asset specific information (e.g. Agreement Source,
Agreement Classification, Alternate Ids etc.) If you do not enter a value in
a required field, Sunflower prompts you to do so.

NOTE: If you look at the Agreement Asset Summary and History screen and click the
Interest Details button, the pop up window reveals the agreement asset interest fields.

Step 6. Specify any alternate IDs for the agreement assets in the Alternate Id 1, 2, and 3 fields.

Used if the asset has one or more alternate tracking identifiers. Alternate
Ids 1-3 - are additional tag numbers that can be associated with an
agreement asset by using an alternative Id (e.g. vendor’s tag number or
an organization’s project affiliated Id, etc.)

Step 7. Specify the asset source (e.g. Contractor Acquired Property or Government Furnished Property)
in the Asset Source field.

Step 8. Specify the agreement asset’s classification in the Agr Classification.

Step 9. Update the contact information (e.g. Manager, Custodian, Steward, User) for the agreement
asset.

Step 10. Update the location information by double-clicking in the Location complex field and editing the
information accordingly.

Step 11. The Page 2 button opens the Catalog Information screen where you may review catalog entry
information and enter override data for properties such as Service Life and Salvage Value.

Step 12. The Commodity button opens the Commodity screen to enter information about commodity
assets, (e.g. screws, pencils, etc.).
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This button is only active when an asset has been designated as a
commodity. If the agreement asset is created from an existing asset, the
existing asset must be specified as a commodity for this button to be
active on this screen.

Step 13. Click the Save icon to create the new agreement asset.

NOTE: These changes also are reflected in the Inventory Management module when using the existing
interest asset identifier.
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REVIEW THE AGREEMENT ASSET

Use the Agreement Asset Summary and History screen to review the history of the XX60 agreement asset.
The screen displays the current record reflecting the changes made in the previous example (e.g. new user,
location etc.) and the previous record is consistent with the original inventory asset, XX60, information.

Scenario: The following graphic illustrates how to review the current record of the XX60 agreement asset.

NAVIGATION
* Click Agree
Assets (v v e T Parents Children CiafP
* Click Agreement_Asset Identifier TR Current Identifier wugn
Summary and HIStory Unigue Identifier
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Figure 3-20: Asset Summary and History Screen Captures Current Information
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Scenario: The following graphic illustrates how to review the previous record of the XX60 agreement
asset.
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Manufacturer »pp) £ Model nps555
Official Name comPUTER PORTABLE Madel Name 10 pock
Serial Mumber w50 Drawing Mo

Initial Event suBJECT TO AGREEMENT User Fields™
Final Event User Fields*

Asset Value® $5 50000 NOT CAPITALIZED Acquisition Date 12,03,2000 Responsibility Date 1 2y09,2000
Asset Condition Effective Date 12/09,2000 Expected Return Date

Act StatusiType |y SERVICE Flags Ativity Type

Manager SUNFLOWER SYSTEMS Owner sUNFLOWER SYSTEMS
Steward s NFLOWER SYSTEMS Rep

Custodian FRAZIER KRISTEN § 020866
User

Lacation™ | \VERMORE__ BUILDING 121 ROOM_ 101
Document™

User Fields™
Global User Fields®

Creatar Information Interest Details

Figure 3-21: Asset Summary and History Screen Captures Old Information

Step 1. Navigate to the Agreement Asset Summary and History screen.

Step 2. Select the Include History checkbox and enter the new agreement asset identifier, XX60, in the
Identifier field.

The previous and the current records for the XX60 agreement asset are reflected in the Agreement Asset
Summary and History screen.
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AGREEMENT ASSET SUMMARY AND HISTORY FIELD TERMS

The following table defines the purpose of each field on the Agreement Asset Summary and History screen.

Agreement Asset Summary and History Field Terms

FIELD NAME

Include History

Next/Previous
Record Indicator

Parents

Children

CIAIP

Identifier

Identifier Type

Current Identifier

Unique Identifier
(UID)

Manufacturer
Model Number

Official Name

Model Name

Sunflower Systems © 2006

DESCRIPTION/EXPLANATION

When you select the Include History checkbox, the screen returns current
and historical records for the selected agreement asset.

To view the other records, click the Previous Record and Next Record
icons on the Tool Bar. If you do not select Include History, the screen
returns only the current record for the agreement asset.

The field adjacent to the Include History checkbox indicates if there are
multiple records for the selected agreement asset. A v indicates that you
are viewing the most current record for the asset. You can scroll through
the earlier records of an asset by selecting the Next Record icon to view
the history of that agreement asset. A * v indicates that you can select
either the Previous Record icon or Next Record icon to view the other
records for the selected agreement asset. A # indicates that you are
viewing the earliest record entry for the agreement asset and you can only
scroll back through the agreement asset records using the Previous
Record icon.

The Parents field displays the number of parent records for the current
asset record that you are viewing. If an asset has a parent asset
association, the number of associations displays in the Parents field. An
asset can have multiple parents.

Double click in the Parents field to view the parent record information on
the Maintain Asset Structures screen.

The Children field displays the number of child records for the current
asset record that you are viewing. An asset can have multiple children.

Double click in the Children field to view the child record information on
the Maintain Asset Structures screen.

The C/A/P field indicates if there is a comment C, attachment A or picture
P attached to the selected agreement asset record.

The asset identifier is a unique tracking number for the assigned
agreement asset. For example, a barcode, tag number or property
identification number.

Displays the identifier type, (e.g. barcode, RFID, or PIN).

Displays the tracking identifier assigned to the agreement asset when the
historical record was current.

Displays the unique identifier assigned to the agreement asset. The
Unique Identifier is a data set on items that is globally unique,
unambiguous and robust enough to ensure that information is consistent
through the life cycle of the asset and supports the multifaceted business
applications and users.

Displays the name of the manufacturer of the asset.
Displays the model number assigned to the asset by the manufacturer.

Displays your organization’s official description for the asset by a
particular manufacturer and model combination.

Displays the model name assigned to the asset by the manufacturer.
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Agreement Asset Summary and History Field Terms (Continued)

FIELD NAME DESCRIPTION/EXPLANATION
Serial Number Displays the serial number assigned to the asset by the manufacturer.
Drawing No Displays the drawing number used to design and construct the asset.

Generally used for architectural and construction project use.

Displays the asset initial event type. For example, Purchase, Fabrication
or Transfer. An initial event is the asset’s method of acquisition. Sunflower
enables you to establish the initial event types that best suit your
organization.

Initial Event
You can use the Administration module to define other Asset Initial Event
Types for your organization by using the Maintain Asset Event Types
screen, select the Asser Initial Event Type category, and then add the
Asset Event Type.

User Fields Displays user field information associated with the initial event.

Displays the asset final event type. For example, Excess Sale or Transfer.
A final event is the method for recording the retirement of an asset.

Final Event Sunflower enables you to capture each interest asset’s final event. You
can use the Management module to further define asset final events for
your organization by using the Create Inventory Asset Final Events
screen.

User Fields Displays user field information associated with the final event.

Displays the value entered for the asset. Press the Edit icon to display the
asset value component and summary detail.

Asset Value The field adjacent to Asset Value specifies if the asset is capitalized or not
capitalized. You can capitalize an asset with the Finance module using the
Capitalize Financial Assets screen.

Acquisition Date Displays the date the asset was acquired.

Responsibility Date | Displays the date the organization became responsible for the asset.

Asset Condition Displays the current condition of the asset.

Effective Date Displays the date of the last asset transaction. (event)

Expected Return Displays the expected return date of an asset that has been loaned,

Date stored, or sent out for repair.

Act Status/Type Displays the current active status of an asset such as /7 Service or
Storage.

Flags Displays the flags assigned to an asset.
Displays the asset’s activity type.

Activity Type You can create activity types with the Administration module by using the

Maintain Domains screen, select the Activity Type domain and modify or
add a new activity type.

Manager Displays the organization that manages the asset. A Manager may be the
child organization of an Owner in a parent-child hierarchical structure.

Displays the organization that owns the asset. An Owner is the highest
Owner level of authority in a parent-child hierarchical structure. It can be the
parent of a Manager.

Displays the organization that is the steward of an asset. A Steward may

Steward be the child organization of a Manager in a parent-child hierarchical
structure.

Rep Displays the name of the steward’s primary asset center representative.

Custodian Displays the asset’s custodian. A custodian is the person in possession of

and responsible for the control and care of an asset.
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Agreement Asset Summary and History Field Terms (Continued)

FIELD NAME

User
Location
Document

User Fields
Global User Fields

Creator Information

Interest Details

Sunflower Systems © 2006

DESCRIPTION/EXPLANATION

Displays the user of an asset. The person that is authorized to use an
asset.

Displays the asset’s location.

Displays the type of supporting documentation, documentation identifier,
storage type and organization for an asset.

Displays user field information associated with the Inventory Asset.
Displays global user field information applicable to the Core Asset record.

Click to open the Creator Information display box to view the Transaction
Creator Information. You can click the Next Record and Previous Record
icons to view the different asset state transactions for an asset. The
Transaction Creator Information captures the date and time, and the
creator of each transaction.

Click the Interest Details button to open the interest asset details screen.
The Agreement Asset Details screen can be opened and available for
editing.
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MAINTAIN AGREEMENTS

The management of agreements and their assets consists of numerous tasks that a contracts manager faces
on a daily basis such as the update, transfer, and removal of assets. The following section illustrates several
common management tasks that you can perform in the Agreements module to manage and track your
agreement.

* “Edit Agreements”
*  “Track Modifications”

*  “Close Agreements”
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EDIT AGREEMENTS

When the parameters of a contract change, the contract should reflect those changes. For example, if assets
on a contract are to be extended for use beyond the original scheduled end date, apply the change to the
agreement accordingly. Use the Maintain Agreements screen to update the scheduled end date on the

contract to reflect this extension or any other parameters (e.g. authorizations, modifications, assets, contacts
etc.) for the agreement.

Scenario: The following graphic illustrates how to update an agreement. In this example, the scheduled
end date of the 2000-XX-01 agreement is being moved out a year from 07/01/2006 to 07/01/2007.

NAVIGATION
* Click Agree
i L, Agreements
+ Click Maintain
Agreements Identifier 200010401 Type | EASE
Parent Identifier Type
Bewin Date  g7.01/2005 Scheduled End Date  TEZuim End Date

Agr User Fields®

Entered into by

Organization  AsSET CEMTER
Sponsor  HUAN RESOURCES

Entered into with

Organization  scME RESOURCES
Or Person Last Mame™ First Ilid

Contacts Yalid sources Modifications authoriZed assets Text

Figure 3-22: Editing a Scheduled End Date
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Step 1. Navigate to the Maintain Agreements screen.

Step 2. Click the Find button to enter query mode.
Step 3. Enter the criteria that match the agreement you want to update. (2000-07-07)
Step 4. Click the Find button again to execute the query.

Step 5. Using the Scheduled End Date field, extend the expected end date of the lease one year. (07/07/
2007)

Step 6. Click the Save icon to update the agreement.
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TRACK MODIFICATIONS

You can create audit logs that track changes that occur when a user edits an agreement. This can be valuable
for supporting audits of contracts. Use the Administration module Object Audit Status screen to select the
objects (tables) that you want to audit. Since agreement modifications will occur infrequently, you may only
want to turn on  object audit status for the Agreement Modification  table
(AS_AGREEMENT_MODIFICATIONS) to track agreement modifications.

MAINTAIN OBJECT AUDIT STATUS

Each time the Agreement Modifications screen is accessed and an update is made to this screen, the
AS_AGREEMENTS_MODIFICATIONS table will capture this activity and the enabled audit for this object will
provide a summary of the activity that occurred providing information such as the user, datetime and changes
to records (insert, update, deletion). Exercise caution when auditing objects as some tables will be accessed
and updated with greater frequency than others. If too many objects have the object audit process turned on,
the system’s performance will degrade.
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Scenario: The following graphic illustrates how to set up auditing for the Agreement Modifications screen.
The object name (table) for this audit is AS_ AGREEMENT_MODIFICATIONS.

NAVIGATION
¢ Click Admin

- Click User Extensibility D EE AL ST

%k Maintain Object Audit Sta

+ Click Maintain Object Tables Audit Actions
Audit Status

Table Mame Enabled?
AS_ACCOUNTING _PERIODS [ |

AS_AGREEMENTS [
AS_AGREEMENT_AUTHORIZATIONS
GREEMENT MODIFICATIONS

&0

AS_ASSETS
AS_ASSET_AGR_AUTHORIZATIONS
AS_ASSET_EVENTS
AS_ASSET_FLAGS
AS_ASSET_FLAG ASSIGNMENTS
AS_ASSET_IDENTIFIER_GROUPS

H NN E E

Figure 3-23: Tracking Agreement Modifications

Step 1. Navigate to the Maintain Object Audit Status screen.

Step 2. Click the Find button to enter query mode.

Step 3. Enter the criteria that matches the agreement that you want to update.

Step 4. Click the Find button again to execute the query.

Step 5. Check the Enabled? checkbox to turn on the audit feature next to object that you want to audit.

Uncheck to disable the audit feature for a specified object.

Step 6. Click the Save icon to turn on the audit.
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OBJECT AUDIT LOG

After turning on the Object Audit Status feature, view the activity captured by the object log by navigating to
the administration module Object Audit Log screen as shown below. This is a display only screen.

NAVIGATION
* Click Admin
Object Audit Log
* Click User Extensibility
. . . Entity Mame Datetime Opz  Column Mame Modified By
* Click Object Audit Log AGREEMENT MODIFICATION 07/25/2005 03:32:38 PM | INS | AGREEMENT_ID NINE ADM ADMD3
Qld Walue
New \Value sn001022526 I 50001023458
AGREEMENT MODIFICATION 07/26/2005 03:32:38 PM | INS | ENTITY_ID WINE ADM ADMOZ
Qld Walue
New Value 57356 Id 501023458
AGREEMENT MODIFICATION 07/26/2005 03:32:38 PM | INS | IDENTIFIER WIME ADM ADMOZ
Old Walue
New Value y7(23 Id 5001023458
AGREEMENT MODIFICATION 07/26/2005 03:32:38 PM | INS | MODIFICATION_DATE NINE ADM ADMOI
Qld Walue
New Value n7,26/2005 00:00:00 I 50001023458
COMMENT 05/06/1998 01:47:30 PM | INS | ENTITY_ID OWMER REPOSITORY
Qld Walue
New Value gg172 I 5001021804
Sort By
( @ Entity Mame  © Datetime ¢ Entity and Datetime

Figure 3-24: Viewing the Object Audit Log for Agreement Modifications

After turning on the Object Audit Status feature for the AS AGREEMENT MODIFICATION table, any
changes that occur while modifying agreements will track on the Object Audit Log for changes to items such
as the Entity (Agreement Modification or AS_AGREEMENT_MODIFICATIONS table), Column Name, the
Ops (operations such as insertion, deletion, edit) Modified By etc. until you turn the audit for this object off.
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CLOSE AGREEMENTS

When a contract expires and all agreement assets are removed from the agreement, close (retire) the
agreement. To close an agreement use the Maintain Agreements screen by specifying a date in the End Date
field. Assets cannot be added to a closed agreement. It is a good practice to remove all assets from an

agreement before retiring the agreement.

Scenario: The following graphic illustrates how to close agreement 1999-01-01 by specifying the last

active date as 70/28/2005 for the agreement.

NAVIGATION
« Click Agree
« Click Maintain g
Agreements Identifier - 200001 Type DEFENSE
Parent |dentifier Type
Begin Date  05/01/2005 Scheduled End Date  05/01/2006 @
Agr User Fields™ |
Text
Parties Contacts Valid Sources Asgsets hadifications Authorized
Entered into by
Organization ASSET CENTER ¥
Sponsor HUMAN RESOURCES
Entered into with
Organization  ACKME RESOURCES
Or Person Last Mame*® First

Figure 3-25: Closing an Agreement with the Maintain Agreements Screen
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Step 1. Navigate to the Maintain Agreements screen.

Step 2. Click the Find button to enter query mode.
Step 3. Enter the criteria that match the agreement you want to update.
Step 4. Click the Find button again to execute the query.

Step 5. Sunflower returns all agreements that match the criteria you specified. Use the Previous Record
and Next Record icons to navigate to the agreement you want to update.

Step 6. In the Agreements block, in the End Date field, enter the date ( 70/28/2005) the agreement closes.

Step 7. Click the Save icon to close the agreement.

NOTE: A closed agreement cannot have additional assets associated with it. Assets associated with the
agreement at the time of closing are not affected.

Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide 3-245



MAINTAIN AGREEMENT ASSETS

MAINTAIN AGREEMENT ASSETS

The Agreement module facilitates the detailed tracking of the relationships between assets, organizations
and people as they change over time. After you acquire your assets, you will need to assign a location, a
responsible party and organization for each asset.

Sunflower enables you to maintain your agreement assets by using several Agreement module screens to
update several of the attributes of your agreement assets. Complimenting the Maintain Agreement Assets
screen are the supporting Agreement module screens that can assist you in the day-to-day management of
your agreement assets. The Capture Comments Picture, and Attachments screen enables you to attach
supporting documentation, comments and pictures for your agreement assets.

The Transfer Agreements screen enables you to create and accept asset transfer requests to other steward
organizations. To provide for individual and organization transfers, Sunflower uses a request/accept/deny
model to ensure that accountability is not transferred without consent of both parties. This permits an
organization or individuals to request that another organization or individual become accountable for an
asset.

The Change Agreement Asset Information screen enables you make simultaneous mass updates to multiple
assets within your organization. Another useful Agreement module feature is the Maintain Asset Structure
screen that enables you to manage your diverse set of Parent/Child asset structures. Finally, the Agreement
module reports enable you to view the details and history of your agreement assets.

The following section illustrates several common management tasks that you can perform in the Agreements
module to manage and track your agreement assets.

* “Edit Agreement Assets”
* “Transfer Agreement Assets”

* “Withdraw Inactive Receival Request”
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ASSETS

MAINTAIN AGREEMENT ASSETS

Common properties such as Activity Status, Location, and User will change throughout an asset’s lifecycle
and Sunflower enables you to capture these changes to reflect the most current information for your
agreement assets. Use the Maintain Agreement Assets screen to edit an agreement asset.

Scenario: The following graphic illustrates how to edit the agreement asset, XX1234.

NAVIGATION
* Click Agree

* Click Maintain
Agreement Assets

Agreement Assets for LEASE 2000-3X-01

Identifier

Unigue Identifier
Catalog ldentifier

1

Manufacturer app| E
Official Name ¢ OMPUTER PORTABLE
Serial Mumber g2
Initial Event SUBJECT TO AGREEMENT
Asset Walue* $i5 ,500.00
Asset Condition
Alternate 1d 1
Asset Source
Activity Status |y sERVICE
Manager  oiNFLOWER SYSTEMS
Steward SUNFLOWER SYSTEMS

Custadian 20966
User

Last Mame™

Last Mame*

Type Type
Existing Interest asset |ppy

= Parents
Model
Model Name
Drawing Mo
User Fields*
Acquisition Date  12,09;2000
Effective Date pg/12/:2005

Alternate Id 2
Agr Classification
Flags™ Activity Type
Owmer
Rep
FRAZIER First
MILLER First

Location™ GENERAL OFF SITE__2600 BOLLINGER CANYON__SAN RAMON__CA__USA_ 94583

Document™
User Fields*
Global User Fields™

Page 2

Comment

Identifier
XHB2

0 Children CIAP
5555
DUO DOCK

Responsibility Date  12,00,2000
Eupected Return Date
Alternate Id 3

SUNFLOWER SYSTEMS

KRISTEM Mid 5Py
CARL Mid
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Figure 3-26: Editing Assets with the Maintain Agreement Assets Screen
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Step 1. Navigate to the Maintain Agreements Assets screen.

Step 2. Select the appropriate agreement.

Step 3. Enter the agreement identifier in the Identifier field for the new agreement. In this example, the
agreement identifier is 2000-XX-01.

The Agreement Selection window closes and the Maintain Agreements
Assets screen appears.

Step 4. Enter an agreement interest asset identifier in the Identifier field. In this example, XX62.
Step 5. Press the Tab button to display the asset's information.

Step 6. Enter new or update current information in the appropriate fields. For example, edit the following
field,

Specify the agreement asset's classification (e.g. Special Test
Equipment) in the Agr Classification.

Update the contact information (e.g. Manager, Custodian, Steward,
User) for the agreement asset. The new contact is Car/ Miller.

Update the location information by double-clicking in the Location
complex field. The following location properties are now updated to
GENERAL OFF SITE 2600 BOLLINGER  CANYON_SAN
RAMON_CALIFORNIA_USA 94583.

Step 7. The Page 2 button opens the Catalog Information screen where you may review catalog entry
information or override data for properties such as Service Life and Salvage Value.

Step 8. Click the Save icon to create the new agreement asset.
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CHANGE AGREEMENT ASSET INFORMATION

Many changes can occur over the course of an asset’s lifecycle. The most common changes are those that
affect the location, custodian and user asset. There are several ways to manage property records based on
the type of changes required. While it is possible to change the location of a single record using the Maintain
Agreement Assets screen, the Change Agreement Asset Information screen provides the ability to make
updates to multiple assets at the same time.

Scenario: The following graphic illustrates how to use the Change Agreement Asset Information screen
to update the location of multiple assets at once. In this example, The assets assigned to the NASA-456
contract have been moved to a new location, Room 123 in Building 100 at the Livermore site.

NAVIGATION
* Click Agree
MNew Information
 Click Change
Agreement Asset T CutOy Rep
Information " Custodian Last Name* First Mid
C User Last Mame* First Mid
4 Location® LrVERMORE  BUILDING 100 ROOM_ 123 ™ Expected Return Date
™ Document™ I Effective Date 09/21/2005
Agzets
Ok & [dentifier Manufacturer Model Official Mame
[ DA ALLIANT TECHSYSTEMS STAR 8 MOTOR STAR 8 MOTOR
[ b7 NASA 4568 NOMN RECORDED MON RECORDED MON RECORDED
[ W NASA-455B NON RECORDED MNON RECORDED MNON RECORDED
[ W NASA-456C NON RECORDED MON RECORDED MON RECORDED
[ I NASA-4560 NOMN RECORDED NON RECORDED NON RECORDED
[ W NASA-455E NON RECORDED MNON RECORDED MNON RECORDED
[ W NASA-456F NON RECORDED MON RECORDED MON RECORDED
[ W NASA-45RG ALLIANT TECHSYSTEMS STAR 4G MOTOR STAR 4G MOTOR
[ W NASA-45EH ALLIANT TECHSYSTEMS STAR 156 MOTOR STAR 156 MOTOR
[ W NASA-456] NON RECORDED MON RECORDED MON RECORDED
[ W NASA-455] NON RECORDED MNON RECORDED MNON RECORDED

Message

Figure 3-27: Transferring Multiple Asset Records to a New Location
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Step 1. Select (check) the items that you want to apply changes for selected assets. In this example, we
are updating the Location for the assets assigned to the NASA-456 contract.

Step 2. Enter the new location information of the assets by double-clicking in the Location complex field in
the New Information block.

Step 3. Similar changes can be made for the Cust Org (Custodian Organization), Custodian, User and
Document fields.

Step 4. To return only the assets assigned to the NASA-456 contract, place the cursor in the Identifier
field of the Assets block and click the Find icon to open the Query Criteria screen. Enter the
Contract ID in the Agreement Identifier field and click the Execute button to execute the query.
The query searches and retrieves from the database the assets assigned to the selected
steward and displays them in the Assets block. You can now assign the new location to all or
some of the assets assigned to the NASA-456 contract.

NOTE: You can deselect any assets that you do not want to apply changes to by
unchecking the delta checkbox next to the inventory asset identifiers.

Step 5. Click the Save icon to save your changes to the selected assets.
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MAINTAIN AGREEMENT ASSET ONGOING EVENTS

Sunflower uses the concept of Ongoing Events to support the various activities that occur during an asset’s
lifecycle. For example, an asset may require a periodic diagnostic test to validate whether the asset is in
proper working order or if the asset requires maintenance. Use the Maintain Agreement Ongoing Events
screen to record each instance that the designated asset receives diagnostic testing and record the

maintenance of the asset. This provides you with an up-to-date history of your assets and their maintenance
records.

NOTE: Sunflower automatically captures factory delivered ongoing events that occur for Sunflower
transactions. The Maintain Agreement Asset Ongoing Events screen provides a mechanism for you to
capture ongoing events that you create in addition to the factory delivered values using the
Administration module Maintain Asset Event Types screen such as a Maintenance ongoing event.

Scenario: The following graphic illustrates how to captures an ongoing event for maintenance. In this
example, the NASA-456 asset is being sent out for routine maintenance.

NAVIGATION
* Click Agree
i~ Asset
« Click Maintain Agreement Identifier Mlanufacturer Iladel Official Mame
Asset Ongoing Events NASA-4E6G ALLIANT TECHSYSTEMS STAR 4G MOTOR STAR 4G MOTOR

i~ Ongoing Events

Ongoing Event Type | SENT TO MAINTENANCE
Event Details* Ciap
MW123GHRT

e
-
-
=
-
-
=
-
-
=
-
-

Created by  OwWNER REPOSITORY Comment / Attachment / Pict

Message  Complete

Figure 3-28: Maintain Agreement Asset Ongoing Events Screen
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Step 1. Navigate to the Maintain Agreement Assets Ongoing Events screen.

Step 2. Enter a asset identifier in the Identifier field.

NOTE: After entering a value in a field, hit the Tab key to move to the next field.
Sunflower automatically populates default values when defaults are available.

Step 3. Select the ongoing event from the LOV in the Ongoing Event Type field. In this example, it is
Maintenance.

Step 4. Click the Comment/Attachment/Pict... button to enter any comments relevant to this asset and its
ongoing event.

Step 5. Click the Save icon to save the changes to the asset’s property records.
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TRANSFER AGREEMENT ASSETS

Like the Maintain Agreement Assets screen, you can use the Transfer Agreements screen to transfer assets
from one agreement, event, contract, etc. to another. However, the Transfer Agreements screen enables you
to transfer a single agreement asset or multiple agreement assets in one step. For example, your
organization may have an office move and you want to update the agreement asset location for each
custodian that is moving. Rather than changing each item one at a time, you can edit every asset record
assigned to a custodian by entering that custodian’s information on the Transfer Agreements screen. This
returns all of the agreement assets assigned to that custodian. When you update the Location information for
that custodian, all of the assets assigned to that custodian can updated at once.

Scenario: The following graphic illustrates how to transfer en masse, agreement assets from their current
agreement to a new agreement. In this example, Lease 1998-01-01 is going to be replaced by lease
1999-01-01. Transfer all of the assets associated with the 1999-01-01 Lease to the 2000-01-01 Lease. In
addition, change the user to Carl Miller who is located at the Livermore site in building 121, room 101.

NAVIGATION

‘ CIICk Agree Mewr Information

« Click Transfer Agr Identifier 15993.01-01 Type LEASE

Agreements L i
r Custadian Last Mame® First hid
4 User Last Mame® MILLER First CARL hlid
4 Location®  LIWERMORE__BUILDING__121__ROOM__101 [ Expected Retum Date
" Document* e Effective Date  10,02/2005
[ Asset Source
[ Agr Classification
Assets
Ok D Identifier Manufacturer Model Official Mams
[ 0855 APFLE ME555 COMPUTER FORTABLE
™ W 0856 APPLE M5555 COMPUTER PORTABLE
O O
O O
O O
O O
O O
O O
Message

Figure 3-29: Transferring Agreement Asset Records to Another Agreement
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Step 1. Navigate to the Transfer Agreements screen.

Step 2. Enter the new agreement identifier in the Agr Identifier field.
Step 3. Enter the new user information in the User field.

Step 4. Enter the new location information in the Location complex field. Double-click the Location field to
open the complex field and enter the new location.

Step 5. Place your cursor in the Identifier field of the Assets block. Click the Find icon to open the Query
Criteria screen. Enter the existing agreement identifier in the Agreement Identifier field and click
the Execute button to execute the query. The query searches and retrieves from the database
the agreement assets assigned to the selected agreement identifier and displays them in the
Assets block.

Step 6. Similarly, If you want to return only the assets assigned to a user, place the cursor in the Identifier
field of the Assets block and click the Find icon to open the Query Criteria screen. Enter the
User's name in the Assigned To field, a corresponding Agreement ldentifier and click the
Execute button to execute the query. The query searches and retrieves from the database the
agreement assets assigned to the selected user and agreement and displays them in the Assets
block.

NOTE: You can deselect any assets that you do not want to apply changes to by
unchecking the delta checkbox next to the inventory asset identifiers.

Step 7. Save to commit the changes to the selected assets.
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TRANSFER AGREEMENT ASSET VALUE

The Transfer Asset Value screen provides the ability to transfer values of any interest asset to another asset
of the same interest type. Use the Transfer Agreement Asset Value screen to transfer the agreement asset
value from one asset to another agreement asset.

Scenario: The following graphic illustrates how to transfer asset value from one agreement asset to
another.In this example, the agreement asset, NASA-456G, value is being transferred to the agreement

asset NASA-456H.
NAVIGATION
* Click Agree
- T
* Click Transfer :
Agreement Asset Value Identifier NASA 456G
Manufacturer  ALLIANT TECHSYSTEMS STAR 4G MOTOR STAR 4G MOTOR
Asset Type  SPACEVEH SPACE VEHICLES
Acquisition Date  09/09/2005 Flags
Activity Status | SERVICE Activity Type
Document®
User Fields™
Global User Fields*

From
Asset Value Tatal Transfer Value™

Identifier NASA-456H
Manufacturer Al LIANT TECHSYSTEMS STAR 156G MOTOR STAR 15G MOTOR

Page 2 Comment

Figure 3-30: Transfer Agreement Asset Value to Another Asset
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Step 1. Navigate to the Transfer Agreement Asset Value screen.

Step 2. Enter the identifier that you want to transfer value to in the in the Identifier field of the To block.

Step 3. Enter the identifier that you want to transfer value from in the in the Identifier field of the From
block.

Step 4. Click the Comment button to enter any comments relevant to this agreement asset value transfer
transaction.

Step 5. Click the Save icon to complete the transfer of value to the selected agreement asset.
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INACTIVATE AGREEMENT ASSETS

When assets are not in active use, you may choose to store them. Sunflower helps you to manage assets that
are not in use through the Inactive module. The Inactive module provides a way to collect and track assets
that are not in use. People can be made aware of the stored assets, which may be available for reuse by
others for a predefined period-of-time while the owning organization is not using their assets.

The Inactive module provides an effective way to manage storage facilities. For example, there are many
cases when assets are ordered for pending projects and the owning organization is not yet ready to utilize the
asset. This asset may require special storage that can be better handled by a warehouse facility that
manages the receipt and storage of assets. Alternatively, an asset could be used and in good condition but
your organization has no further use for the asset. By sending the asset to an inactive storage facility, you
give your entire enterprise the opportunity to search for assets that may be put back into service. Instead of
purchasing a brand new asset, the asset can be reused, reducing the costs of purchases for an asset
supporting the goals of your entire enterprise. Lastly, there are certain assets that require very specific
storage conditions; the Inactive module enables you to specify unique requirements related to your assets so
that your assets are stored in the proper condition.

Creation of an inactive asset is a two-part process performed by an individual in the owning organization (e.g.
Agreement Clerk) and an Inactive Clerk. The Agreement Clerk initiates the request to store an asset by
creating an inactive receival request. The request is received by the Inactive Manager who can then approve
the request by creating what is known as an inactive asset from the inactive receival request. From here, the
inactive manager will coordinate the appropriate personnel to pickup (if required) and store the requested
assets.

Sunflower provides the Inactive module to handle inactive assets requests for agreement assets and
inventory assets. This section will cover inactive asset process for an agreement asset. The discussion
provided here is also applicable to inventory assets. To learn more about storing agreement assets by using
the Inactive module refer to the following sections:

“Agreement Asset Inactive Receival Request” on page 258

“Withdraw Inactive Receival Request’ on page 260

“Request Inactive Asset Redeployment” on page 261

“Withdraw Inactive Redeployment Requests” on page 263
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AGREEMENT ASSET INACTIVE RECEIVAL REQUEST

Use the Request Agreement Asset Inactive Receival screen to initiate the storage process. The inactive
receival screen provides the ability to either request the pickup and storage locations for an inactive asset or
to store the asset in its current location. Additionally, use this screen to specify details such as the duration of
storage, whether the asset may be used by others while stored, a recharge ID to charge against for any cost
incurred to move and store an asset, unique requirements or general comments.

Scenario: The following graphic illustrates how to request to inactivate an asset, 0455, a portable
computer, for 6 months in a controlled environment. During the interim, this asset will be available to

others for use.

NAVIGATION
« Click Inactive

« Click Request Inactive IRt el
Receival Iake inactive in-place?

. Pick-up Location *

« Click Request : i A
Agre_ement As_set Deliver-to Location
Inactive Receival

Assets

Comment May be Ioaned out during inactive period

Message  Complete

Ok A Identifier Manufacturer Maodel Official Mame
I [ 0455 APPLE MESES COMPUTER PORTABLE
|Request Mo 1118| Inactive Type CONTROLLED STORAGE
Available to others? Y | Duration (yrs) Recharge ldentifier
User apmog Last Mame® MINE First ADM Mlid
Unigue Rgmts

Figure 3-31: The Request Agreement Asset Inactive Receival Screen
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Step 1. Navigate to the Request Agreement Asset Inactive Receival screen.

Step 2. Enter the inactive request pickup and deliver to locations.

Step 3. You have the option of making the inventory asset inactive but not moved to a storage facility by
selecting the Make inactive in-place? checkbox. This checkbox also overrides the Pick-up
Location and Deliver-to Location fields.

Step 4. In some cases, it may be more practical for you to store the inactive asset in a designated area
that your organization can control according to the asset's requirements. Use the inactive in-
place option to accommodate this type of business practice.

Step 5. Enter the asset identifier in the Identifier field for the item you are requesting an inactive receival.
In this case, the asset identifier is 0455. The Manufacturer, Model, and Official Name fields
automatically populate.

NOTE: The Request No (Number) is auto-generated upon saving. This number is used
for tracking and reporting, and if required to withdraw the request.

Step 6. Use the Inactive Type field to select the type of storage required for the asset. In this example, it is
the default value, CONTROLLED STORAGE. You can specify detailed storage instructions with
the Unique Requirements text box below.

Step 7. Specify whether the asset is available for loan (Y for Yes or N for No) to others during its inactive
period.

Step 8. Enter the duration of the asset’s inactive period in the Duration (yrs) field. The length of the inactive
period is designated in years (e.g, 0.5 = 1/2 year). This optional.

Step 9. Enter the account to charge storage and related costs for the inactivating the asset in the
Recharge ldentifier field.

Step 10. Specify any special considerations for the handling and storage of the asset (e.g. hazard, special
storage needs, etc.) in the Unique Rgmits text box.

Step 11. Specify any general comments (e.g. pick up times, etc.) in the Comment text box.

Step 12. Click the Save icon to save your request. Notice the system generated request number. In this
case, itis 7778. This number is used to complete the agreement asset inactive receival request
later.
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WITHDRAW INACTIVE RECEIVAL REQUEST
Use the Withdraw Inactive Receival Request screen to withdraw a prior request to inactivate an asset. You
will need the Request No (7778 from our last example) that you obtain upon saving your agreement asset

inactive receival request in order to perform this action.

Scenario: The following graphic illustrates how to withdraw an inactive request. In this example, it is
request number, 7778, takenfrom our previous example.

NAVIGATION
« Click Inactive Requests
« Click Withdraw Inactive Ok{Request Mo | Identifier Manufacturer Madel Official Mame
Receival n 1118 | BGR 0455 APPLE MBE555 COMPUTER PORTABLE

Inactive Type  cONTROLLED STORAGE
Available to others? Duration {yrs) Recharge |dentifier

Pick-up Location

Deliver-ta Location

User  yiNE ADM ADMIZ
Unigue Reguirements

Comment  May be loaned out during inactive period.

Message

Figure 3-32: The Withdraw Inactive Receival Request Screen

Step 1. Navigate to the Withdraw Inactive Receival Request screen.

Step 2. Enter the inactive request nhumber that you generated when you made the original request to
inactivate the asset in the Request No field. In this case, it is request number, 7778. Click the
Tab key to bring up the asset information.

Step 3. Click the Save icon to withdraw your inactive receival request.
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REQUEST INACTIVE ASSET REDEPLOYMENT

When a user locates an asset that they would like to use, a request for redeployment can be created and sent
to the organization handling your inactive assets (e.g. warehouse or facilities management) The creation of a
redeployment request notifies the appropriate party that the requested inactive asset has been changed to an
active status and redeployed to the requestor for use during the predefined storage duration. This section will
show you how to redeploy an inactive agreement asset using the Request Inactive Asset Redeployment
screen.

Scenario: The following graphic illustrates how to an inactive asset redeployment form for inactive asset
IXX01, a desk, that is requested to be delivered by the end of the month to Building E, Room XX in
Livermore.

NAVIGATION
¢ Click Inactive

Reguest Inactiv Zedployment - agin2 13

* Click Request Inactive Request Infarmation
Asset Redeployment

Deliver-ta Location * |LIWVERMORE__BUILDING__E_ ROOM__¥X

Assets
Ok A Identifier Manufacturer todel Official Name
v |I><}<D1 |STEELCASE DESKE FT DESKE FT -
[Fequest Mo 1103
Comment

Message |Complete

Figure 3-33: The Request Inactive Asset Redeployment Screen
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Step 1. Navigate to the Request Inactive Asset Redeployment screen.

Step 2. Specify the address for delivery of the asset that you want to redeploy by double-clicking in the
Location field and entering the relevant information.

Step 3. Enter the asset identifier of the inactive asset that you want to redeploy in the Identifier field. Click
the Tab key to populate Manufacturer, Model, and Official Name.

Step 4. Use the Comment text box to specify any special circumstances or delivery considerations.

Step 5. Click the Save icon to save your redeployment request. The system generates a redeployment
Request No (Number).
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WITHDRAW INACTIVE REDEPLOYMENT REQUESTS
Use the Withdraw Inactive Redeployment Request screen to withdraw a request to re-use an inactive asset.

Scenario: The following graphic illustrates how to issue a redeployment withdrawal request for asset
IXX01, a desk using the request number, 1161, generated from the initial redeployment request.

NAVIGATION Eg withdraw
 Click Inactive

active Redeployment Request- asm

Requests
¢ Click Withdraw Inactive Ok Request Mo

Identifier Manufacturer Maodel Official Marme
Redeployment Request

103 |INA [0 STEELCASE DESKEB FT DESKEBFT

Deliverto Location | \VERMORE__BUILDING__E__ROOM__X
Comment

MMessage

Figure 3-34: The Withdraw Inactive Redeployment Request Screen

Step 1. Navigate to the Withdraw Inactive Redeployment Request screen.
Step 2. Enter the request number ( 7767) from the original Inactive Asset Redeployment Request.
Step 3. Click the Tab key to populate the screen.

Step 4. Click the Save icon to withdraw your request.
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RETIRE AGREEMENT ASSETS AND AGREEMENTS

Part of the management process when working with agreements is the monitoring of project time lines and
identifying those assets that are tied to agreements with up-and-coming scheduled end dates. As the
scheduled end date for an agreement nears, your organization should contact the current user of the asset to
verify the status of the asset. If the current user requests an extension to the agreement, then you should
determine if your organization has a need for the asset. If your organization decides to extend the loan, then
you need to update the agreement for the new scheduled end date.

If an agreement is not extended then subsequent actions will be depend on one of the following:

= If the asset is returned, deemed to be serviceable, and required, then the asset can be placed back into
service.

= If the property is not returned, you will need to determine whether the asset is abandoned property. If the
asset is abandoned, you can retire the asset with the appropriate final event type (e.g. Abandoned).

= If the asset is returned, but is no longer usable, then the asset can be excessed (disposed)
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It is important to emphasize that retirement is not the same as disposal. Retirement is the process of
removing an asset from an agreement. Disposal is the removal of an asset altogether.

Identify
soon-to-expire
Agreements

¥

Yerify asset

status with
R

contacts
Tes Extend? N—E'l_, Return
l Asset(s)
Update k
scheduled end
date
Assetis) M Ahandoned
Returned? Fropery’?
Tes \iﬂ
Retire
Transfer asset
to another a—yes Assetis) Mo * AgTsesr;ltent
Agreement Reusable?

Figure 3-35: Retirement Flow Chart

The retirement of an agreement and its associated assets consists of the following steps:

1. Retire agreement assets

2. Retire the agreement after all of the agreement assets associated with the agreement have
been removed (retired, transferred, etc.).

3. Optionally, reinstate an agreement asset.

For information on the excess process refer to “Excess Agreement Assets” on page 272.
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RETIRE AGREEMENT ASSETS

Use the Create Agreement Asset Final Events screen to retire agreement assets. Retirement of an asset, or
group of assets, removes the asset(s) from the agreement and from the general agreement inventory with a
specified retirement type (e.g. returned, abandoned, scrap etc.). Once retired, the asset is no longer available
for view from the Maintain Agreements or Maintain Agreement Summary and History screen. From this point
forward, details for the retired assets are available through the use of reports.

Retiring an agreement asset does not retire the other associated interest assets types (e.g. inventory
management, inactive, etc.) unless the system has been setup to do so. This type of setup is an
administrative function that can be defined with the Maintain Valid Asset Event Types screen located in the
Administration module, under the Domains sub-menu list. Additionally, retirement of the agreement asset
does not retire the agreement to which the asset was tied. Retiring an agreement is a separate subsequent
step, see “Retire an Agreement” on page 268.

Scenario: The following graphic illustrates how to retire the agreement asset, XX60, with a retirement
type of returned.

NAVIGATION
« Click Agree

Final Events

 Click Create Agreement

; Date pg/13/72005
Asset Final Events

Final Bvent  pETURNED
User Fields®

Document™

Assets

ol Identifier Manufacturer hadel Official Mame

APPLE MWEE55 COMPUTER PORTABLE

sl

T e e A

Message Complete

Figure 3-36: Retiring Agreement Assets
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Step 1. Navigate to the Create Agreement Asset Final Events screen.

Step 2. Enter the retirement date (06-73-2005) in the Date field. Defaults to the current date.
Step 3. Specify the final event type in the Final Event field.

Final Event is a key field that defines the reasons for the retirement (e.g.
abandoned, returned, etc.).

If the final event type you require is not available, then create the final
event type by using the Administration module Maintain Valid Asset
Event Types screen.

Step 4. Specify additional details in the User Fields if the final event that you select has been extended.

Step 5. Double-click in the Document field to open the Maintain Documents screen and enter any
documentation to support the retirement of the agreement asset.

Step 6. Enter the agreement asset identifiers that you are retiring in the Identifier field. In this example, the
agreement asset identifier is XX60. The fields automatically populate with the manufacturer,
model number and official name of the asset.

Step 7. Click the Save icon to retire the agreement asset.
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RETIRE AN AGREEMENT

The retirement of an agreement does not retire the assets that are associated with the retired agreement.
This act simply prevents you from adding new assets to the retired agreement.

While it is possible, it is not recommended to leave active agreement assets associated to a retired
agreement. Use the Create Agreement Assets Final Events screen to retire agreement assets. For more
information, see “Retire Agreement Assets and Agreements” on page 264.

To retire an agreement, use the End Date field on the Maintain Agreements screen to specify the last day that

the agreement is valid. By assigning an end date, you prevent the addition of any new assets to an agreement
beyond the end date.

Scenario: The following graphic illustrates how to retire an agreement by specifying an end date of June
15, 2005 for agreement 2000-XX-01.

NAVIGATION
» Click Agree
+ Click Maintain Agreerments
Agreements Identifier 5000-x0:01 Tipe | EASE
Parent |dentifier Type
Begin Date  g7n1/2005 Scheduled End Date  q701,2005 End Date

Agr User Fields™

Entered into by

Organization  ASSET CENTER XX
SpOnsor  HuUMAN RESOURCES

Entered into with

Organization  aCME RESOURCES
Or Person Last Name® First Iid

Contacts “Walid sources Muodifications authoriZed aSsets Text

Figure 3-37: Retiring Agreements with the Maintain Agreements Screen
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Step 1. Navigate to the Maintain Agreements Assets screen.

Step 2. Select the appropriate agreement. Enter the agreement identifier in the Identifier field for the new
agreement. In this case, the agreement identifier is 2000-XX-017. The fields will automatically
populate with the information associated with this agreement.

Step 3. Enter the actual End Date (06-75-2005) of the agreement when an agreement concludes. Leave
blank until that time. This action prevents you from adding assets to the agreement once the End
Date is reached.

Step 4. Click the Save icon to save your new agreement.
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REINSTATE AGREEMENT ASSETS

The Create Agreement Asset Final Events screen has two purposes. You can use Create Agreement Asset
Final Events screen to retire assets and to reinstate a retired asset at any time by reversing the final event.
Alternatively, you can perform a reinstatement of the retired asset by entering the retired asset’s identifier in
the identifier field on the Maintain Agreement Assets screen where a prompt message will inform you that this
action will re-activate the asset, thereby reinstating the asset.

Scenario: The following graphic illustrates how to reinstate an asset, 0360, using the Create Agreement
Asset Final Events screen.

NAVIGATION

« Click Mgmt Final Events

¢ Click Create . Date 077572006
Agreement Asset Final Final Event RETURNED
Events User Fields™

Docurment™

Assets

Ok igentifier Manufacturer hiadel Official Mame

0360 APPLE MWES55 COMPUTER PORTABLE

OO0O0OO000O00oO cdm

Message

Figure 3-38: Reversing a Final Event
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Step 1. Navigate to the Create Agreement Asset Final Events screen.

Step 2. Specify the date of the agreement asset final event. The current date is the default value.

If you do not know the exact date, you can search for the agreement
asset by clicking the Find icon and scrolling through the records with the
Next Record and Previous Record icons.

Step 3. Select the event type from the list of values (LOV) from the Asset Final Event field for the inventory
asset. In this example, the asset final event type is Returned. Click the Find icon to search the
database.

Step 4. Place cursor in the Identifier field for the asset that you want to reverse. In this case, the retired
asset, 0360.

Step 5. Click the Remove Record icon to remove the indicated asset record.

Step 6. Click the Save icon to reinstate the selected asset.
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EXCESS AGREEMENT ASSETS

When an asset reaches the end of its active life and is no longer useful, create an excess receival request to
dispose of that asset. Sunflower calls the process of removing an asset from your organization’s physical and
financial accountability excess. Proper and efficient disposal of excess material is an important and sensitive
matter that can be subject to government regulations. The excess process includes the creation of excess
receival request to transition the active asset into an excess asset. The appropriate party or organization
responsible for receiving, reviewing and acting upon requests can either deny, accept or withdraw a request.
If accepted, the asset in question becomes an excess asset.

Once an asset is in excess, it may go through one or more excess review cycles depending upon the
condition, type and other factors specified by your organization that will indicate the prioritization, duration
and organizations to which the asset is available for review. The review cycle enables organizations to search
for excess assets and if desired, redeploy these assets into their organization for reuse. The redeployment of
excess assets is performed by creating an excess asset reservation. This process can remove the assets
from the excess process and transition it back to an active status for the requesting organization. If an excess
asset is not redeployed after a predetermined period of time (specified by your organization), the asset can be
retired. While the excess process is not specific to agreement assets, the discussion provided in this section
addresses the excess process and highlights the nuances of excessing agreement assets.

Excess receival requests enable users who do not have the authority to directly create an excess asset to
request an asset for disposal.

This section discusses how to:

* “Request Agreement Asset Excess Receival”
* “Withdraw Agreement Asset Excess Receival”
e “Utilize Excess Assets”

» “Create Excess Asset Reservations”

For information on the retirement process see “Retire Agreement Assets and Agreements” on page 264.
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REQUEST AGREEMENT ASSET EXCESS RECEIVAL

Excess receival requests enable users who do not have the authority to directly create an excess asset to
request an asset for disposal. Recall that users can only work with assets that are a part of the organization(s)
to which they belong to or that they are authorized to work with. An authorized user can create an excess
receival request and a manager that oversees the disposal of assets for your organization can generate the
excess assets from the receival request.

The following example illustrates how to create an excess asset receival request for inventory assets.

Scenario: The following graphic illustrates how to an excess asset receival request for agreement asset
0456, a portable computer. The computer is used but in good condition and should be picked up from its
current location in Livermore, Building E, Room 07 and sent to an excess warehouse in Livermore,

Excess Building, Room RC.

NAVIGATION
¢ Click Excess

) Request Infarmation
 Click Request Excess

Receival

Pick-up Location *

« Click Request
Agreement Asset
Excess Receival

Deliver-to Location *

Excess in-place?

LIWERMORE __BUILDING__E__ROOM__07
LIVERMORE__BUILDING__EXCESS__ ROOM__RC

Assets
Ok A Identifier
W ¥ D456
Request Mo
Asgset Condition 4

Comrnent

Message  Complete

Manufacturer odel Official Name

APPLE 555 COMPUTER PORTABLE
1122

USED - GOOD

Figure 3-39: Request Agreement Asset Excess Receival
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Step 1. Navigate to the Request Agreement Asset Excess Receival screen.

Step 2. Select one of the following:
* Excess in-place? checkbox if you want the asset to remain in its current location but in the Excess
state. Selecting this option overrides the Pick-up Location and Deliver-to Location required fields.

* Pick-up Location of the asset that you want to excess by double-clicking in the Location field and
entering the relevant information (shown in the figure above). Also specify the Deliver-to Location
of the asset that you want to excess by double-clicking in the Location field and entering the
relevant information.

Step 3. Enter the asset identifier of the inventory asset that you want to excess in the Identifier field. Click
the Tab key to populate Manufacturer, Model, and Official Name.

Step 4. Select the asset condition that best describes the asset’s current state.
Step 5. Use the Comment text box to specify any special circumstances or delivery considerations.

Step 6. Click the Save icon to save your redeployment request. The system generates a redeployment
Request No (Number).
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WITHDRAW AGREEMENT ASSET EXCESS RECEIVAL

Once you have made a request to excess an asset, you can withdraw the request as long as the assets has
not been converted to an excess asset. Use the Withdraw Excess Receival Request screen to withdraw a
request to excess an asset. To withdraw a request you must use the request number generated for the
excess receival.

Scenario: The following graphic illustrates how to withdraw an excess receival request, for the agreement
asset 0456 using the generated request number, 1122, generated when the excess receival request was
created.

NAVIGATION
+ Click Excess
Requests
+ Click Withdraw Excess Ok Request Mo Identifier Manufacturer todel Official Mame
Receival Request
[ | 1122] AGR 0456 APPLE M5555 COMPUTER PORTABLE
Asset Condition 4 USED - =000

Pick-up Lacation | \/ERMORE_ BUILDING_E__ROOM_ 07

Deliver-to Location | \/ERMORE__ BUILDING _EXCESS_ ROOM__RC
Comment |

Messange

Figure 3-40: The Withdraw Excess Receival Request Screen

Step 1. Navigate to the Withdraw Excess Receival Request screen.

Step 2. Enter the request number, 7722.
Step 3. Click the Tab key to populate the screen.

Step 4. Click the Save icon to withdraw your request.
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UTILIZE EXCESS ASSETS

Excess assets are generated daily, weekly or otherwise depending upon the policies and procedures of your
organization. Once generated, excess assets are placed into a review cycle that goes through one or more
review periods. The review cycle enables authorized personnel to search for assets that are available for
reuse. Review periods are beneficial to your organization because they enable users to find assets that have
been designated as reusable excess assets that in many cases, are more cost effective than purchasing a
new asset. Depending upon your policies you may choose to post a list of excess assets to a web page for
users outside of your organization or for those who do not have access to Sunflower. Users within the
organization that have access to Sunflower can review the list of excess assets by either using reports or the
Asset Search screen. The following scenario illustrates how to use the Asset Search screen to review a list of
excess assets.

There are a variety of ways to search for excess assets that are available for use by your organization. The
following methods are available to search for available excess assets in your database:

*  “Use Asset Search” (online search)
*  “Asset Search Report”

*  “Excess Asset Report”
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EXCESS AGREEMENT ASSETS

Use the Asset Search screen to find assets that have been designated as excess. You can utilize an existing
asset that is available for use by placing an excess asset reservation with the organization that is storing the

unused asset.

Scenario: The following graphic illustrates how to use the Asset Search screen to discover excess assets
that are available for reutilization.

NAVIGATION
. .
Click Agree Search Criteria
+ Click Asset Search Manufacturer Mods!
Official Mame Model Mame
Sefial Number Asset Type  AUTOMATED DATA PROCESSING EQUIPMENT
Asset Walus Minimum Acguisition Date FSC
Assets
Identifier hanufacturer Madel Official Name
EXC ExdD2 HEWLETT-PACKARD 9000 COMPUTER MINI
EXC E0102 HEWLETT-PACKARD 9000 COMPUTER MINI
EXC E0202 HEWLETT-PACKARD 9000 COMPUTER MINI
EXC EN302 HEWLETT-PACKARD 9000 COMPUTER MINI
EXC E0402 HEWLETT-PACKARD 9000 COMPUTER MINI
EXC ENs02 HEWLETT-PACKARD 9000 COMPUTER MINI
EXC ENB02 HEWLETT-PACKARD 9000 COMPUTER MINI
EXC E0702 HEWLETT-PACKARD 9000 COMPUTER MINI
ExXC ENS02 HEWLETT-PACKARD 000 COMPUTER MINI
EXC EN202 HEWLETT-PACKARD 9000 COMPUTER MINI
HEWLETT-PACKARD 9000 COMPUTER MIMI
Repaort
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Step 1. Navigate to the Asset Search screen.

* The Asset Search screen is available from the Agreement, Management, Finance, Inactive and
Excess modules.

Step 2. Specify at least one criteria in the Search Criteria block. In this case, Avtomated Data Processing
Equipmentis the selection for the Asset Type criteria.

Step 3. Check the Excess Asset checkbox to limit your asset search to excess assets.
Step 4. Click the Find icon to return the results of your Asset Search criteria.
Step 5. Optionally, click the Report button to generate a printable report of your search results.

1. The Asset Search report parameters page displays with pre-populated search criteria
specified on the Asset Search screen.

2. Click the Submit button.
3. Select the report output type (e.g. Acrobat for a PDF report output).

4. Click the eXecute button to generate the report.

For more information about printing the Asset Report, see “Agreement Assets Report” on page 282.
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EXCESS AGREEMENT ASSETS

An excess asset screening process may consist of posting the available assets to an internal website, to an
E-mail distribution list, or users might generate reports (e.g. Asset Search, Excess Asset (Global Information)
report) to view the list of available excess assets. During the screening process, if an organization wants one
of the posted excess assets, they can either create the reservation themselves or notify the appropriate party
within the excess department who can create the excess asset reservation, on the behalf of the requestor,

and begin the transfer process of the asset to the requesting organization.

The following example illustrates how to create an excess asset reservation.

Scenario: The following graphic illustrates how to create an excess asset reservation for asset EXX06,
an oscilloscope for the Asset Center XX organization.

NAVIGATION
¢ Click Excess

¢ Click Create Excess
Asset Reservation

Sunflower Systems © 2006

Asset Reservations

Date 0gy15/2005 01:22:57
Resered by 1ANAGER TRAINER EXCESS X EXdX
Organization  ASSET CENTER XX

Phane 5102231221
Duration 2

Assets

Ok A ldentifier Manufacturer hodel
W TEKTROMIX T11209
O O

O C

O C

O

O O

Message Complete

Official Mame
OSCILLOSCOPE

Figure 3-42: The Create Excess Asset Reservation Screen

Sunflower Enterprise Assets® User Guide 3-279



EXCESS AGREEMENT ASSETS

Step 1. Navigate to the Create Excess Asset Reservation screen.

Step 2. Click the Tab key to populate the screen.

Step 3. Press the Tab key to populate the screen. The screen automatically populates the Date, Reserved
by, Phone, and Organization fields (based on your login).

Step 4. Enter the amount of time (days) for the reservation life span in the Duration field.

Step 5. Enter the identifier of the excess asset and click the Tab key. The Manufacturer, Model, and
Official Name populate.

Step 6. Click the Save icon to save changes to your asset reservation record.
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AGREEMENT REPORTS

Sunflower provides a flexible and comprehensive web-based reporting system. The Sunflower database is
queried when a report is created and executed. Reports display real-time information. Therefore, an
afternoon report will differ from a morning report by reflecting any changes made during the day.

There are several output options available for your reports.

* PDF (Adobe Acrobat)

« HTML

* Text

Your outputs depend upon the report selected. Acrobat and HTML are standard options provided for most
reports. Text file export is available for selected reports.

Sunflower provides the following reports to use with the Agreements module:

« “Agreement Assets Report” on page 282

« “Agreement Assets (Global Information) Report” on page 285

« “Agreement Activity Report” on page 288

« “Agreement Additions and Deletions” on page 291

« “Agreement Asset Activity Summary by Asset Flag” on page 293
« “Agreement Asset Activity Summary by Asset Type” on page 295
« “Agreement Asset Interface Processing Results” on page 297

« “Agreement Asset Ongoing Events” on page 299

« “Agreement Asset Summary by Asset Flag” on page 301

« “Agreement Asset Summary by Asset Type” on page 303

« “Agreement Asset Utilization” on page 305

« “Asset Search Report” on page 308

« “Purchase Order Aging Report” on page 311

« “Excess Asset Report” on page 314
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AGREEMENT ASSETS REPORT

The Agreement Assets report shows the details of assets associated with agreements, (e.g. leases,
warranties and grants).

Scenario: The following graphic illustrates how to use the Agreement Assets report for agreement 1999-
XX-01 from which you can review the selection criteria as well as review the detail and summary
information of agreement assets associated to this agreement.

Use the Agreement Assets report to display agreement asset details based on selected criteria. To run a
report perform the following basic steps:

Step 1. Navigate to the Agreement Reports screen as follows: Click the Agreement Assets report to
display the Report Parameters selection screen.

Step 2. Specify desired parameters by selecting and/or entering report criteria.
Step 3. Click the Submit button.
Step 4. Select an output option (e.g. HTML, Acrobat etc.)

Step 5. Click the eXecute button to generate the report.
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Figure 3-43: Agreement Assets Report Parameters
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AGREEMENT ASSETS REPORT OUTPUT

Use the Agreement Assets report output to review detail and summary information of agreement assets. The
following report reveals the assets associated with the 7999-XX-07 agreement.

Lzsets Agreement Assets

07/21/2005 16:31

Identifier : L - 1585-XX-01 Parent :

Begin D Scheduled End Date : 0L/01/2001 End Date:
Organization By SYSTEMS Crganizasion Wish:ACME RESCURCES
3ponso JMEN RESCURCES
Internal Contacts External Contacts
Inisiated By : FRAZIER ERISTEN 3 020266 Initiated By:3MITH JOHN 0 3MOL
FRAZIER TIMOTEY M 030167 Agreemens Admin?

Eropessy Admin:

REgz User Fields :

Identifier Flags Cfficial Hame Manufacturer Hodel Serial Number Asset Value Cuantity

KKS5 COMFUTER FCRTASLE AFFLE MSS555 K55 = €,500.00
i : SUNFLOWER SY3TEM3 Locasion : E
: FRAZIER ER! &

: AUTCMATED DATA FROCESSING EQUIFMENT

KKS6 COMFUTER FCRTASLE AFFLE MSS555 KK56 = €,500.00
i : SUNFLOWER SY3TEM3 Locasion :
: FRAZIER ER! &

} :AUTCMATED DATA FROCESSING EQUIFMENT F3C/HSH : 702

Alternate Ids

LEASE - 1999-XX-01 Total : g 13,000.00 2

Figure 3-44: Agreement Assets Report
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AGREEMENT ASSETS (GLOBAL INFORMATION) REPORT

The Agreement Assets (Global Information) report shows detail and summary information of assets
associated with an agreement. Use the Agreement Assets (Global Information) report to display agreement
details as well as all assets associated with an agreement. To run a report perform the following:

Step 1. Select either Agree > Agreement Reports or Reports > Agreement Reports.
Step 2. Click the Agreement Assets (Global Information) report.

Step 3. Specify criteria on the Report Parameters page.

Step 4. Click the Submit button.

Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.
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% Sunflower Applications - Production 4.0.0.0 Agreement Reports
ASMNG6030 Agreement Assets (Global Information)
How Would You Like to Select the Assets that Appear on the Report?
Ianager |
Crner |
Steward |
™ Include the Steward's child Organizations
Official Warne |
Manufacturer I
Model |
Tdentifier Last Mame First Mid Prefisz Suffiz
Custodian | | | | — (-
You can use *%0" as a wildcard characier in the Identifier, Last Name, Firsi and hMid fields
Identifier Last Mame Furst MNid Prefis Stz
s | | | | -
You can use ‘%0’ as a wildcard character in the Identifier, Last Name, First and Mid fields
Tdentifier Tvpe
Agreement [2000-04-01 |LEasE 7|
You can use "%’ as a wildcard character in the Identifier field
SitefOf-Zite Type %;:ME Cocll Structure Lewvel 1 ?g:ture lLal 2 Structure Level 2
Location | | [BUILDING =] | |ROCM =
Assets hs OF [ pouoDirrrn
ALgreement Asset Identifier I
Serial Mumber |
Tdentifier Document Type
Diocument | | =
You can use "%’ as a wildeard character in the [dentifier field
I Include Only Assets With Expected Return Date?

Figure 3-45: Agreement Assets (Global Information) Report Parameters Page
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AGREEMENT ASSETS (GLOBAL INFORMATION) REPORT OUTPUT

Use the Agreement Assets (Global Information) report output to review detail and summary information of
assets associated with an agreement. The following report reveals the assets associated with the 2000-XX-

07 agreement.
Sunflowsr hssets Agreement Assets (Global Information) Page 3 of 5
ASMNE030 07/21/2005 15:26

Custodian

Usex Fi.

Global User Fields

User :
Reset Type
et Condition
Return Dase

Initial Event:

Ongoing Evenss:

N 35 DZ0BEE

AUTOMATED DATA PROCESSIKG EQUIFPMENT

SUBJECT TC AGREEMENT on: 12/08/2000

:IP Address:**Memory:

Identifiex Type Flags Official Wame Manufacturer Model Serial Number Zzset Value E££ Date
HHES CCMEUTER FCRIABLE  AFFLE KHSS H €,500.00 12/08/2000
Steward : SUNFLOWER S3YSTEM3 Location : LIVERMORE
Custodian : FRAZIER KRISTEN 3 02086€ BUILDING : 121  RIGM @ 101
User :
Rsset Type :AUTCMATED DATA PRCCESSING EQUIFMENT
et Condition
Return Dase
Initial Event: 3USJECT TC AGREEMENT on:12/09/2000 Initial Evens :
Ongoing Evenss:
Usex Fi
Global User Fields : IP Address:**Hemory:
HHIE CCMEUTER FCRIABLE  AFFLE HHSE H €,500.00 12/08/2000
Steward s Location : LIVERMORE
BUILDING : 121 ROGM : 101

Initial Ew

=ns :

Figure 3-46: Agreement Assets (Global Information) Report
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AGREEMENT ACTIVITY REPORT

Use the Agreement Activity report to show a summary of additions and deletions, for a time period, for one or
more agreements. You can search for and retrieve summary activity reports for assets in numerous ways. For
example, if you are responsible for multiple agreements, you can generate a report that displays the summary
activity for assets associated with respective agreements and more.

Use the Agreement Activity report to view assets that have been added or deleted to an agreement over a
period of time.

To run a report perform the following:
Step 1. Select either Agree > Agreement Reports or Reports > Agreement Reports.
Step 2. Click the Agreement Activity report.
Step 3. Specify criteria on the Report Parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.
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%ﬁ Sunflower Applications - Production 4.0.0.0 Agreement Reports

ASAG6020 Agreement Activity

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

Activity Between [07/22/2005  (OMVDDIT Y YY) and [07/22/2005 | (MM/DDIYY YY)
Reporting § Breakpoint lmi

Identifier Type
Agreement I I j

Tou can use "%0’ as a wildcard character in the Identifier field
I~ Include Child Agreements

Organization By |Sunflower Systems
Sponsor |
Organization With |
Tdentifier Last Hame First Idfid Prefix Suffix
Derzon With | | | | | | | =]

You can use "%0" as 2 wildcard characier in the Identifier, Lasi Name, Firsi and Mid fields

FaCMNational Stock Mumber

NOT ASSIGNED

AGENCY-PECULIAR

BUILDING - NASA

CONSTRUCTION IN PROGRESS - MNASA
CONTRACT WORK IN PROCESS - NASA

Agr Classification(s)

EQUIFMEMNT - NASA
INDUSTRIAL PLANT EQUIPMENT -DOD |

Al
COMMODITY
LAND

FERSONAL PROPERTY
Lsset Type Categoryis) REEAL PROPERTY

Al

AUTOMATED DATAPROCESSING EQUIPMENT
BUILDINGS

LABORATORY EQUIPMENT

MISCELLANEQUS

MOTORVEHICLES

OFFICE EQUIPMENT

SPACE WEHICLES

Asset Type(s)

Figure 3-47: Agreement Activity Report Parameters
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AGREEMENT ACTIVITY REPORT OUTPUT

Use the Agreement Activity report output to view assets that have been added or deleted to an agreement
over a period of time. The following report reveals the assets assigned to various agreements.

Agreement Activity Page 2 of 11

07/22/2005 16:07

3cheduled End Date : 01701

Begin Dace :

Organization By : » : ACME RESOURCES

Sponsox :
External Contact
ERISTEN Initiated By : SMITH JOHN 0 SMO1
TIMOTHY

Zgs User Fields :

Agxr Clazsification: NOT ASSIGNED

Beginning 07/22/2005

Identifier Flags Serial Numbez
0156 381 §
HXEQ KEE0 §
Beginning Total: s
Additions
Additionz Total: s o.00 0
Deletions
Deletions Total: s o.00 o
Bnding 07/22/2005
L ifier Flags Manufacturer Hadel Zerial Humber
0156 U0 o1sE 1
XX60 DUO KXED 1
Ending Total: s 2
Subtotals Agr Claszification: KOT ASSIGHED
Beginning 07/22/2005 Rdditions Deletions Bnding 07/22/2005
Value $13,000.00 $0.00 $0.00 $13,000.00
Quantity 2 o o 2
Totals : LAASE - 1899-01-01
Beginning 07/22/2005 Additionz Deletions Bnding 07/22/2005
Value: $13,000.00 $0.00 $0_ 00 $13,000.00
Quantity: 2 ] o 2

Figure 3-48: Agreement Activity Report
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AGREEMENT ADDITIONS AND DELETIONS

The Agreement Additions and Deletions report shows the details of asset additions and deletions, for a time
period, for one or more agreements. Use the Agreement Additions and Deletions report to view assets that
have been added or deleted to an agreement over a period of time.

To run a report perform the following:
Step 1. Select either Agree > Agreement Reports or Reports > Agreement Reports.
Step 2. Click the Agreement Additions and Deletions report.
Step 3. Specify criteria on the Report Parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

%ﬁ Sunflower Applications - Production 4.0.0.0 Agreement Reports

ASAG6030 Agreement Additions and Deletions

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

Activity Between 072202005 WIMUDD/Y YY) and [07/22/2005  (MMADDITY YY)
Reporting § Breakpoint I$DD—

Tdentifier Tvpe
Agreement l— lﬁ

You can use "%%" as a wildeard character in the Identifier field
I Include Child Agreements

Organization By [ASSET CENTER
Sponsor I
Organization With I
Tdentifier Last Name First Mufid Prefiz Suffiz
Person With I I | | I =] I =l
You can use '%9" as a wildcard character in the Identifier, Last Name, First and Mid fields
F5CATational Stock Mumber [

MNOT ASSIGNED I

Figure 3-49: Agreement Additions and Deletions Report Parameters
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AGREEMENT ADDITIONS AND DELETIONS REPORT OUTPUT

Use the Agreement Additions and Deletions report output to view assets that have been added or deleted to
an agreement over a period of time. The following report reveals the assets deletions with the 2000-XX-01

agreement.
Sunflower Assets Agreement Additions and Deleticns Page 2 of 4
ASAGE030 06/13/2005 17:33
Agreement : LEASE - 2000-xx-01 parent : -
Begin Date :06/01/2005 scheduled End Date : 06/01/2006 End Date
Entered Into By :ASSET CENTER XX Enterad Into With : ACME RESOURCES
SpONgor :HUMAN RESOURCES
Internal Contacts External Contacts
Initiated By :ANDERSCN JOE 44A409 Initiated By :DAVIS ANN
Agreement Admin :FRAZIER KRISTEN 2 020866 Agresment Admin :MILLER CARL
Property Admin :DOE JANE 0505098 Property Admin

Agr User Fields
clagsification: NOT ASSIGNED

Deletions

Identifier Flags official Name Marmufacturer Model gerial Number Agget Valus Quantity
XHED COMPUTER PORTAELE  APPLE DUO DOCK X80 65 §,500.00) (1)
Total: (% 6,500.00) (1)

Subtotals : Additiens Deletions

value: $0.00 ($6,500.00)

Quantity: 0 (1)

Totals : LEASE - 2000-IX-01 Additions Deletions

Value: $0.00 ($6,500.00)

Quantity: Q {1}

Figure 3-50: Agreement Additions and Deletions Report
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AGREEMENT ASSET ACTIVITY SUMMARY BY ASSET FLAG

The Agreement Asset Activity Summary by Flag report shows the details of agreement asset activity grouped
by asset flag.

To run a report perform the following:
Step 1. Select either Agree > Agreement Reports or Reports > Agreement Reports.
Step 2. Click the Agreement Asset Activity Summary by Flag report.
Step 3. Specify criteria on the Report Parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

% Sunflower Applications - Production 4.0.0.0 Agreement Reports

ASMNG6140 Agreement Asset Activity Summary by Flags

How would you like to select the activity that appear on the report?

Tdentifier Type
Agreement LEASE hd l

You can use '%0' as a wildcard character in the Identifier field

Inchide only activity recorded betweenh 0061930 (WNWMDDYY Y YY) and [10/06/2005  (WWDIVY Y T T)

FReset |

Aoreement Reports

Figure 3-51: Agreement Asset Activity Summary by Flag Report Parameters
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AGREEMENT ASSET ACTIVITY SUMMARY BY FLAG REPORT OUTPUT

The Agreement Asset Activity Summary by Flag report output displays the count and dollar amounts of
agreement assets grouped by asset flag types.

Sunflower Assets Agreement Asset Activity Summary by Flags Page 2 of 2
RSMNEl40 10/02/2005 21:41
cpened Assets Closed Asssts
Count count value
sensitive 1 5 4, sansitive [ 3 0.00
High Risk o 5 High Risk 0 s 0.00
cbsolete Asset 2 5 obsclate Asset 1 s 100,0 00,00
Heritage Asset $ Heritage Asset o $ 0.00
Plant Clearance $ Plant Clearancs o $ 0.00
OTHER £0 H 255 OTHER 4 $ 200, 0 00.00
Total & $ 260,149,799.00 Total 5 s 300,000.00
Ending
count value
sensitive 1 $ 4,300,000.00
High Risk o $ 0.00
Obsolste Asset 1 4 100, 0f 00,00
Haritage Asset o 3 0.00
Plant Clearancs o 3 0.00
OTHER 56 4 255,445,799, 00
Total 58 § 259,949,799.00

Figure 3-52: Agreement Asset Activity Summary by Flag Report
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AGREEMENT ASSET ACTIVITY SUMMARY BY ASSET TYPE

The Agreement Asset Activity Summary by Asset Type report shows the details of agreement asset activity
by asset type.

To run a report perform the following:
Step 1. Select either Agree > Agreement Reports or Reports > Agreement Reports.
Step 2. Click the Agreement Asset Activity Summary by Asset Type report.
Step 3. Specify criteria on the Report Parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

% Sunflower Applications - Production 4.0.0.0 Agreement Reports

ASMNG6170 Agreement Asset Activity Summary By Asset Type

How would you like to select the activity that appears on the report?

Tdentifier Type
Agreement I LEASE - l

You can use ‘00" as a wildeard character in the Identifier field

Include otly activity recorded betweenIm.-"UB.-"1 990 (WWMDDIYT YY) and |1Uf05a"2905 MIMDDIYYY Y

FReset |

Lgreement Repotts

Figure 3-53: Agreement Asset Activity Summary by Asset Type Report Parameters
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AGREEMENT ASSET ACTIVITY SUMMARY BY ASSET TYPE REPORT OUTPUT

The Agreement Asset Activity Summary by Asset Type report output displays the count and amounts of
agreement asset activity by asset type. For example, grouped by the Initial Event, Subject to Agreement.

sunflowser Aseste Agresment Asset Activity Summary By Asset Type Page 3 of §
ASMN&E1TO 10/02/2005 21:58

Initial Events

Initial : SUBJECT TO AGREEMENT

EZeat Below §.00 At or Above §.00 Total
Count value Count value Count value

AUTOMATED DATA PROCESSING & o.00 26 & 144,500.00 26 4 144,600.00
BQUIPMENT
BUILDINGS & 0.00 1 $ 1 & s, 000,00
MISCELLANEOUS & o.00 2 & z0 & 13%,344,999.00
MOTOR VEHICLES & 0.00 3 4 & &
SEACE VEHICLES s 0.00 1 2 10 s 1,160,000.00
Total L] H 0.00 &3 H 260,145,785.00 &3 H 260,149,7858.00
Initial Events Total [} $ 0.00 63 H 260,149,799.00 83 H 260,149,799.00

Figure 3-54: Agreement Asset Activity Summary by Asset Type Report
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AGREEMENT ASSET INTERFACE PROCESSING RESULTS

The Agreement Asset Interface Processing Results report shows the results of processing the contents of
AS_LOAD_AGREEMENT_ASSETS interface table.

To run a report perform the following:
Step 1. Select either Agree > Agreement Reports or Reports > Agreement Reports.
Step 2. Click the Agreement Asset Interface Processing Results report.
Step 3. Specify criteria on the Report Parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

% Sunflower Assets

Asset Interface Processing Results

How Would You Like to Select the Information that Appears on the Report?

Load Group ISR ~
Reset

Ifanagement Reports

Figure 3-55: Agreement Asset Interface Processing Results Report Parameters
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AGREEMENT ASSET INTERFACE PROCESSING RESULTS REPORT OUTPUT

The Agreement Asset Interface Processing Results report output displays the results of processing the
contents of AS_LOAD_AGREEMENT_ASSETS interface table.

Sunflower Enterprise Asset Interface Processing Results
ASMNEDSD
Load Group acQ
Record Group Date Resulc
Success Total 0
Record Sroup Daze Resulc
0127 07/23/1958 16:32:5% -01080: 1 value SIZATION_ID_STEWERD from value
ET CENTER'
012z 07/28/1858 16:82:55 -01080: Unakle value ralue 'DELL/DOL'
128 07/28/1998 16:32:55 -01080: Unakle value ) RIZATION ID STEWARD £rom value
3SET CENTER'
07/28/1988 16:22:55 -01080: Unakl walue SIZATION ID STEWARD £rom walue
ET CENTER'
07/23/1998 16:32:55 -01080: Unabl value 0G_ID from value /Doz*
LEED) 07/23/1958 16:32:55 -01080: Unabl value SIZATION_ID_STEWERD from value
ET CENTER'
0az7 07/, valus ¥ ZRTION ID_STEWRRD value
oaze 07 walue ALOZ ID £rom walue 'DELL/DO3'
oazs 07 walus ZATION_ID STEWARD £ walue
0427 07/ Talue NIZATION_LD_STEWARD from value
0428 07 value ralue
a2 07 value ZATION_ID_STEWARD
07/ walus SIZATION ID_STEWARD £rom value
07/ value 0G_ID from value e
07/29/1938 16:22:-57 ~010%0: Unable to detarmine walue NIZATION_ID STEWARD from walue
ET CENTER'

Figure 3-56: Agreement Asset Interface Processing Results Report
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AGREEMENT ASSET ONGOING EVENTS

The Agreement Asset Ongoing Events report shows the details of ongoing events, e.g. maintenance, repairs
and mileage captured, for agreement assets for a time period. Use the Agreement Asset Ongoing Events
report to view assets ongoing events over a period of time.

To run a report perform the following:
Step 1. Select either Agree > Agreement Reports or Reports > Agreement Reports.
Step 2. Click the Agreement Asset Ongoing Events report.
Step 3. Specify criteria on the Report Parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

% Sunflower Applications - Production 4.0.0.0 Agreement Reports

ASMNG076 Agreement Asset Ongoing Events

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

Identifier |NASA-156G
Ongoing Event Type I
Include Only Ongoing Events Created Betweenl (MBLDDIYT YY) and I MWLDDITYYT)
=
Asset Ongoing Event
-]
B
Azzet User Fields
]

Figure 3-57: Agreement Asset Ongoing Events Report Parameters
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AGREEMENT ASSET ONGOING EVENTS REPORT OUTPUT

The Agreement Asset Ongoing Events report output shows detailed information for ongoing events, (e.g.
maintenance, repairs or mileage captured) of agreement assets over a period of time.

Sunflower Assets
ASMN&0Ta

ongoing Event 1 EENT TO MAINTENWANCE

Agreement Asset Ongolng Event

Page 2 of 3
10/02/2005 22:25

Identifier Flags official Wame Manufacturer Modal Serial Number Aesst Value Eff Date
NASA-456G STAR 4G MOTOR ALLIANT TECHSYSTEMS STAR 43 MOTOR ] 109,999.93 09/16/2005
Initial Event :SUBJECT TO AGREEMENT on : 0%/09/2005 Document
User Fields :
Steward ® GUNFLOWER SYSTEMS Locaticn ! ARLINGTON
custodian ‘ ANDERSON JOE 442405 : :
User 'DAVIS ANN
ongoing Event Date: 08/21/2005
Usger Fizlds.:Ticket Humber:MM123GHRT
Comment :
Total 1
Report Total 1 § 109,999.99
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AGREEMENT ASSET SUMMARY BY ASSET FLAG

The Agreement Asset Summary by Asset Flag report summarizes agreement asset value and count by asset
flag.

To run a report perform the following:
Step 1. Select either Agree > Agreement Reports or Reports > Agreement Reports.
Step 2. Click the Agreement Asset Summary by Flag report.
Step 3. Specify criteria on the Report Parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

% Sunflower Applications - Production 4.0.0.0 Agreement Reports

ASMNG6130 Agreement Asset Summary by Flags

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

Tdentifier Tvpe
A oreement I— Im

You can use %" as a wildcard character in the Identifier field
Summary Type lm

Agget Event Type |

If Summary Type is Active:

Include Only Assets Active as of

It Summary Type 15 Imtial Event or Fmal Event:
Include only assets with an event recorded betweenl MOLDIT YT a.ndl MOLDDVTYT T

How Would You Like the Assets to be Grouped?
[NONE -
Feset

Figure 3-59: Agreement Asset Summary by Flag Report Parameters
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AGREEMENT ASSET SUMMARY BY FLAG REPORT OUTPUT

The Agreement Asset Summary by Flag report output summarizes the total agreement asset value and count

by asset flag.
sunflower Assets Agreement Asset Summary by Flags Page 2 of 3
ASMNE130 10/02/2005 22:37
Count value
Sensitive 1 & 4,300,000.00
High Risk Q g 0.00
Obsclste Azaet 1 ] 130, 000.00
Heritags Rsaet 0 $ 0.00
Plant Clearance 0 g .00
OTHER 56 $ 255,449, 799,00
Total 58 § 259, 849,799.00
c g
a1 oUnt value
sensitive 1 $ &, 300,000.00
uigh Risk 0 $ 0.00
obsclete Asset 1 § 20,000,00
Heritags Aszet 0 E 0.00
Plant Clsarance 0 ) .00
OTHER L § 288, 44%,799,00
Report Total 58 § 259,849,799.00
§ 250,949,799.00

Figure 3-60: Agreement Asset Summary by Flag Report
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AGREEMENT ASSET SUMMARY BY ASSET TYPE

The Agreement Asset Summary by Asset Type report summarizes agreement asset value and count by asset
type.

To run a report perform the following:
Step 1. Select either Agree > Agreement Reports or Reports > Agreement Reports.
Step 2. Click the Agreement Asset Summary by Asset Type report.
Step 3. Specify criteria on the Report Parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

%ﬁ Sunflower Applications - Production 4.0.0.0 Agreement Reports

ASMNG6160 Agreement Asset Summary by Asset Type

How would you like to select the assets that appear on the report?

Tdentifier Type
Agreement I— m

You can use '%0" as a wildeard characier in the Identifier field
Summary Type lm

Agzet Event Type |

If Sutnmary Type 15 Active:

Include only assets active as ofl

If Summary Type 15 Initial Event or Final Event
Include only assets with an event recorded between MOIDDITY YY) andl LDDITYYY)

How would you like the assets to be grouped?
INONE -
Submit | Reset |

M oreement Reports

Figure 3-61: Agreement Asset Summary by Asset Type Report Parameters
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AGREEMENT ASSET SUMMARY BY ASSET TYPE REPORT OUTPUT

The Agreement Asset Summary by Asset Type report output summarizes the total agreement asset value
and count by asset type.

Sunflower Assets Agreement Asset Bummary By Asset Type Pags 2 of 3
REMN&160 10/02/2005 22:48
Below .00 At or Abowe 3.00 Total
Count value Count value Count valus
AUTCMATED DATA EROCESSING o 3§ 0.00 25 $ 144, 500.00 26 5 144,500.00
EQUIPMENT

DUILDINGS o 3 0.00 1 3 - g 5,000, oo
MISCELLANECTUS 0 3 0.00 20 3 20 5 119,344,
MOTOR VEHICLES 0 3 0.00 5 3 3 5 114,300,
SEACE VEHICLES o 3§ 0.00 s $ L] 5 1,060,

Total o H 0.00 L1 H 259, 849,799.00 58 i 259,849,799.00

Report Total o H 0.00 58 H 259, 849,799.00 1) § 259,849,799.00

Figure 3-62: Agreement Asset Summary by Asset Type Report
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AGREEMENT ASSET UTILIZATION

The Agreement Asset Utilization report displays the percentage utilization of agreement assets over a time
period.

To run a report perform the following:
Step 1. Select either Agree > Agreement Reports or Reports > Agreement Reports.
Step 2. Click the Agreement Asset Utilization report.
Step 3. Specify criteria on the Report Parameters page.
Step 4. Click the Submit button.
Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.
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3-306 Sunflower Systems © 2006

% Sunflower Applications - Production 4.0.0.0 Agreement Reports

ASMNG6150 Agreement Asset Utilization

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

Ianager |
Cwner |
Steward |
™ Include the Steward child Organizations
Official Mame |
Manufacturer |
Model |
Tdentifier Last ame First Iufid Prefix Suffiz
Chustodian I I I I I j I j
You can use "%0" as a wildcard character in the Identifier, Lasi Name, First and Mid fields
Identifier Last Name Farst Nad Prefix Suftiz
Usert | | | | | &l =
You can use "%9" as a wildcard character in the [dentifier, Last Name, First and Mid fields
Site/Off-Site Type ?x;ture Cocll Structure Lewvel 1 ?,;:me Il 2 Structure Lewvel 2
Location | ~|[BUlLDING +] | [ROOKM =

Congider Only Activity Between |10/06/1330 WMDY Y YY) and I1 0/06/2005 (MMDDITYYT)
Tnclude Only Asset With Tilization %0 Between |0 and |100
Tnclade Utilization Detall [N

Abselute or Eelative DuranonlABSOLUTE 'I
How Would You Like the Assets to be Grouped?

INONE 'I
How Would You Like the Assets to be Sorted?

1 2 3
[IDENTIFER =] | cENTIFER ~| [IDENTIFER =l

Submit | Reset

Agreement Reports

Figure 3-63: Agreement Asset Utilization Report Parameters
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AGREEMENT ASSET UTILIZATION REPORT OUTPUT

Review the Agreement Asset Utilization report output for the percentage utilization of agreement assets over

a time period.
Sunflower Assets Agreement Asset Utilization Page 2 of 11
ASMNELS0 10/02/2005 23:02
Identifier Flags official Mame Manufacturer Model Berial Number Asset Value Uil &%
0155 COMEUTER PORTABLE  ABFLE 0155 3 00 3z.09
Steward : SUNFLOWER EYSTEMS Location : LIVERMORE
custodian : FRAZIER KRISTEN S 020866 BUTLDING : 121  ROOM : 101
User 1
0156 COMEUTER PORTABLE  ABFLE MSS55 0156 3 3z.09
Steward ; SUNFLOWER SYSTEMS Location : LIVERMORE
Custodian : FRAZIER KRISTEN 5 020866 BUILDING : 121  ROOM : 101
User 1
0255 COMEUTER PORTABLE  ABFLE MESSE 0255 $ 32.08
Steward ; SUNFLOWER SYSTEME Location ; LIVERMORE
Custodian : FRAZIER KRISTEN 5 020866 BUILDING : 121  ROOM : 101
User :
0256 COMEUTER PORTABLE  ABFLE MESSE 0256 B3 32.08
Steward : SUNFLOWER SYSTEMS Location : LIVERMORE
Custedian : FRAZIER KRISTEN 5 020866 BUILDING : 121  ROOM : 101
User :
0355 COMEUTER BORTABLE — REELE MESSE 0355 % 32.08
Steward : SUNFLOWER EYSTEMS Location : LIVERMORE
Custedian : FRAZIER KRISTEN 5 020866 BUILDING : 121  ROOM : 101
User :
0356 COMEUTER PORTABLE  APFLE MS555 0356 % 32.09
Steward : SUNFLOWER EYSTEMS Location : LIVERMORE
Custodian : FRAZIER KRISTEN S 020866 BUILDING : 121  ROOM : 101
User :

Figure 3-64: Agreement Asset Utilization Report
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ASSET SEARCH REPORT

The Asset Search report searches the asset repository for assets matching a description, manufacturer or
model; used for asset review.

To run a report perform the following:
Step 1. Select either Agree > Agreement Reports or Reports > Agreement Reports.
Step 2. Click the Asset Search report.
Step 3. Specify criteria on the Report Parameters page.
Step 4. Click the Submit button.

Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.
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AGREEME
EXCESS ASSET
FINAMNCIAL ASSET

SUBSET ASSET

A | T |
E =

Figure 3-65: Asset Search Report Parameters
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ASSET SEARCH REPORT OUTPUT

Review the Asset Search report output for the search results of the asset repository for assets matching a
description, manufacturer or model; used for asset review.

Sunflower Assets Asset Bearch Page 2 of 4
ASMNE120 10/02/2005 23:41
Identifier Flags official Name Manufacturer Model Eerial Number Agsst Value Acg Date
AGR MET-1017 sH X SENERAL DYHAMICS MLAL ABRAMS 5 4,200,000.00 O
(LAND SYSTEMZ EATTLE TAHE
DIVISICH)
AZR DLACK-HAT- BANCH TRAILER FOUNDATION —ACME EREFAE TEEEFHY 8
ABE ORP-456 x GENERAL DYNAMICS MLAL RERAMS 5
(LAND SYETEMZ EATTLE TAHK
DIVISION)
AGR OPE-456 X SENERAL DYHAMICS MLAL ABRAMS 5 25,000,000.00 02/10/2005
(LAND SYSTEMZ EATTLE TAHE
DIVISICH)
AZR IPE-456 x SENERAL DYHAMICS MLAL ADRAMS 0 000, 000.00 02/30/2005
{LEND SYETEME EATTLE TAHK
DIVISICH}
AGR STE-456 x GENERAL DYHAMICS MLA1 RBRAMS ] 0,000.00 08/
(LAND SYETEMS BATTLE TANK
DIVISICH)
AGR MILEPEC-456 NON RECCRDED NON RECCRDED NON RECORDED § 00 02/10/2005
Quantity : 1 Uch : TON Long Description : MATERIAL FOR REACTIVE ARMOR
AGR MILEPECEEE WON RECOEDED NOH RECCRDED HON RECORDED 5 ) DE/30/2005
Quantity : 2 UcH 1 G Long Description : NON RECORDED
AGR TOOL-456 NON RECCRDED NON RECCRDED NON RECORDED § 45,000,000.0
AZR SPECIALTOOL-456 WON RECOEDED NON RECCRDED HON RECORDED $ £00,000.00
AGE NASA-456B WON RECOEDED NON RECORDED WON RECORDED H 100,000.00
AGR NASA-456D
AGE NASA-456F WON RECOEDED NON RECORDED WON RECORDED H 0, 000,00
AGE NASR-456G ETAR 4G MOTOR ALLIANT STAR 4G MOTOR 8 109,999
TECHSYSTEMS

Figure 3-66: Asset Search Report
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PURCHASE ORDER AGING REPORT

The Purchase Order Aging report shows the detailed information of outstanding purchases orders requiring
receipt and tagging of property.

To run a report perform the following:
Step 1. Select either Agree > Agreement Reports or Reports > Agreement Reports.
Step 2. Click the Purchase Order Aging report.
Step 3. Specify criteria on the Report Parameters page.
Step 4. Click the Submit button.

Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide 3-311



: AGREEMENT REPORTS
User Guide

QUANTITY ORDERED  ~| I~

L]
L]

PO IDENTIFIER x| |PO IDENTIFIER x| |PO IDENTIFIER =]

Figure 3-67: Purchase Order Aging Report Parameters
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PURCHASE ORDER AGING REPORT OUTPUT

Review the Purchase Order Aging report output for the detailed information of outstanding purchases orders
requiring receipt and tagging of property.

Sunflower Enterpriae Purchase Order Aging Report Page 2 of 14
ASPOEO10 10/07/2005 13:26
EC Identifier : 100§
£C SUPPLIER: AMERSHAM PHARMACIA ORGANIZATION: ZEZZ__
Item £ hge 0-30 Days 21-60 Dayp= £1-80 Days= 91-120 Day= 121+ Days
1 SEQUERCER 580 2
Icem § Tosal : 1 2 2
EC Identifier : 1070
50 3UPELIEZR: TEST SUPELIER_ ORGRNIZATICN: RSMM__
Item % Descripsion Age 0-20 Days 21-60 Day= £1-80 Days 91-120 Days 121+ Days
1 3 E ITEM TG BE ROUTED FOR 580 2
AFEROVAL
Item £ Tosal : 1 2 2
EG Identifier : 1071
EC SUPELIER: TEST SUPELIER ORGANIZATICN: ASMM
Iten Desczipsien Rge 0-20 Days 31-60 Days €1-50 Days 91-120 Days 121+ Days
1 SAMELE ITEM T BE ROUTED FOR 680 1
AFEROVAL
Item § Tosal : 1 1 1
EC Identifier :
EC SUPPLIER: FISEER SCIENTIFIC_ORGANIZATION: BAOQ
Item § De=scripsion hge 0-30 Days 31-60 Days £1-80 Days 91-120 Days 121+ Daya
1 $951237, MRGATTRACT DNA BLOOD MINI 580 2
48 EIT
2 $995652 FILTERTIFPS, 1000UL, M4d 580 12

Figure 3-68: Purchase Order Aging Report
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EXCESS ASSET REPORT

Use the Excess Asset report to check for available excess assets. To run a report perform the
following:

Step 1. Select either Excess > Excess Reports or Reports > Excess Reports.

Step 2. Click the Excess Asset report.

Step 3. Specify criteria on the Report Parameters page.
Step 4. Click the Submit button.

Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.

% Sunflower Applications - Production 4.0.0.0 Excess Reports
ASEX6010 Excess Assets
How Would You Like to Select the Assets that Appear on the Report?
Ianager |
- |
Steward |
I™ Inchade the Steward's child Creanizations
Official Name |
Manufacturer |
Model [
Asset Type IOFF\CE EQUIPMENT
FSC/National Stock Womber [
Review Category |
Eeview Type l—l[
Lot Master Type |
Lot Master Identifier l—
Lot Identifier l—

Figure 3-69: Excess Assets Report Parameters
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EXCESS ASSETS REPORT OUTPUT

Review the Excess Assets report output to determine if there are any excess asset available for your
organization. The following report reveals several excess asset available for transfer to your organization.

Sunflower Enterprise Excess Assets Page 2 of 4
ASEX6010 07/19/2005 11:04
Identifies Flags Official Mame Manufacturer Model Serial Nusber Asz=et Value Acqg Date

E0101 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0103 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0201 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0203 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0201 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0203 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0401 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0403 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0501 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E05032 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880
E0601 DESK € FT STEZLCASE DESK € ET $ 1,200.00 01/01/1880

Figure 3-70: Excess Assets Report

After determining the available excess assets for transfer to your organization, you can navigate back to the
Create Excess Asset Reservation screen and submit your request for the selected excess asset.
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INACTIVE ASSETS

overseeing assets that are in storage. The Inactive Assets

chapter defines the process of converting an asset into an
inactive asset, discusses the activities of users who manage the
inactive assets portion of the asset lifecycle and addresses the
steps required to re-utilize and redeploy inactive assets.

I nactive asset management is the field of asset management

KEY CONCEPTS

This chapter discusses the following concepts and activities:

*  “About Inactive Assets”

* “Inactive Roles”

* “Inactive Receival Requests”
* “Create Inactive Assets”

* “Manage Inactive Assets”

*  “Re-Utilize Inactive Assets”

* “Excess Inactive Assets”

* “Retire Inactive Assets”

* “Inactive Reports”



ABOUT INACTIVE ASSETS

ABOUT INACTIVE ASSETS

The Inactive module enables you to create and manage assets that are currently not in-use or that you want
to designate for storage. This chapter starts by looking at:

 Inactive receival requests
 Inactive asset reports
 Inactive assets creation from inactive receival requests.

Additionally, this chapter demonstrates how to manage inactive assets throughout the storage period and the
process for returning inactive assets to service or disposal of inactive assets from storage.
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INACTIVE MODULE WORKFLOW

The Inactive module handles the following primary functions: creation, management, and disposal of assets.
The workflow diagram below depicts this process based on the menu items found within the inactive module
to help you obtain your desired objectives.

Manage Inactive Assets

—= Create b aintain Inactive Assets

“ew Inactive Asset Summany & Historny
— Manage —%-. fssets?

M aintain Inactive Aszet Ongoing Events

— hdaintain Inactive Azset Structune
— Transfer Inadtive Asset Walue

— hdaintain Asset Structures

— Change Inactive Aszzeat Infom ation

e

Request Inadive
Azzet Redeployment

Create Inactive Asset
Final Event

L Dispose

Request Inadive Aszet
E:xcess Receival

Figure 4-1: Sunflower Enterprise Inactive Module Workflow
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INACTIVE ROLES

Sunflower approaches asset management with the belief that you can manage, monitor, control, and account
for an asset throughout its distinct lifecycle. Sunflower does not impose the way in which you have to manage
your assets but provides guidelines, structures, processes, and tools to help you manage them effectively.
The users that you assign to manage the various aspects of an asset at each stage of the lifecycle will
depend upon your organizational structure and processes.

A Sunflower user is any individual to whom you assign one or more roles. The assignment of Sunflower roles
enables users to perform job duties that are enabled by the specified role. Roles provide access to screens
and define the extent to which an individual can perform functions such as adding, updating, and retiring
asset records. The user in question may be an employee or a contractor working on the behalf of your
organization who has a job function that requires either active (e.g. create, update or delete functions) or
passive (e.g. general inquiry, searching and reporting) use of menu items in the Inactive module.

The Inactive module roles include Inactive Managers and Inactive Clerks. Depending upon your
organizational structure, you may find that in a small, or centralized organization, you assign most of the
users as managers responsible for performing all or many of the tasks related to property storage
management with a small number of users assigned as Inactive Clerks to carry out the daily business
process. Refer to “Inactive Menu Access” on page 321 to view the menu items that are accessible to each
inactive role.

For more information about Sunflower application roles, see the Roles chapter in the Sunflower Enterprise
User Guide.
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INACTIVE MENU ACCESS
When assigning roles, it is important to map out the functional responsibilities of your users and decide based

on the tasks that each user must perform how to assign the appropriate application role. The table below lists
menu access within the Inactive module based upon the related Inactive module roles.

e RoLE

MENU ITEM INACTIVE MANAGER INACTIVE CLERK
Maintain Inactive Assets Yes Yes
Inactive Asset Summary and History Yes Yes
Asset Search Yes Yes
Maintain Catalog Entries* - --
Change Inactive Asset Information Yes Yes
Transfer Inactive Asset Value Yes Yes
Maintain Inactive Asset Ongoing Events Yes Yes
Create Inactive Asset Final Events Yes Yes
Edit Inactive Asset Interface Records Yes Yes
Process Inactive Asset Interface Records Yes Yes
Process Inactive Asset PO Interface Records Yes Yes
Edit Asset Value Component Interface Records Yes Yes
Request Inactive Receival Request Yes Yes
Withdraw Inactive Receival Request Yes Yes
Deny Inactive Receival Request Yes Yes
Request Inactive Asset Redeployment Yes Yes
Withdraw Inactive Redeployment Requests Yes Yes
Maintain Asset Structures Yes Yes
Inactive Reports Yes Yes

*Inactive Clerks and Managers have access to the Maintain Catalog Entries screen if you assign them the
AS_CATALOGER role.
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INACTIVE RECEIVAL REQUESTS

From Sunflower’s perspective, any asset may be stored as inactive by first creating a request to a person/
group (e.g. inactive department, warehouse, etc.) to turn an active asset into an inactive asset. In other
words, you are transferring the responsibility of the asset to another group.

Creation of an inactive asset is a two-part process performed by an individual in the steward organization
(e.g. Inventory Clerk or ACR) and an Inactive Clerk. For example, if the ACR is performing the activity, the
first step in the process is to create an inactive receival request. After creating the request, an Inactive
Manager can create the inactive asset from the inactive receival request. An asset cannot become an inactive
asset until the inactive receival request is accepted, however; if this function is performed by an Inactive
Manger, then an active asset may be converted to an inactive asset directly and by-pass the request process.

In addition, there are times when you may want to store an asset for later use. The asset may be a new asset
that has been purchased and designated for a project that is not yet ready to utilize the asset. This asset may
require special storage that can be better handled by your inactive asset organization such as a warehouse
management facility. Alternatively, an asset could be used and in good condition but your organization has no
current use for the asset. By sending the used asset to an inactive storage facility, you give your entire
enterprise the opportunity to search for and request the transfer of non-utilized assets to their organization
and put to use for another project that supports the goals of your entire enterprise. In order to assure that the
assets have proper storage and can be made available when needed, you can request that the assets be
placed in an inactive mode and stored under the proper conditions.

Sunflower provides the Inactive module to handle inactive asset requests for Agreement Assets, Inventory
Assets, Financial Assets and Excess Assets. This section covers inactive receival requests.Specifically, how
to:

.

“Create Inactive Receival Requests” on page 323

.

“Withdraw Inactive Receival Requests” on page 325

.

“Accept Inactive Receival Requests” on page 326

.

“Deny Inactive Receival Requests” on page 329
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CREATE INACTIVE RECEIVAL REQUESTS

A change in accountability is a two-part process that is only complete when the requested party accepts the
change/transfer request. The transfer of assets is a transfer of responsibility that takes place through a
handshake process known as a request and acceptance of an asset. If a request for transfer is made, the
requested steward can either accept or deny the transfer of the assets in question.

Scenario: The following graphic illustrates how to create an inactive asset by using an inactive receival
request. Later on in this chapter, you will learn how to accept an inactive receival request to create an
inactive asset. Inventory Asset, XX04, will not be needed by your organization for at least the next 6
months. As a result you have decided to store it in a warehouse. Any charges required to collect and ship
to the warehouse should billed to account A11201. The asset should be kept dry and may not be used by

other interested individuals.

NAVIGATION
¢ Click Inactive

* Click Request Inactive
Receival

* Click Request
Inventory Asset
Inactive Receival

Request Infarmation
Make inactive in-place? [

Rick-up Location® | n/ERMORE__BUILDING _G__ROOM__200
Deliver-to Location ™ | pERMORE__BUILDING _INACTIVE__ROOM__RCY

Asgets
Ok A |dentifier Manufacturer Model Official Mame
ket B2 004 GATEWAY S0LO 9100 COMPUTER PORTABLE
Reguest No 1103 | Inactive Type CONTROLLED STORAGE
Available to others? M Duration {yrs) Recharge |dentifier A11201
User apog Last Mame®™ MINE First ADM Mid

Unique gqmtg| KEEP DRY AT ALL TIMES |

Comment

May be loaned out during the inactive period. |

Message complete

Sunflower Systems © 2006

Figure 4-2: Creating an Inactive Receival Request
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Step 1. Navigate to the Request Inventory Asset Inactive Receival screen.

Step 2. Enter the inactive request pickup and deliver-to locations.

* You have the option of making the inventory asset inactive without moving the asset to a storage
facility by selecting the Make inactive in-place? checkbox. This checkbox also overrides the Pick-up
Location and Deliver-to Location fields.

* In some cases, it may be more practical for you to store the inactive asset in a designated area that
your organization can control according to the asset's requirements. Use the Make inactive in-place
option to accommodate this type of business practice.

Step 3. Enter the asset identifier in the Identifier field for the item you are requesting.

* In this case, the asset identifier is XX04. The Manufacturer, Model, and Official Name fields auto-
populate.

NOTE: The Request No (Number) is auto-generated upon saving. This number is used
for tracking and reporting, and if necessary to withdraw the request.

Step 4. Use the Inactive Type field to select the type of storage required for the asset.

In this example, it is the default value, CONTROLLED STORAGE. You
can specify detailed storage instructions with the Unique Requirements
text box below.

Step 5. Specify whether the asset is available for loan ( Y'for Yes or NV for No) to others during its inactive
period.

Step 6. Enter the duration of the asset’s inactive period in the Duration (yrs) field. The length of the inactive
period is designated in years (e.g, 0.5 = 1/2 year).

Step 7. Enter the account to charge storage and related costs for inactivating the asset in the Recharge
Identifier field.

Step 8. Specify any special considerations for the handling and storage of the asset (e.g. hazard, special
storage needs, etc.) in the Unique Rgmts text box.

Step 9. Specify any general comments (e.g. pick up times, etc.) in the Comment text box.
Step 10. Click the Save icon to save your request.

Notice the system generated request number. In this case, it is 7703.
This number will be used to complete the inventory asset inactive
receival request later.
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WITHDRAW INACTIVE RECEIVAL REQUESTS
Use the Withdraw Inactive Receival Request screen to withdraw a prior request to inactivate an asset. You
will need the Request No (request number) that you obtain upon saving your Inventory Asset Inactive

Receival request in order to perform this action.

Scenario: The following graphic illustrates how to withdraw an Inactive Receival request.

NAVIGATION

* Click Inactive Reguests

+ Click Withdraw Inactive || OKRequesi Na | ldentfer ManufRctuer Mol et ame
Receival n 1103 Iy 3004 GATEWWAY S0L0 9100 COMPUTER PORTABLE

Inactive Type  cONTROLLED STORAGE
Available to athers? Duration {yrs) Recharge [dentifier  »11201
Rick-up Location | /ERMORE_ BUILDING __G_ ROOM__200
Deliverto Location | \ERMORE__BUILDING __INACTIVE__ROOM__RCY
USEr wiNE ADM ADMIZ
Unique Reguirements  |KEEP DRY AT ALL TMES

Comment  May be loaned out during the inactive period.

Message

Figure 4-3: Withdrawing an Inactive Receival Request

Step 1. Navigate to the Withdraw Inactive Receival Request screen.

Step 2. Enter the inactive request number that you generated when you made the original request to
inactivate the asset in the Request No field.

In this example, it is request number 7703. Click the Tab key to bring up
the asset information.

Step 3. Click the Save icon to withdraw your inactive receival request.
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ACCEPT INACTIVE RECEIVAL REQUESTS

Use the Maintain Inactive Assets screen to create inactive assets based upon the inactive asset receival
requests. This is the second part of the two-part process for creating an inactive asset from another interest
asset. The following example illustrates how to create an inactive asset based on an inactive receival request.
Notice that this screen is similar to the Maintain Inventory Assets screen. For more information about the
Maintain Inactive Assets screen, see “Maintain Inactive Assets Field Terms” on page 341. The distinction is
that you are creating a new inactive asset from an existing inventory asset. In order to create an inactive
asset, you need the following information:

* New identifier for the inactive asset
* Request # (number)

» Existing interest asset type and identifier

You will find that both the Asset Request Number and the interest asset identifier can be found on the Excess/
Inactive Receival Form report. Use either pieces of information from the report to retrieve your pending
inactive assets. For more information about the Excess/Inactive Receival Form report, see “Excess/Inactive
Receival Form” on page 333.
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Use the Asset Request Number that you generated from the inactive receival request, (7703), to create an

inactive asset.

NAVIGATION

[ maintain Ir

¢ Click Inactive

¢ Click Maintain Inactive
Assets

Inactive Assets

Type
Idemwﬂerl:l
Unigue Name
Catalog Identifier” 3 ]

Ianufacturer  GaTEWAY
Official Nare  coMPUTER PORTABLE
Serial Mumber \an30EW

Initial Event  RECEIVE INACTIVE ASSET
Asset Valug® $5,400.00

Asset Condition

Inactive Type  cONTROLLED STORAGE Flags®™ o Duration {yrs) 5 Available to others?
Recharge Identifier 411201 Length Wyidth Height
Unique Requirements <EER THE COMPUTER DRY AT ALL TIMES.
Activity Status  STORAGE Activity Type
WManager o\ jhFLOWER SYSTEMS OWner  UNFLOWER SYSTEMS
Steward  5UNFLOWER SYSTEMS Rep
Custadian gsps9g Last Mame™ Do First  JoHN Tlid
User 512 Last Name® REPRESENTATIVE First ss5ET Mid - cep
Logation™ | [vERMORE__BUILDING __INACTIVE__RODM__RCY
Dacurment™
User Fields*
Glabal User Fields™
Page 2 Comment

Acquisition Date 1011097

Type |dentifier
Euisting Interest Asset

Parents g Children CIAP
Madel =010 9100
Model Name
Drawing Mo
User Fields™
Responsibility Date  qg1/1097

Effective Date 5130005 Expected Return Date
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Figure 4-4: Accepting Inactive Receival Requests
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Step 1. Navigate to the Maintain Inactive Assets screen.

Step 2. Enter a new inactive asset identifier in the Identifier field for the new inactive asset.

In this case, the asset identifier is XX7240. (This new identifier can be the
same identifier as that of the existing asset identifier). The new inactive
asset identifier is based upon your business processes and procedures.

Step 3. Specify the Existing Interest Asset Type as ASR. (Asset Request)

Step 4. Enter the Asset Request Number.

The ASAR number was created during the receival request process. Click
the Tab key to display the asset's information. Alternatively, users that
are assigned the Inactive Manager role can create inactive assets using
this screen without using the request process by specifying the existing
interest asset type (e.g. inventory, agreement, etc.) and their respective
identifier.

Step 5. Enter the appropriate information in the following fields to add the inactive interest asset-specific
information:

.

.

.

Inactive Type -- indicates what type of inactive status to assign to the asset.

Available to others? -- indicates if the asset can be used by others while in its inactive status.
Length/Width/Height -- indicates the asset's dimensions for storage purposes.

Recharge Identifier -- indicates the identifier assigned to the recharge general ledger account.

Unique Requirements -- indicates any unique storage requirements for the asset.

Step 6. Update the new inactive asset's information, as needed. (e.g. Asset Condition as USED - GOOD.
Location updates etc.)

Step 7. Click the Save icon to save your inactive asset record.

NOTE: If you do not enter a value in a required field, Sunflower prompts you to do so.
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DENY INACTIVE RECEIVAL REQUESTS

In addition to accepting receival requests, you can deny receival requests. Use the Excess/Inactive Receival
Form report to determine if there are any outstanding requests for excess or inactive asset transfers to your
organization. For more information about the Excess/Inactive Receival Form report, see “Excess/Inactive
Receival Form” on page 333.

Scenario: The following graphic illustrates how to use the Deny Inactive Receival Request screen to
deny the inactive receival request number,1082, to store a desk. Your property storage organization
does not store office equipment.

NAVIGATION
¢ Click Inactive

Reguests
¢ Click Deny Inactiv : :
(F:!e%eivgl %eqaucetste Ok Request Mo Identifier Manufacturer Model Official Name
[ | 1082 | STEELCASE DESKBFT DESKE FT
Inactive Type  cONTROLLED STORAGE
Ayailable to others? Duwration (yrs) Recharge Identifier

Pick-up Location | \/ERMORE_ BUILDING_ G ROOM_ 222
Deliver-to Location | n/ERMORE__ BUILDING__INACTIWE__ ROOM__RCY

User  ownER REPOSITORY
Unigue Requirements

Comment

hessage

Figure 4-5: Denying Inactive Receival Requests

Step 1. Navigate to the Deny Inactive Receival Request screen.

Step 2. Enter the asset request number in the Request No field.

Step 3. Click the Save icon to deny the inactive receival request.
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ASSETS WITH PENDING EXCESS/INACTIVE REQUESTS REPORT

NAVIGATION

The Assets with Pending Excess/Inactive Requests report enables you to review pending inactive and excess
asset receival requests that are awaiting review and approval.

Use the Assets with Pending Excess/Inactive Requests report to check for pending requests. To run a report
perform the following:

Step 1. Select either Inactive > Inactive Reports or Reports > Inactive Reports.

Step 2. Click the Assets with Pending Excess/Inactive Requests report.

Click Inactive

Sunflower Enterprise - Production 4.5.0.0
. . ORACLE
Click Inactive Reports

or... ASIN6000 Inactive Reports

Click Reports Repository Owner

Click Inactive Reports

Click Assets with Pending Inactive Assets (Global Information; Inactive Asset Final Events
Excess/Inactive Requests
Ascet Search Inactive Asset Interface Processing Resulte
Asset Structure Inactive Asset Summary by Asset Flag
Assets with Pending Exzcess/Inactive Requests Inactive Asset Summary by Asset Type
Excess/Inactive Recewal Form Inactive Asset Timeline

Tnactive Asset & ctivity Summary by Asset Flag Tnactive &ssets

Inactive Asset Activity Summary by Asset Type Purchase Order Agmg Report

Inactive Asset Ongeing Bvents

Previously Run Report

Reports han Menu

Figure 4-6: Selecting Assets with Pending Excess/Inactive Requests Report
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ASSETS WITH PENDING EXCESS/INACTIVE REQUESTS REPORT PARAMETERS

The following report parameters were used to generate the report.

% Sunflower Enterprise - Production 4.5.0.0 Inactive Reports

ASMNG6100 Assets with Pending Excess/Inactive Requests

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

Steward |
I Include the Steward's child Crganizations
Tdentifier Last Name First fid Prefix Suffiz
Custodian | | | | | | -
Tdentifier Last Name First Iufid Prefix Suffi
User / I I I [ Ef =
Identfier Last Name Furst Iuhid Prefix Suffiz
— | | | | = o
Interest Type to Print With ,m
Request
Include Only Assets With

Thus Interest

il
Include Only Assets With a ,N—

Current Interest

Agset User Fields

=I[3]
Request

I Excess Recewal Requests

¥ Tnactive Receival Recquests

™ Inactive Redeployment Requests

¥ In-place Receival Requests

Include Only Fequests Recorded Between QMIDDTYYY) and AOLDDITYYT)

Include Request Comment |

Figure 4-7: Assets with Pending Excess/Inactive Requests Parameters
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ASSETS WITH PENDING EXCESS/INACTIVE REQUESTS REPORT OQUTPUT

Review the Assets with Pending Excess/Inactive Requests report output to determine if there are any
outstanding excess or inactive requests for the property storage organization.

The report output includes the following:

» Report title page and summary of criteria used to create the report

» Report details (pay special attention to the Request Number and the Identifier)

* End of report page

Report Output

RAEMN&100

Request No Identifier

Sunflower Enterprise

Flags official Name

Manufacturer Model

Assets With Pending Excess/Inactive Requesta

Serial Number

Page 2 of 8
05/22/2006 16:18

Asset Value

1063 1INV 0151

Pick-up Locaticn

1064 1INV 0251

Pick-up Locaticn

1065 1INV 0351

Pick-up Locaticn

1066 1INV 0451

Pick-up Locaticn

Asset Conditien :
Steward :
Custodian :

User :

Asset Conditicn :
Steward :
Custodian :

User :

Asset Conditicn :
Steward :
Custodian :

User :

Asset Conditien :
Steward :
Custodian :

User :

CCMPUTER MINI

SUNFLOWER SYSTEME

FRAZIER KRISTEN & 020866
: LIVERMORE
BUILDING : G RCOM : 200

CCMPUTER MINI

SUNFLOWER SYSTEME

FRAZIER KRISTEN & 020866
: LIVERMORE
BUILDING : G RCOM : 200

CCMPUTER MINI

SUNFLOWER SYSTEME

FRAZIER KRISTEN & 020866
: LIVERMORE
BUILDING : G RCOM : 200

CCMPUTER MINI

SUNFLOWER SYSTEME

FRAZIER KRISTEN & 020866
: LIVERMORE
BUILDING : G RCOM : 200

HEWLETT-PACKARD

Request
Requester

Deliver-to Location

HEWLETT-PACKARD

Request
Requester

Deliver-to Location

HEWLETT-PACKARD

Request
Requester

Deliver-to Location

HEWLETT- PACKARD 2000

Request

Requester

Deliver-to Location

3701

1 INACTIVE RECEIVAL
! OWHER REFPCEITORY
Reguester Fhone :

: LIVERMORE

BUILDING : INACTIVE

1 INACTIVE RECEIVAL
1 OWHER REFCEITORY
Reguester Fhone :

! LIVERMORE

BUILDING : INACTIVE

1 INACTIVE RECEIVAL
! OWHER REFPCEITORY
Reguester Fhone :

: LIVERMORE

BUILDING : INACTIVE

1 INACTIVE RECEIVAL
! OWHER REFPCEITORY
Reguester Fhone :

: LIVERMORE

BUILDING : INACTIVE

ROCM 1

ROCM 1

ROCM 1

ROCM 1

§ 3,300.00

o0e/21/1%38

3,300.00

e

o0e/21/1%38

3,300.00

e

o0e/21/1%38

3,300.00

e

o0e/21/1%38

Figure 4-8: Assets with Pending Excess/Inactive Requests Report Output
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EXCESS/INACTIVE RECEIVAL FORM

NAVIGATION

The Excess/Inactive Receival Form report prints a generic form, with a barcode, that can be used for excess
and inactive asset pick-up. This form also tell you if there are any outstanding excess or inactive requests to
the property storage organization.

Use the Excess/Inactive Receival Form report to print the form for excess and inactive asset pick-up. To print
the form, perform the following:

Step 1. Select either Inactive > Inactive Reports or Reports > Inactive Reports.

Step 2. Click the Excess/Inactive Receival Form.

Click Inactive Sunflower Enterprise - Production 4.5.0.0
ORACLE

Click Inactive Reports
or... ASIN6000 Inactive Reports

Click Reports Repository Owner

Click Inactive Reports

Click Excess/Inactive Inactive Assets (Glebal Inf ) Inactive Asset Final Events

Receival Form
Asset Search Inactive Asset Interface Processing Results
Aseet Structure Inactive Asset Summary by Ascet Flag
Assets with Pending Excessinactive Requests Inactive Asset Summary by Asset Type
Excess/Inactive Receival Form Inactive Asset Timeline

Inactive Asset Actwity Summary by Asset Flag Inactive Assets

Tnactive Asset Activity Summary by Asset Type Purchase Order Aging Report

Inactive Asset Ongomg Events

Previeusly Run Report

Reports fain henu

Figure 4-9: Selecting the Excess/Inactive Receival Form
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User Guide

ASSETS WITH EXCESS/INACTIVE RECEIVAL FORM REPORT PARAMETERS

The following report parameters were used to generate the report.

WVENTORY ASSET o[

Figure 4-10: Excess/Inactive Receival Form Report Parameters
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EXCESS/INACTIVE RECEIVAL FORM REPORT OUTPUT

Review the Excess/Inactive Receival Form report output to determine if there are any outstanding requests
for excess or inactive asset transfers to your organization. The following report reveals several assets that
have been requested for transfer to the inactive organization.

Sunflower Enterprise Inactive Recelval Form
ASMNE110 05/22/2006 16:21

1073

: 08/21/1998

Identifier
Manufacturer : STEELCASE Mcdel : DESK 6 FT
COfficial Name : DESK & FT Azzet Type : OFFICE EQUIFMENT
Cuantity : TcM
Descripticn
Serial Numbker : 01 Value : 2 F0O0.00
Flags : Bequisition Date : 01/01/1995
Manager : SUNFLOWER SYSTEMS Cwner : SUNFLOWER SYSTEMS
Steward : SUNFLOWER SYSTEMS Rep
Custodian : Phone
Elternate Pheone
Inactive Type : CONTROLLED STORAGE TUser : OWNER REPOSITORY
Available? : N Duraticon (yrs) : (years)

Recharge Identifier :

Unique Rgqmnts

Pick-up Location Deliver-te Lecaticn

LIVEEMORE LIVEEMOEE

BUILDING : G ROOM : 22 EUILDING : INACTIVE ROOM : RCV
Comment :

Figure 4-11: Excess/Inactive Receival Form Report Output
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CREATE INACTIVE ASSETS

Sunflower simplifies the process of creating and maintaining assets for your organization. As an asset
management professional, you will often find the need to add individual assets to your property management
system of record. Sunflower provides several screens and interfaces that simplifies the process of adding
individual assets (with or without purchase order information), updating asset information and transferring
assets to and from your organization. Whether you are creating a simple asset from scratch, a composite
asset from multiple purchase orders, or if you need to create multiple inactive assets at once from a single
purchase order line, Sunflower enables you to complete these and similar transactions with the Inactive
module. In this section, you will learn how to inactive asset records using the following methods:

» “Create Inactive Assets From Inactive Receival Requests” on page 338
» “Create Inactive Assets from Scratch” on page 339 (Maintain Inactive Assets screen)

» “Mass Asset Creation” on page 347
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Sunflower provides a purchasing interface to use data that was generated from a purchasing application to
create an asset.

Furchase Onrders
Receipts

Purchasing

Froperty Records

Cepredation

_ Capitalization
1
1
1
1
1
1

______________ - Fixed Assets

Figure 4-12: Tying Sunflower Systems Into the Financial System Process

Those assets that you purchase are recorded as an acquisition cost. A procurement document can be a PO,
delivery order, credit card purchase, or any other purchase order document. In most cases, the cost of an
asset is equal to the amount of money exchanged for the asset and any associated costs to prepare the asset
for its intended use. These associated costs can include freight, shipping, taxes, site preparation, installation,
testing, and reconditioning.

Once a purchase order is transmitted to Sunflower, a shell asset is created. Based upon your business
processes you can create asset records under the following situations:

* PO created and sent to vendor, item(s) have not yet arrived (shell record). Awaiting additional information
such as Serial Number, Location, User, etc.

* PO created and sent to vendor, item(s) have arrived (actual record). Entry of all related data can be
performed.

A Property Manager will determine which PO lines make up an asset. If you want to capitalize the newly
created asset, you can reflect the capital asset details in the Sunflower Assets Finance module or a 3rd party
financial system via a real-time process interface. Alternatively, you can create inventory asset records from
scratch with the Inactive module.
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CREATE INACTIVE ASSETS FROM INACTIVE RECEIVAL REQUESTS

Staff throughout your organization will make requests for inactive asset receival as the need to store assets
arise. Once the request is made, how do your counterparts in the property storage know that pending
requests are awaiting approval? Depending on your internal business process, the property storage staff can
use reports to review pending asset receival requests and approve or deny receival requests as deemed
appropriate.

For more information on running reports for pending receival requests, see:“Assets with Pending Excess/
Inactive Requests Report” on page 330 and “Excess/Inactive Receival Form” on page 333.

For more information on creating inactive assets from an inactive receival request, see, “Accept Inactive
Receival Requests” on page 326.
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CREATE INACTIVE ASSETS FROM SCRATCH

Similar to the role that the Maintain Inventory Assets screen plays in the management of inventory assets, the
Maintain Inactive Assets screen is an integral feature that can be used frequently in the day-to-day
management of inactive assets. Use the Maintain Inactive Assets screen to create inactive assets in an ad
hoc manner. For example, you may want to track assets that your organization fabricates for custom
applications and stores until they are ready to be deployed for active service. These assets were not
purchased so there is no purchase order information to refer to when creating the asset records for the newly
fabricated items. In addition, the Maintain Inactive Assets screen enables you to update the descriptive
information (e.g. Location, Custodian, and Asset Condition) for an inactive asset, as well as create catalog
entries, add comments, attachments or pictures.

Scenario: The following graphic illustrates how to create an inactive asset from scratch. In this example,

you will learn how to create an inactive asset record for a new computer that you want to store until it is
ready for active service deployment.

NAVIGATION
¢ Click Inactive Inactive Assets Type Type Identifisr
. . . . Identifier w1934 Existing Interest Asset
+ Click Maintain Inactive U |
Assets Catalog Identifier” o7 Tl Parents Children CIAP
Manufacturer app| £ todel w5500
Official Marfie - ©OMPUTER-PERSONAL Wadel Mame - pOwWER MAC
Serial Mumber 04321 Drawing Mo
Initial Event nECENVE INACTIVE ASSET User Fields*
Asset Value™ $1,500.00 Acquisition Date gg,04/2005 Responsibility Date  gs,04/2005
Asset Condition g USED - FAIR Effective Date ggma2005 Expected Return Date
Inactive Type -oNTROLLED STORAGE Flags® = Duration {yrs) 1.0 Awvsilable to others?
Recharge Identifier s217¢ Length Wiidth Height
Unigque Requirerents |\ «FEp pRY
Activity Status  sTORAGE Activity Type
Manager  cUNFLOWER SYSTEMS OWmer - cUNFLOWER STSTEMS
Steward  SUNFLOWER SYSTEMS Rep
Custadian  jopoE Last Name* poE First JoHN hid
User Last Mame™ First Ilid
Loeation® | ERMORE__BUILDING __INACTIVE__RODM__RCY
Document™
User Fields”
Global User Fields*
Page 2 Comment
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Figure 4-13: Creating Inactive Assets From Scratch
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Step 1. Navigate to the Maintain Inactive Assets screen.

Step 2. Enter a new asset identifier in the Identifier field for the new computer. In this case, the asset
identifier is XX7234.

Step 3. Enter the core asset information accordingly. For more information, see “Maintain Inactive Assets
Field Terms” on page 341.

Step 4. Enter the appropriate information in the following fields to add the inactive interest asset-specific
information:

.

Inactive Type -- indicates what type of inactive status to assign to the asset.

Available to others? -- indicates if the asset can be used by others while in its inactive status.
Length/Width/Height -- indicates the asset's dimensions for storage purposes.

Recharge Identifier -- indicates the identifier assigned to the recharge general ledger account.

Unique Requirements -- indicates any unique storage requirements for the asset.

Step 5. Update the new inactive asset's information, as needed. (e.g. Asset Condition as USED - GOOD.
Location updates etc.)

Step 6. Click the Save icon to save your inactive asset record.

NOTE: If you do not enter a value in a required field, Sunflower prompts you to do so.
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MAINTAIN INACTIVE ASSETS FIELD TERMS

The following table lists the details of each field on the Maintain Inactive Assets screen.

Maintain Inactive Assets Field Terms

FIELD NAME
Identifier

Type (Asset Identifier)

Existing Interest Asset
Type
Identifier

Unique Name

Default Location

Catalog Identifier

Commodity

Parents

Sunflower Systems © 2006

DESCRIPTION/EXPLANATION
Identifier assigned to an inactive asset.

The asset identifier Type assigned to the asset, (e.g.tageable, non-tageable,
etc.). An example of how you might use this feature is to indicate that an asset
is being tracked but is not directly tageable. You may have assets that would
be impractical to try to affix a barcode or other type of identifier directly to the
asset. By indicating that the asset is not directly tageable, you can alert your
staff to look for the asset identifier in another logical location when indicating
the asset is not tageable.

Asset identifier types are maintained as Domains in the Administration module.
You must create your asset identifier types before you can assign them
throughout the application.

Specifies the type of interest asset (e.g. inventory, agreement, inactive, excess etc.) Leave
blank if this asset record does not exist in the systems as another interest asset type.

For example, you may have an inventory asset with its own inventory asset identifier that
you want to convert into an inactive asset. You can reference an existing inventory interest
asset Type with its corresponding inventory interest asset identifier and Sunflower
populates all of the corresponding information for that asset in the Maintain Inactive Assets
fields.

The Unique Name is a data set on items that is globally unique, unambiguous
and robust enough to ensure that information is consistent through the life
cycle of the asset and supports the multifaceted business applications and
users.

The Unique Name enables organizations to track an asset irrespective of the custodians
who are accountable for the asset during its lifetime.

Specifies the default location for an inventory asset. For assets that are
frequently borrowed from a Check-In-Out Point, the Default Location specifies
the asset’s location when it is not loaned out to a borrower.

The Catalog Identifier field automatically populates upon specifying the
designated Manufacturer and Model Number combination. Alternatively, if you
know the Catalog Identifier, you can enter the value here and the
corresponding manufacturer and model number information is populated
based on the Catalog Entry.

For more information about Catalog Entries, see the Catalog Management chapter of the
Sunflower Enterprise Administration Guide.

The Commodity asset checkbox is marked if the asset is designated as an asset using the
Commodity button at the bottom of this page.

The Parents field displays the number of parent records for the current asset
record that you are viewing. If an asset has a parent asset association, the
number of associations displays in the Parents field. An asset can have
multiple parents.

Double click in the Parents field to view the detail parent record information on
the Maintain Asset Structures screen where you can view the parent record
information for the selected asset.
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Maintain Inactive Assets Field Terms (Continued)

FIELD NAME

Children

CIAIP

Manufacturer

Model

Official Name

Serial Number

Drawing No

Initial Event

User Fields

Asset Value

Acquisition Date
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DESCRIPTION/EXPLANATION

The Children field displays the number of child records for the current asset
record that you are viewing. If an asset has a child asset association, the
number of associations displays in the Children field. An asset can have
multiple children.

Double click in the Children field to view the detail child record information on
the Maintain Asset Structures screen where you can view the child record
information for the selected asset. For more information about Parent Child
assets, see Chapter 1, "Maintain Asset Structures (Parent/Child
Relationships)” on page 43.

The C/A/P field indicates if there is a comment C, attachment A, or picture P
attached to the selected inactive asset record.

Double-click to select from the list of values a valid manufacturer name. If the
value you are looking for does not appear in the list of values, use the .
Administration module to add the new Manufacturer name to the list of valid
Organizations. For more information about adding manufacturers, see the People and
Organization chapter of the Sunflower Enterprise Administration Guide.

Double-click to select from the list of values. If the value you are looking for does not
appear in the list of values, use the Management module Maintain Catalog Entries screen
to add the corresponding manufacturer and model number combination.

The Official Name field automatically populates upon specifying the Manufacturer and
Model Number. You create Official Names for Manufacturer and Model combinations by
using the Maintain Catalog Entries screen.

Enter the serial number for the asset. If there is no serial number for the asset, leave blank.

Enter the drawing number used to design and construct the asset. Generally
used for architectural and construction projects.

Double-click to select from the list of values. This field can be extended to capture your
business practice specific information. Asset Initial Events are maintained as Domains in
the Administration module. You must set up your asset initial events before you can assign
them throughout the application.

Double-Click to open up this complex field for data entry. In this case, the User
Field captures the context based information for a Purchase Initial Event has
been extended to capture the Purchase Order, Purchase Order Line and
Purchase Account information from a PO. Leave Blank if there is no
corresponding PO information for the corresponding initial event. You can
define the context for the user fields specific to the screens and interest assets.
User fields enable you to personalize the application to provide additional
information that is not available when using the standard application. For more
information, see Chapter 1, "Edit Inventory Asset Records” on page 30.
Double-click to open the Asset Value Components block and specify the asset
value components.

Asset Value Types are Domains that you specify in the Administration module. You will
define these types based on your organization’s business practices. The value
components of an asset can be comprised of several different activities (e.g. acquisition
cost, shipping, site preparation, installation, upgrades etc.).

Enter the cost of the asset. Do not enter $, commas, or.00. 1500 is the same as $1,500.00.

You can use the Administration module to extend the Asset Value Component user
defined field (User Fields) to accommodate your business practices.

The Cap? (Capitalize?) field tells you if an asset is capitalized. You can
capitalize an asset with the Finance module using the Capitalize Financial
Assets screen. It is a display only field on this screen.

Enter the date the asset was purchased. MM/DD/YYYY format. Double-click to use
the Calendar function to select your date from Calendar pop-up window.
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FIELD NAME

Responsibility Date

Asset Condition

Effective Date

Expected Return Date

Inactive Type

Flags

Duration (yrs)
Available to others?

Recharge Identifier

Length
Width
Height

Unique Requirements

Activity Status

Activity Type

Manager

Owner
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CREATE INACTIVE ASSETS

Maintain Inactive Assets Field Terms (Continued)

DESCRIPTION/EXPLANATION

Enter the date in which you took ownership of the asset. MM/DD/YYYY format.
Double-click to use the Calendar function to select your date from Calendar
pop-up window.

Used to specify the current working quality of the property. Select from the list
of values the appropriate condition of the asset.

If you cannot find the appropriate selection, you can create the value in the
Administration module by using the Maintain Asset Conditions screen.

For more information about Asset Conditions, see the Domains and Documents chapter of
the Sunflower Enterprise Administration Guide.

The date that the asset becomes active in the Sunflower database. MM/DD/YYYY
format. Double-click to use the Calendar function to select your date from
Calendar pop-up window.

When loaning property, enter the date that you expect to have the property returned. MM/
DD/YYYY format. Double-click to use the Calendar function to select your date
from Calendar pop-up window.

Indicates the type of inactive status assigned to the asset.

Double-click to open the Asset Flag complex field to specify special conditions
for the asset. (e.g. sensitive, hazardous etc.) Leave blank if there are no
special conditions to apply to the asset. In this case, the computer has been
marked as sensitive. Although the computer itself may be benign, the data
residing on the computer hard drive may be of a sensitive nature.

To add asset flags, use the Administration module Define Asset Flags screen.
(Other typical flags might be Flammable, Keep Dry, Corrosive, etc.)

For more information about Asset Flags, see the User Extensibility chapter of the
Sunflower Enterprise Administration Guide.

Enter the duration of the asset’s inactive period in the Duration (yrs) field.The
length of the inactive period is designated in years (e.g, 0.5 = 1/2 year).
Indicates if the asset can be used by others while in its inactive status.

Enter the recharge general ledger account to charge storage and related costs
for inactivating the asset in the Recharge Identifier field.

Length/Width/Height -- indicates the asset's dimensions for storage purposes.

Specify any special considerations for the handling and storage of the asset
(e.g. hazard, special storage needs, etc.) in the Unique Requirements text box.

Used to specify the current state of the property. (e.g. In Service, Inactive, etc.)
You can add activity statuses using the Administration module Maintain Activity
Statuses screen.

For more information about Activity Statuses, see the Domains and Documents
chapter of the Sunflower Enterprise Administration Guide.

Enter the Activity Type for the asset. For example, you may want to use an
asset for various research projects. You can update the Activity Type field to
reflect the project that is currently using the asset.

Specify the managing organization of the asset. You create managers by using the

Administration module Maintain Organizations screen and assigning the organization as a
Manager organization structure.

Specify the owning organization of the asset. You create owners by using the
Administration module Maintain Organizations screen and assigning the organization as
an Ownerorganization structure.
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FIELD NAME

Steward

Rep

Custodian

User

Location

Document

User Fields

Global User Fields

Page 2

Comment

Re-Request

Commodity
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Maintain Inactive Assets Field Terms (Continued)

DESCRIPTION/EXPLANATION

Specify the steward of the asset. You create stewards by using the Administration module
Maintain Organizations screen and assigning the organization as a Steward organization
structure.

The name of the Steward’s primary ACR (Asset Center Representative).

Specify the custodian of the asset. You can select a Custodian by either their Last Name,
First Name or Identifier. A Custodian identifier can be an employee ID or badge number
that is unique to that individual.

You create individuals in Sunflower applications by using the Administration module
Maintain People screen.

Specify a specific user of the asset if applicable. You can select a User by either their Last
Name, First Name or Identifier. A User identifier can be an employee ID or badge number
that is unique to that individual.

You create individuals in Sunflower applications by using the Administration module
Maintain People screen.

Double-click to open the Location complex field and assign the asset location
accordingly. You can create locations using the Administration module
Maintain Locations screen and its supporting maintenance screens to capture
your organization’s set of locations.

For more information about setting up locations, see the Domains and Documents
chapter of the Sunflower Enterprise Administration Guide.

Enter the related asset Document information such as type of supporting
documentation, documentation identifier, storage type and organization for an
asset.

You can use the Administration module Maintain Domains screen to create
and edit the Document Type and Document Storage Type domains to fit your
business practices.

User Defined Fields (UDFs) data entry is based upon your business practices/
needs. User fields enable you to personalize the application so that users can
provide additional information that is not available when using the standard
application.

In this example, the UDF is a context free extension of the Inventory Asset
State. You can provide the asset weight in this case.

For more information, see Chapter 1, "Edit Inventory Asset Records” on
page 30.

Global User Defined Fields (UDFs) data entry is also based upon your
business practices/needs. Global user field information is applicable to all
interest asset states. This field is tied the Asset State

In this example, the UDF is a context based extension of the Asset State which
is tied to the Catalog Entry Asset Type information for this asset.

Click to display the pop-up window for Page 2 which contains the Catalog Entry
information for this asset.

Click to open the Comments, Attachments and Pictures screen. Add any
supporting comments, attachments or pictures for the asset.

You can use the Re-Request button to create a new request to transfer the
displayed asset if the prior request was denied. For more information about
asset transfers, see Chapter 1, "Transfer Assets” on page 49.

Click to open the Commaodity Information screen to enter commodity specific
units of measure and quantities.
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CREATE INACTIVE ASSETS

Use the Page 2 button to view additional catalog information. Most of these fields are display only when
viewed in this manner. You must use the Maintain Catalog Entries screen to create or edit the Catalog
Information. You can, however, use this screen to provide override values for Service Life, Salvage Value %

or Replacement Value.

NAVIGATION
¢ Click Inactive

Inactive Assets

Type Type |dentifier
Identifier 1203 Existing Interest Assat
* Click Maintain Inactive Ui B
Assets Default Location™
« Click Pa 2 Catalog Identifier* 1115 [JCommaodity Parents Children CIPiA
ge Manufacturer  TELTRONX Iadel 2204
Official Name  g=ciLL0SCcOPE todel Mame
Serial Mumber 443302 Drawing Mo.

Initial Event
Asset Walue®

RECEIVE INACTIVE ASSET
$4,625 00
Asset Condition

User Fields™
Acguisition Date  ga/01/1995
Effective Date (5,25/2005

Responsibility Date
Expected Return Date
i s 1.0 Available to others?

100 Height 1.00
Catalog Information
Assel Type L ABORATORY EQUIPMENT
Federal Supply Classification ’_‘ | | ER SYSTEMS
Stock Mumber
Service Life (yrs) 10 Salage Walue % Replacement Walue (el
Owerride: Service Life (yrs) Salvage Walue % Replacement %alue L
Ok
ttachment

Figure 4-14: Displaying Page 2 of the Maintain Inactive Asset Screen

Sunflower Systems © 2006

Sunflower Enterprise Assets® User Guide 4-345



CREATE INACTIVE ASSETS

Maintain Inactive Assets Page 2 Field Terms

FIELD NAME
Asset Type
Federal Supply
Classification
Stock Number

Service Life
Override:

Salvage Value %
Override:
Replacement Value
Override:
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DESCRIPTION/EXPLANATION
Displays the type of asset assigned to this asset’s catalog entry. Display only.

Displays the assigned Federal Supply Classification Group Number, Class Number,
National Identification Number and long name for the asset. Display only.

Specifies the assets internal stock number or identification. Display Only

The assigned catalog entry service life (in years) for the specified asset type. Display only.
You can use the Override Service Life field to enter an override value for the asset’s
service life.

The assigned catalog entry Salvage Value % for the specified asset type. Display only.
You can use the Override Salvage Value % field to enter an override value for the asset’s
Salvage Value %. Enter a value between 1 and 100.

The assigned catalog entry replacement value for the specified asset type. Display only.

You can use the Override Replacement Value field to enter an override value for the
asset’s replacement value.
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MASS ASSET CREATION

Sunflower provides two methods for creating multiple assets. You can use either the Maintain Inactive Assets
Duplication feature to create multiple asset records with similar information or if you have multiple assets on a
single PO line item, the PO Interface Duplication feature is a quick and easy way to create several assets at
once. This section covers how to create multiple assets using the following methods:

* “Maintain Inactive Assets - Duplication” on page 348

* “PO Interface - Duplication” on page 349
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MAINTAIN INACTIVE ASSETS - DUPLICATION

If you have several assets of the same type that you need to create and place in storage until they are ready
to be issued, you can use the Maintain Inactive Assets Duplication feature to create new asset records with
the same descriptive text. You must supply the duplicate assets with a unique asset Identifier and Serial
Number. After duplicating the new assets, verify and update the Location, Custodian, and User information
for each duplicate asset.

Scenario: The following graphic illustrates how to create duplicate records with the Maintain Inactive
Assets Duplication feature.

NAVIGATION -
* Click Inactive Inactive Assets
Type Type |dentifier
« Click Maintain Inactive Identifier m ’7 Existing Interest Asset | ‘
Assets Unique Mame |
Default Location®™ | Copy to Location?
+ Click Open a Record Catalog Identifier™ [1715 Commodity Parents | Childen | C/R7A [
Manufacturer [TERTRONX hodel o204
« Click F4 or Shift+F6 Official Name [0501LLOSCOPE Model Name
Serial Mumber [143302 Drawing Mo, ‘
Initial Event [RECENVE INACTIVE ASSET User Fields* ‘
AssetVale™ [ g4526.00 Acquisition Date ’M Responsibility Date ’—
Asset Candition Effective Date 05052008 Expected Return Date
Inactive Type [coNTROLLED STORAGE Flags® [ Duration (yrs) W Awailable to others? ’y—
Recharge Identifier Length 100 Width | 100  Height ‘ 100
Unigue Reguirerments |
Activity Status |STORAGE Activity Type ‘
Manager [sUNFLOWER SYSTEMS Owmer sUNFLOWER SYSTEMS
Steward [SUNFLOWER SYSTEMS Rep |
Custodian ’W Last Name* ’Dolfi First ’Wi Mid ’_
User ,0555537 Last Mame™ ’DOEi First W Mid ’7
Location™ || |VERMORE _BUILDING __E__WHG_02
Document* |
User Fields™ |
Global User Fields* |
W W Comment ¢ Picture / Attachment

Figure 4-15: Creating Duplicate Asset Records

Step 1. Click either F4 or Shift + F6 to duplicate an asset. Notice that Duplicate Record appears at the top
of the screen.

Step 2. Enter a new ldentifier for the duplicate asset.
Step 3. Enter a new Serial Number.
Step 4. Verify or update the Location, Custodian, and/or User Fields.

Step 5. Click the Save icon to save your asset record.
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PO INTERFACE - DUPLICATION

The PO Interface Duplication feature enables you to create multiple asset records from a single line item. For
example, a common exercise could involve the purchase of several computers from the same manufacturer
for the same model. Rather than creating each asset record from scratch, use the PO Interface Duplication
feature to replicate the common information for each item from the selected line item. Although much of the
asset information is the same, you must assign a unique asset identifier for each item. After creating an asset
or specifying an existing asset, the details of that asset can be duplicated to create new assets.

Scenario: The following graphic illustrates how to create duplicate records with the PO Interface. For
more information about how to use the PO Interface to allocate line items, see Chapter 9, "PO Interface”
on page 563.

NAVIGATION

¢ Click Inactive

¢ Click Process Inactive
Asset PO Interface
Records

¢ Click Number in
Duplicate field

¢ Click Times button

~ Assets Asset Initial Event ‘alue Components
Ok Identifier * Mew Asset
I Xx1230 = Identifier Type
- v, -
Catalog® 1139
IC r
Manufacturer £ POINTE TECHNOLOGIES
C r
Madel 5105
O [ Official Mame  sERvER
r = Serial Number Acguisition Date 51,2005
r = Effective Date  ng11/2005 Responsibility Date g/ 1,2005
- C Activity Status |1 SERVICE Flags™
r = Asset Condition 4 UNUSED - GOOD
I r
- - Manager | SUNFLOWER SYSTEMS
Owner  cUNFLOWER SYSTEMS
IC r
Steward  ASSET CENTER XX
- c Custadian Identifier
= = Last Mame First Mid
Duplicate 1] Times User dentifer
- Last Mame First Tlid
Location® | \/ERMORE__BUILDING __100__ROOM__123
Unprocessed Asset Records Activity Type
1 Edit Mew Assets
0 Edit Exigting Assets
= Message
id |

Figure 4-16: Duplicating Asset Records with the PO Interface

Enter the number of duplicate assets that you wish to create in the Duplicate field. Press the Times button to
add the new assets in the Assets block where they are assigned incremental asset identifiers or a 7ag
Needed indicator. Verify that each asset has been assigned a valid asset identifier. Modify the details of each
asset before saving. When using an alphanumeric value asset identifier, any number of initial alpha
characters terminated by a numeric value of one or more digits increments the numeric portion of the asset
identifier and is assigned to each duplicate asset.
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MANAGE INACTIVE ASSETS

The Inactive module facilitates the detailed tracking of the relationships between assets, organizations and
people as they change over time. After you acquire your assets, you will need to assign a location, a
responsible party and organization for each asset. Sunflower enables you to maintain your inactive assets by
using several Inactive module screens to update the attributes of your inactive assets. Complimenting the
Maintain Inactive Assets screen are the supporting Inactive module screens that can assist you in the day-to-
day management of your inactive assets.

The Request Inactive Assets Change screen enables you to create and accept asset transfer requests for
other steward organizations. To provide for individual and organization transfers, Sunflower uses a request/
accept/deny model to ensure that accountability is not transferred without consent of both parties. This
permits an organization or individuals to request that another organization or individual become accountable
for an asset.

The Change Inactive Assets Information screen enables you make simultaneous mass updates to multiple
assets within your organization. Another useful Inactive module feature is the Maintain Asset Structure
screen that enables you to manage your diverse set of Parent/Child asset structures. Finally, the Inactive
module reports enable you to view the details and history of your inactive assets.

The following sections will detail how to use the above inactive module features to manage and capture your
inactive assets and related activities efficiently.

* “View Inactive Asset Details” on page 351

» “Edit Inactive Asset Details” on page 359

Further functions that you can use to manage inactive assets is covered extensively in the Inventory Assets
chapter as follows:

* Chapter 1, "Edit Inventory Asset Records” on page 30

* Chapter 1, "Edit Comments, Attachments and Pictures” on page 32

* Chapter 1, "Maintain Asset Structures (Parent/Child Relationships)” on page 43

e Chapter 1, "Transfer Assets” on page 49

* Chapter 1, "Transfer Inventory Asset Value” on page 65

* Chapter 1, "Maintain Inventory Asset Ongoing Events” on page 66

» Chapter 1, "Maintain Inventory Asset User Fields” on page 68
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MANAGE INACTIVE ASSETS

The Asset Summary and History screen is one of the most widely used screens. The Asset Summary and
History screens enable you to view the current and historical information for assets based on a specific
interest asset (e.g. Agreement, Management, Finance, Inactive, and Excess). You can perform a quick
search to find current and historical information for a single asset or a group of assets. Sunflower maintains a

history of every change made to an asset.

Scenario: The following graphic illustrates how to review an asset and its history.

NAVIGATION
* Click Inactive el Identifier Type Parents [y (@] Children | | @] C/P/A [®]=
. . Identifier HETE Current |dentifier 5202
* Click Inactive Asset |
Symmary and Default Location® ‘
History
Timeline
« Include history
Manufacturer [TERTRON @ Model 111209 @;
Official Mame [n=ciL 0scoPE todel Name
Serial Mumber [7g902 Drawing Mo.
Initial Event [nECENVE INACTIVE ASSET @ User Fields™ @
Final Event @ User Fields™ @
Asset Value® $2,500.00 |NOT CAFWALE@ Acquisition Date 01,011997 Responsibility Date (1,01/1997
Asset Condition | | Effective Date 1511908 Expected Return Date
Act StatusiType |STORAGE Flags Activity Type ‘
Manager [sUNFLOWER SYSTEMS & Owner [SUNFLOWER SYSTEMS al
Steward [5NFLOWER SYSTEMS &) Rep | =Y
Custodian Do JOHN 050595 =
User [FRa7IER KRISTEN 5 020866 &)
Loeation® || 1vERMORE__BUILDING__E_ WHG_ 02 =
Document® @
User Fields™ | @
Global User Fields* | @ —
Creator Information | I Interest Details
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Figure 4-17: Inactive Asset Summary and History
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Step 1. Navigate to the Asset Summary and History screen.

Step 2. Select the Include History checkbox.
Step 3. Enter the asset identifier in the Identifier field.
Step 4. Press the tab key to display the summary page for the asset record.

To view the history for multiple assets, use the Query Criteria screen to
search for and retrieve one or more assets based on the query criteria
that you select.

Step 5. Scroll up and down to observe the changes to the asset. The latest information displays as the
current record reflecting the changes. Click the Next Record icon to view the history.

Step 6. Click the Details icon adjacent to an attribute field on the Inactive Asset Summary and History
screen to view the details of that attribute. For example, click the Details icon next to the
Manufacturer field to display the Review Organization screen in display only mode.

Step 7. Click the closeout box (X) to exit out of the Review Organization screen and return to the Asset
Summary and History screen.

Step 8. Click the Timeline tab to view the selected asset event, resolutions and requests history. For more
information about how to view the history of asset events, see “Review The Asset Event History”
on page 353.
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MANAGE INACTIVE ASSETS

Use the Asset Timeline feature to review the events of an identifiable asset. The Asset Timeline is a simple
query interface that enables you to select Events, Resolutions, Open Requests and Closed Requests to
retrieve relevant information for a specified asset.

Scenario: The following graphic illustrates how to use the Asset Summary and History Timeline tab to
review the history of an asset. This is a display only screen.

NAVIGATION
¢ Click Inactive

* Click Inactive Asset
Summary and History

e Select the Include
History checkbox

¢ Click the Timeline tab

Assets

Default Location®™

v Include Reports

Diatodinns

P&/21/1995 14:51:56
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08/21/1998 14:51:55
08/21/1935 14:51:55
0B/21/1998 14:51:55
08/21/1998 14:41:59
05/21/1935 14:41:59

Identifier Type Parents o @ Children o @ C/PA @ -
Identifier 0a02 Current |dentifier 5202
Uil I
 Include Events v Include Open Reguests Other Identifiers | v‘@

v Include Resolutions I Include Closed Requests

v Include IUIDAVAVE 1

2 3

Sort By | DATETIME DESC

- [cATEGORY DES¢  ~|[DESCRIPTIONASC  ~|[  Get Records |

Catagary Dicsrigtion Aldsibatas
INITIAL EVENT (IMA 10202) RECEIVE INACTIVE ASSET ® -
ONGOING EVENT  INTO INACTIVE &
ONGOING EVENT  CHANGE CUSTODIAN DOE JOHN 050598 ®)
ONGOING EVENT  CHANGE LOCATION LIWERMORE _BUILDING __E__WHG__02 ®
ONGOING EVENT  CHANGE USER FRAZIER KRISTEN S 020866 &
INITIAL EVENT (INYv 0252) PURCHASE ®)
ONGOING EVENT  ASSET WALUE/QUANTITY INCREASE ACQUISITION COST__2500_0 ®

@

®

@

Timeline Report

Figure 4-18: Viewing Asset Event History

Step 1. Navigate to the Inactive Asset Summary and History screen.

Step 2. Click the Timeline tab.
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Step 3. Select asset events whose history you want to review from the following checkboxes:

* Include Events

Events reflect the asset activity that occurs during the lifecycle of the
asset. For example, Initial Events (e.g. Purchase, Subject to Agreement,
Receive Inactive Asset), Ongoing Events (e.g. Change of Custodian,
Change of User, Change of Location, Added to Agreement, Asset Value/
Quantity Increase) and Final Events (e.g. Transfers, Retire, Lost
Damaged Or Destroyed, Obsolete Asset)

* Include Resolutions

Resolutions are a method for verifying that an asset record is accurate
during a review campaign (Physical Inventory). For example, a resolution
could be the barcode scan of an asset during a review campaign.

* Include Open Requests

Open Requests reflect a transaction that is still awaiting a conclusion.
For example, if you request a transfer of an asset to another custodian
and that custodian has not closed the request by either accepting or
denying the request, the request remains open and will appear on the
Timeline grid as such. You (as the requestor of the transfer) can close
the request by withdrawing the request.

* Include Closed Requests

Closed requests reflect a transaction that has been completed.

* Include Reports
Lists reports generated for the selected asset.

* Include IUID/WAWF

Lists whether the selected asset has generated a virtual asset, asset
mark, and upload to the IUID Registry.

Step 4. Click the Find icon to enter the query mode and click the Find icon again to execute the query.

The system returns all of the selected events that occurred for the
selected asset.

Step 5. Click the Details icon adjacent to a selected event on the Timeline grid to look at the details of an
event.

Step 6. Click the closeout box (X) to exit out of the details view and return to the Timeline tab.
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Step 7. Click on a column heading (e.g. Category) to change the sorting order of the events.

The default sort order for asset events is descending order for the event
date (DateTime) and ascending order for the Category and Description
columns.

Step 8. The Ull field displays the Ull generated for the selected asset. If a Ull has not been generated,
thefield displays None Captured.

Step 9. The Other Identifier field displays any other identifiers associated with the selected asset. Click
the Details icon adjacent to this field to open the View Asset Unique Identifier screen.

This screen lists any additional identifers associated with the selected
asset and displays information about the Ull, Ull markings, whether the
tag has been rendered and it what manner. (e.g Bagged or Tagged)

Step 10. Click the Timeline Report button to open the Asset Timeline report criteria page

Step 11. Click the Record Properties button to open the Record Properties inspector window.
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ASSET SUMMARY AND HISTORY FIELD TERMS

The following table defines the purpose of each field on the Asset Summary and History screen.

Asset Summary and History Field Terms

FIELD NAME

Include History

Next/Previous
Record Indicator

Parents

Children

C/IAIP

Identifier

Identifier Type

Current Identifier

Unique Name

Default Location

Manufacturer
Model Number

Official Name
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DESCRIPTION/EXPLANATION

When you select the Include History checkbox, the screen returns current
and historical records for the selected inventory asset.

To view the other records, click the Previous Record and Next Record
icons on the Tool Bar. If you do not select Include History, the screen
returns only the current record for the inventory asset.

The field adjacent to the Include History checkbox indicates if there are
multiple records for the selected inventory asset. A v indicates that you are
viewing the most current record for the asset. You can scroll through the
earlier records of an asset by selecting the Next Record icon to view the
history of that inventory asset. A * v indicates that you can select either the
Previous Record icon or Next Record icon to view the other records for the
selected inventory asset. A * indicates that you are viewing the earliest
record entry for the inventory asset and you can only scroll back through
the inventory asset records using the Previous Record icon.

The Parents field displays the number of parent records for the current
asset record that you are viewing. If an asset has a parent asset
association, the number of associations displays in the Parents field. An
asset can have multiple parents.

Double click in the Parents field to view the parent record information on
the Maintain Asset Structures screen.

The Children field displays the number of child records for the current
asset record that you are viewing. An asset can have multiple children.

Double click in the Children field to view the child record information on
the Maintain Asset Structures screen.

The C/A/P field indicates if there is a comment C, attachment A or picture
P attached to the selected inventory asset record.

The asset identifier is a unique tracking number for the assigned inventory
asset. For example, a barcode, tag number or property identification
number.

Displays the identifier type, (e.g. barcode, RFID, or PIN).

Displays the tracking identifier assigned to the inventory asset when the
historical record was current.

Displays the unique name assigned to the inventory asset. The Unique
Name is a data set on items that is globally unique, unambiguous and
robust enough to ensure that information is consistent through the life
cycle of the asset and supports the multifaceted business applications and
users.

Specifies the default location for an inventory asset. For assets that are
frequently borrowed from a Check-In-Out Point, the Default Location
specifies the asset’s location when it is not loaned out to a borrower.

Displays the name of the manufacturer of the asset.
Displays the model number assigned to the asset by the manufacturer.

Displays your organization’s official description for the asset by a
particular manufacturer and model combination.
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FIELD NAME
Model Name

Serial Number

Drawing Number

Initial Event

User Fields

Final Event

User Fields

Asset Value

Acquisition Date
Responsibility Date
Asset Condition
Effective Date

Expected Return
Date

Act Status/Type

Flags

Activity Type

Manager

Owner
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Asset Summary and History Field Terms (Continued)

DESCRIPTION/EXPLANATION
Displays the model name assigned to the asset by the manufacturer.
Displays the serial number assigned to the asset by the manufacturer.

Displays the drawing number used to design and construct the asset.
Generally used for architectural and construction project use.

Displays the asset initial event type. For example, Purchase, Fabrication
or 7ransfer. An initial event is the asset’s method of acquisition. Sunflower
enables you to establish the initial event types that best suit your
organization.

You can use the Administration module to define other Asset Initial Event
Types for your organization by using the Maintain Asset Event Types
screen, select the Asset /nitial Event Type category, and then add the
Asset Event Type.

Displays user field information associated with the initial event.

Displays the asset final event type. For example, Excess Sale or Transfer.
A final event is the method for recording the retirement of an asset.

Sunflower enables you to capture each interest asset’s final event. You
can use the Management module to further define asset final events for
your organization by using the Create Inventory Asset Final Events
screen.

Displays user field information associated with the final event.

Displays the value entered for the asset. Press the Edit icon to display the
asset value component and summary detail.

The field adjacent to Asset Value specifies if the asset is capitalized or not
capitalized. You can capitalize an asset with the Finance module using the
Capitalize Financial Assets screen.

Displays the date the asset was acquired.

Displays the date the organization became responsible for the asset.
Displays the current condition of the asset.

Displays the date the asset state becomes effective.

Displays the expected return date of an asset that has been loaned,
stored, or sent out for repair.

Displays the current active status of an asset such as /n Service or
Storage.

Displays the flags assigned to an asset.
Displays the asset’s activity type.

For example, the asset may be used for various research projects. You
can view the Activity Type field for the project that is currently using the
asset.

You can create activity types with the Administration module by using the
Maintain Domains screen, select the Activity Type domain and modify or
add a new activity type.

Displays the organization that manages the asset. A Manager may be the
child organization of an Owner in a parent-child hierarchical structure.

Displays the organization that owns the asset. An Owner is the highest
level of authority in a parent-child hierarchical structure. It can be the
parent of a Manager.
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Asset Summary and History Field Terms (Continued)

FIELD NAME DESCRIPTION/EXPLANATION

Displays the organization that is the steward of an asset. A Steward may

Steward be the child organization of a Manager in a parent-child hierarchical
structure.

Rep Displays the name of the steward’s primary asset center representative.

Custodian Displays the asset’s custodian. A custodian is the person in possession of
and responsible for the control and care of an asset.

User Displays the user of an asset. The person that is authorized to use an
asset.

Location Displays the asset'’s location.

Document Displays the type of supporting documentation, documentation identifier,
storage type and organization for an asset.

User Fields Displays user field information associated with the Inventory Asset.

Global User Fields Displays global user field information applicable to the Core Asset record.

Click to open the Creator Information display box to view the Transaction
. Creator Information. You can click the Next Record and Previous Record
Creator Information icons to view the different asset state transactions for an asset. The
Transaction Creator Information captures the date and time, and the
creator of each transaction.

. Click the Interest Details button to open the interest asset details screen.
Interest Details In this case, the Inactive Asset Details screen is open and available for
editing.
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EDIT INACTIVE ASSET DETAILS

If you have made a request to redeploy an asset, or if assets are moved about within the storage facility, then
the asset record should be updated by the appropriate individual to reflect the asset’s current status. Use the
Change Inactive Asset Information screen to update the asset records with new information such as location,
steward, and/or custodian.

Scenario: The following graphic illustrates how to view all assets within the Livermore warehouse that
have been relocated to a different section of the warehouse.

NAVIGATION
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Mew Infarmation
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" Document™ Iy Effective Date |ng21/2006
Assets

Ok A Identifier tanufacturer / Model / Official Name

k2 |\mm ‘STEELCASE_DESK B FT__DESKEBFT =)

[ |\EHE|2 ‘TEKTRON\XiTW12U97050\LLOSCOPE

[ e (D103 ACME PREFAB__T558FHY__TRAILER FOUNDATION |

[l |ID108 TEKTROMIX__T2204__OSCILLOSCOPE
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Figure 4-19: Transferring Multiple Asset Records to a New Location
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Step 1. Select the items that you want to apply changes for selected assets. In this case, the Location for
the assets assigned to Livermore Warehouse location are being updated.

Step 2. Enter the new location information of the assets by double-clicking in the Location complex field in
the New Information block.

You can perform similar changes for the Cust Org (Custodian
Organization), Custodian, User and Document fields.

Step 3. To return only the assets assigned to a particular location, place the cursor in the Identifier field of
the Assets block and click the Find icon to open the Query Criteria screen.

Step 4. Enter Livermorein the Site field and click the Execute button to execute the query.

The query searches and retrieves from the database the assets assigned
to the selected site and displays them in the Assets block. You can now
assign the new location to the assets.

NOTE: You can deselect any assets that you do not want to apply changes to by
unchecking the delta checkbox next to the inventory asset identifiers.

Step 5. Click the Save icon to save your changes to the selected assets.
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Use the Inactive Assets report to shows the details of inactive assets. To run a report perform the following:

Step 1. Select either Inactive > Inactive Reports or Reports > Inactive Reports.

Step 2. Click the Inactive Assets report.

NAVIGATION
¢ Click Inactive

¢ Click Inactive Reports
* or..

¢ Click Reports

Sunflower Enterprise - Production 4.5.0.0
ORACLE

ASING6000 Inactive Reports

Repository Owner

¢ Click Inactive Reports

¢ Click Inactive Assets

Tnactive Assets (Global Information Inactive Aseet Final Events

Asset Search Inactive Asset Interface Processing Results
Asset Structure Thactive Asset Summary by Asset Flag
Assets with Pen Ezcess/Inactive Requests Inactive Asset Summary by Asset Type
Excessnactive Receival Form Inactive Asset Timeline

Inactive Asset Activity Summary by Asset Flag @l

Inactive Asset Activity Summary by Asset Type Purchase Order Aming Report

Inactive Asset Ongoing Events

Previousty Run Report

Eeports Main Menu

Sunflower Systems © 2006

Figure 4-20: Inactive Assets Report

Sunflower Enterprise Assets® User Guide 4-361



: MANAGE INACTIVE ASSETS
User Guide

The following report parameters were used to generate the report.

| ] i | m =N
| | | | Hl =u

I

[ | 1353 | I — | I
] ]

[ (o o | o o (o (o

Figure 4-21: Inactive Assets Report Parameters
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INACTIVE ASSETS REPORT OUTPUT

Review the Inactive Assets Report output to determine if there are any inactive assets that are available for
use. The following report reveals several inactive assets that are available for use.

Sunflower Enterpriae Inactive Assets Page 2 of 4

ASIN&010 05/22/2006 15:05

Identifier Flage official Name Manufacturer Model Serial Number Azset Value Acg Dats
DESK & FT ETEELCASE DESK 6 FT 3 BOD.00 Ol 01/ /1990
TRAILER FOUNDATION ACME FREFAB TS558FHY 3 2,900.00 0170171980
OSCILLOSCOFE TEXTRCHNIX T2z04 443301 3 4,525.00 08/01/1996
DESK & FT ETEELCASE DESK 6 FT 3 BOD.00 Ol 01/ /1990
TRAILER FOUNDATION ACME FREFAB TS558FHY 3 2,900.00 0170171980
OSCILLOSCOFE TEXTRCHNIX T2z04 443302 3 4,525.00 08/01/1996
DESK & FT ETEELCASE DESK 6 FT 3 BOD.00 Ol 01/ /1990
TRAILER FOUNDATION ACME FREFAB TS558FHY 3 2,900.00 0170171980
OSCILLOSCOFE TEXTRCHNIX T2z04 443303 3 4,525.00 02/01/1996
DESK & FT ETEELCASE DESK 6 FT 3 BOD.00 Ol 01/ /1990
TRAILER FOUNDATION ACME FREFAB TS558FHY 3 2,900.00 0170171980
OSCILLOSCOFE TEXTRCHNIX T2z04 443304 3 4,525.00 02/01/1996
DESK & FT ETEELCASE DESK 6 FT 3 BOD.00 Ol 01/ /1990
TRAILER FOUNDATION ACME FREFAB TS558FHY 3 2,900.00 0170171980
OSCILLOSCOFE TEXTRCHNIX T2z04 443305 3 4,525.00 02/01/1996
DESK & FT ETEELCASE DESK 6 FT 3 BOD.00 Ol 01/ /1990
TRAILER FOUNDATION ACME FREFAB TS558FHY 3 2,900.00 0170171980
OSCILLOSCOFE TEXTRCHNIX T2z04 443306 3 4,525.00 08/01/1996
DESK & FT ETEELCASE DESK 6 FT 3 BOD.00 Ol 01/ /1990
TRAILER FOUNDATION ACME FREFAB TS558FHY 3 2,900.00 0170171980
OSCILLOSCOFE TEXTRCHNIX T2z04 443307 3 4,525.00 08/01/1996
DESK & FT ETEELCASE DESK 6 FT 3 BOD.00 Ol 01/ /1990
TRAILER FOUNDATION ACME FREFAB TS558FHY 3 2,900.00 0170171980
OSCILLOSCOFE TEXTRCHNIX T2z04 443308 3 4,525.00 08/01/1996
DESK & FT ETEELCASE DESK 6 FT 3 BOD.00 Ol 01/ /1990
TRAILER FOUNDATION ACME FREFAB TS558FHY 3 8,800.00 0Ll /0L1/1980
OSCILLOSCOFE TEXTRCHNIX T2z04 443309 3 4,525.00 08/01/1996
DESK & FT ETEELCASE DESK 6 FT 3 BOD.00 Ol 01/ /1990
TRAILER FOUNDATION ACME FREFAB TS558FHY $ 2,900.00 o0l1/01/1880
OSCILLOSCOFE TEXTRCHNIX T2z04 443310 3 4,525.00 08/01/1996
DESK & FT ETEELCASE DESK 6 FT B BOD.00 Ol 01/ /1990

Figure 4-22: Inactive Assets Report Output

There are several assets that are available for use while in storage.
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RE-UTILIZE INACTIVE ASSETS

When an asset is available for use during its inactive period, or the appropriate custodian of the asset
requests to redeploy the asset to active status, a request for redeployment is made to the organization
handling inactive assets. This organization can then place the asset back in service.

SEARCH FOR INACTIVE ASSETS

You may find that another organization has inactivated an asset that you can utilize in your own organization.
By using the Asset Search screen to find assets that have been designated as inactive, you can discover that
rather than purchasing a new asset, you can utilize an existing asset.

Scenario: The following graphic illustrates how to use the Asset Search screen to discover excess assets
that are available for reutilization.

NAVIGATION
* Click Inactive

« Click Asset Search

Search Criteria

Manufacturer Model

Official Mame Model Mame
Serial Murnber Asset TYype  OFFICE EQUIPMENT

Aszet Valug Minimum Acquisition Date FSC
Assets
Identifier Manufacturer Madel Official Mame
EXC EXH1 STEELCASE DESKE FT DESKE FT
EXC EX{D3 STEELCASE DESKE FT DESKE FT
EXC E0T01 STEELCASE DESKE FT DESKE FT
EXC E0103 STEELCASE DESKE FT DESKE FT
EXC E0201 STEELCASE DESKE FT DESKE FT
EXC E0203 STEELCASE DESKE FT DESKE FT
EXC EO301 STEELCASE DESKE FT DESKE FT
EXC E0303 STEELCASE DESKE FT DESKE FT
EXC ED401 STEELCASE DESKE FT DESKE FT
EXC E0403 STEELCASE DESKE FT DESKE FT
EXC E0S01 STEELCASE DESKE FT DESKE FT

Report
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Figure 4-23: Using Asset Search to Find Inactive Assets
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Step 1. Navigate to the Asset Search screen.

The Asset Search screen is available from the Agreement, Management,
Finance, Inactive and Excess modules.

Step 2. Check the Inactive Asset checkbox to limit your asset search to excess assets.

Step 3. Specify at least one criteria in the Search Criteria block. In this case, Office Equipment is the
selection for the Asset Type criteria.

Step 4. Click the Find icon to return the results of your Asset Search criteria.
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ASSET SEARCH REPORT

Alternatively, you can click the Report button to open up the Asset Search HTML based report. Enter your
reporting criteria to return a report that can be setup as either a PDF or HTML output. Any selection criteria
that you enter on this screen will be the default values in your HTML based report if you click the Report
button after selecting your criteria.

Sunflower Enterpriae Asset Bearch Page 2 of 4
RASMN&120 05/22/2006 15:13
Identifier Flage official Name Manufacturer Model gerial Number Azset Value Acg Date
INA IXXO0l DESK & FT ETEELCAEE DESK & FT - BOD.00 01/01/1990
Steward ' SUNFLOWER SYESTEME Locaticon: LIVERMORE
cCustodian ! DOE JOHN 050594 DUILDING : E  WHS : XX

Fhone : 555.1234
User ¢ FRAZIER KRIETEN 5 0Z0B66
Fhone : 825.371.0136

INA 10101 DESK € FT STEELCAEE DESK € FT 5 £00.00 01/01/1990
Steward ' EUNFLOWER SYSTEMS Locaticn: LIVERMORE
Custodian ¢ DOE JOHN 050583 DUILDING : E WHE : OL
Fhone : 555.1234
User ¢ FRAZIER KRIETEN 5 0Z0B66
Fhone : 825.371.0136
INA 10201 DESK € FT STEELCAEE DESK € FT 5 £00.00 01/01/1990
Steward ' EUNFLOWER SYSTEMS Locaticn: LIVERMORE
Custodian ¢ DOE JOHN 050583 DUILDING : E  WHE : 02
Fhone : 555.1234
User ¢ FRAZIER KRIETEN 5 0Z0B66
Fhone : 825.371.0136
INA 10301 DESE & FT STEELCAEE DESK € FT 5 £00.00 01/01/1990
Steward ' EUNFLOWER SYSTEMS Locaticn: LIVERMORE
custodian : DOE JOHN 050594 BUILDING : E  WHG : 03
Fhone : 555.1214
User ¢ FRAZIER KRIETEN 5 0Z0B66
Fhone : 925.371.0136
INA 10401 DESE & FT STEELCAEE DESK € FT 5 £00.00 01/01/1990
Steward ' EUNFLOWER SYSTEMS Locaticn: LIVERMORE
Custodian ¢ DOE JOHN 050583 DUILDING : E WHG : 04
Fhone : 555.1234
User ¢ FRAZIER KRIETEN 5 0Z0B66
Fhone : 825.371.0136
INA 10501 DESE & FT STEELCAEE DESKE & FT 5 E00.00 01/01/1990
Steward ' EUNFLOWER SYSTEMS Locaticn: LIVERMORE
Custodian ¢ DOE JOHN 050583 DUILDING : E WHE : OF

Fhone : 555.1234
User ¢ FRAZIER KRIETEN 5 0Z0B66
Fhone : 825.371.0136

Figure 4-24: Asset Search PDF Report Output
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REQUEST INACTIVE ASSET REDEPLOYMENT

Use the Request Inactive Asset Redeployment screen to redeploy an inactive inventory asset. Send a
request for redeployment to the organization handling inactive assets when making an asset available for use
during its inactive period or to redeploy an inactive asset to active status. After receiving a redeployment
request, the property storage organization can place the asset back in service.

Scenario: The following graphic illustrates how to how to request that an inactive asset be redeployed.
You want Inactive asset IXX01 to be placed back into service and delivered to your office.

NAVIGATION
¢ Click Inactive

¢ Click Request Inactive
Asset Redeployment

Sunflower Systems © 2006

Reguest Information

Deliver-to Location ® |LVERMORE__BUILDING __E_ ROOM__XX

Agsets
Ok A ldentifier Manufacturer Madel Official Name
W |IX}<D1 |STEELCASE DESKEFT DESKEFT -
[Fequest Mo 1103]
Cormment

Message Complete

Figure 4-25: The Request Inactive Asset Redeployment Screen
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Step 1. Navigate to the Request Inactive Asset Redeployment screen.

Step 2. Specify the address for delivery of the asset that you want to redeploy by double-clicking in the
Location field and entering the relevant information.

Step 3. Enter the asset identifier of the inactive asset that you want to redeploy in the Identifier field.
Step 4. Click the Tab key to populate Manufacturer, Model, and Official Name.
Step 5. Use the Comment text box to specify any special circumstances or delivery considerations.

Step 6. Click the Save icon to save your redeployment request. The system generates a redeployment
Request No (Number).
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WITHDRAW INACTIVE REDEPLOYMENT REQUESTS

If you have made a request to redeploy an asset and that asset cannot be placed back into service, you can

withdraw your redeployment request. Use the Withdraw Inactive Redeployment Request screen to withdraw
a request to re-use an inactive asset.

Scenario: The following graphic illustrates how to withdraw a redeployment request for asset IXX01. Use
the request number (1103) from your original redeployment request.

NAVIGATION
 Click Inactive

Requests

* Click Withdraw Inactive || okRequest Mo Identifier

Manufacturer Maodel Official Marme
Redeployment Request

| 103 |INA [0 STEELCASE DESKEB FT DESKEBFT

Deliverto Location | \VERMORE__BUILDING__E__ROOM__X
Comment

MMessage

Figure 4-26: The Withdraw Inactive Redeployment Request Screen

Step 1. Navigate to the Withdraw Inactive Redeployment Request screen.
Step 2. Enter the request number ( 7703) from the original inactive asset redeployment request.
Step 3. Click the Tab key to populate the screen.

Step 4. Click the Save icon to withdraw your request.
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EXCESS INACTIVE ASSETS

When an asset reaches the end of its active life and is no longer useful, create an excess receival request to
dispose of that asset. Sunflower calls the process of removing an asset from your organization’s physical and
financial accountability excess. Proper and efficient disposal of excess material is an important and sensitive
matter that can be subject to government regulations. The excess process includes the creation of excess
receival request to transition the active asset into an excess asset. The appropriate party or organization
responsible for receiving, reviewing and acting upon requests can either deny, accept or withdraw a request.
If accepted, the asset in question becomes an excess asset.

Once an asset is in excess, it may go through one or more excess review cycles depending upon the
condition, type and other factors specified by your organization that will indicate the prioritization, duration
and organizations to which the asset is available for review. The review cycle enables organizations to search
for excess assets and if desired, redeploy these assets into their organization for reuse. The redeployment of
excess assets is performed by creating an excess asset reservation. This process can remove the assets
from the excess process and transition it back to an active status for the requesting organization. If an excess
asset is not redeployed after a predetermined period of time (specified by your organization), the asset can be
retired. While the excess process is not specific to inventory assets, the discussion provided in this section
addresses the excess process and highlights the nuances of excessing inventory assets.

Excess receival requests enable users who do not have the authority to directly create an excess asset to
request an asset for disposal.
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REQUEST INACTIVE ASSET EXCESS RECEIVAL

Recall that users can only work with assets that are a part of the organizations to which they belong to or that
they are authorized to work with. An authorized user can create an excess receival request and a manager
that oversees the disposal of assets can generate the excess assets from the receival request. After creating
the request, the system can generate an E-mail to notify the requestor and other interested parties.

Scenario: The following graphic illustrates how to create an excess asset receival request for inactive
assets. A request has been sent for a used but in good condition asset (10102) to excess for potential
redeployment. The asset should be picked up from its current location and sent to the excess storage

facility.

NAVIGATION
¢ Click Excess

* Click Request Excess
Receival

¢ Click Request Inactive
Asset Excess Receival

Request Information

Excess in-place?

Rick-up Location * | vERMORE__BUILDING _INACTIVE _ROOM__RCV
Deliver-to Location * | \EQMORE__BUILDING _EXCESS__ROOM__RC

Sunflower Systems © 2006

Message  Complete

Assets
Ok A Identifier fdanufacturer Maodel Cficial Mame
# [# 10102 TEKTROMLX T112039 O5CILLOSCOPE
Request Mo 1162
Agset Candition 4 LUSED - GOOD
Comment

Figure 4-27: Requesting Inactive Asset Excess Receival

Sunflower Enterprise Assets® User Guide 4-371




EXCESS INACTIVE ASSETS

Step 1. Navigate to the Request Inactive Asset Excess Receival screen.

Step 2. Select the Excess in-place? checkbox if you want the asset to remain in its current location but in
the Excess state. Selecting this option overrides the Pick-up Location and Deliver-to Location
required fields.

Step 3. Specify the Pick-up Location of the asset that you want to excess by double-clicking in the
Location field and entering the relevant information.

Step 4. Specify the Deliver-to Location of the asset that you want to excess by double-clicking in the
Location field and entering the relevant information.

Step 5. Enter the asset identifier of the inventory asset that you want to excess in the Identifier field.
Step 6. Click the Tab key to populate Manufacturer, Model, and Official Name.
Step 7. Select the asset condition that best describes the asset’s current state.
Step 8. Use the Comment text box to specify any special circumstances or delivery considerations.

Step 9. Click the Save icon to save your redeployment request. The system generates a redeployment
Request No (Number).
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WITHDRAW INVENTORY ASSET EXCESS RECEIVAL

If you have made a request to excess an asset and that asset can be placed back into service, you can
withdraw your excess request.

Scenario: The following graphic illustrates how to use the Withdraw Excess Receival Request screen to

withdraw a request to excess an inactive asset. Withdraw an excess receival request for the inactive
asset 10102. Use the request number (1162).

NAVIGATION
+ Click Excess =
equests
¢ Click Withdraw Excess OKRequest Mo | Identifier hanufacturer Model Official Marme
Receival Request
[ | 1162 | INA 10102 TEKTRORMI T11209 OSCILLOSCORE
Agset Condition 4 JSED - 500D

Pick-up Location | vERMORE__BUILDING _INACTIVE__ ROOM__RCY

Deliver-to Loeation | vERMORE__BUILDING _EXCESS_ ROOM_RC
Comrment

Message

Figure 4-28: Withdraw Excess Receival Request Screen

Step 1. Navigate to the Withdraw Excess Receival Request screen.
Step 2. Enter the request number (7762).
Step 3. Click the Tab key to populate the screen.

Step 4. Click the Save icon to withdraw your request.
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RETIRE INACTIVE ASSETS

Retirement of assets, commonly referred to as disposal or excess, is the process used to remove property
from an organization from a physical and financial accountability perspective. Proper and efficient disposal of
excess material is an important and sensitive matter that can be subject to government regulations. In many
cases, the first step towards retiring an asset is to create an excess request. The excess request signifies
your intent to turn an inactive asset into an excess asset.

The following section describes the procedures used to initiate the excess process which includes details on
how to:

» “Create an Inactive Asset Final Event” on page 375

» “Reverse Inactive Asset Final Events” on page 377
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CREATE AN INACTIVE ASSET FINAL EVENT
While an Asset Center Representative (ACR) can initiate the disposal process by creating a receival request,
an ACR is not authorized to finalize an asset and remove accountability of that asset from an organization.

The asset final event process is a function that only an Inactive Clerk or Inactive Manager can perform.

Scenario: The following graphic illustrates how to use the Create Inactive Asset Final Events screen to
specify the final disposition of an asset. You want to send to excess the Inactive asset, 10101.

NAVIGATION
* Click Inactive Final Events
« Click Create Inactive Date 06212008
Asset Final Events Final Event INTQ EXCESS FROM INACTIVE

User Fields® ‘

Document* ‘

Comment ‘

Assets

Ok Identifier Manufacturer £ Model / Official Name™
10101 STEELCASE__DESKE FT__DESKE FT L

L L L L L L L

Message |

5

Figure 4-29: Create an Inactive Asset Final Event
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Step 1. Navigate to the Create Inactive Asset Final Events screen.

Step 2. Specify the date of the asset final event. The current date is the default value.

Step 3. Select the event type from the list of values (LOV) from the Asset Final Event field for the inactive
asset. In this case, the asset final event type is a transfer.

Step 4. Double-click in the User Fields, to open the Organization pop up window and the select the
organization that you are transferring ownership of the asset. Save to close this window.

Step 5. Double-click in the Document field, to open the Maintain Documents screen and enter the related
asset final event document information. Save to close this window.

Step 6. Enter the identifier of the excess asset and click the Tab key. The Manufacturer, Model, and
Official Name populate.

Step 7. Click the Save icon to save changes to your asset reservation record.
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REVERSE INACTIVE ASSET FINAL EVENTS

You can reinstate an excess asset at any time by reversing the final event. Alternatively, you can perform a
reinstatement of the excess asset by entering its asset identifier and updating its status with the Maintain
Inactive Assets screen.

Using the Create Inactive Asset Final Events screen.

Step 1. Navigate to the Create Inactive Asset Final Events screen.

Step 2. Specify the date of the asset final event. The current date is the default value.

Step 3. Select the event type from the list of values (LOV) from the Asset Final Event field for the inactive
asset. In this case, the asset final event type is to Excess an inactive asset.

Step 4. Click the Find icon to search the database.

Step 5. Place cursor in the Identifier field for the asset that you want to reverse. In this case, excess asset
10101.

Step 6. Click the Remove Record icon to remove the specifically indicated asset record.

Step 7. Click the Save icon to reinstate the selected asset.

NOTE: You can also reinstate a retired asset using the Maintain Excess Assets or Maintain Inactive
Asset screen by entering the retired asset identifier in the Identifier field. A prompt message will inform
you that this action will re-activate the asset, thereby reinstating the asset.
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INACTIVE REPORTS

Sunflower provides a flexible and comprehensive web-based reporting system. The Sunflower database is
queried when a report is created and executed. Reports display real-time information. Therefore, an
afternoon report will differ from a morning report by reflecting any changes made during the day.

There are several output options available for your reports.

* PDF (Adobe Acrobat)
« HTML
* Text

Your outputs depend upon the report selected. Acrobat and HTML are standard options provided for most
reports. Text file export is available for selected reports.
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Sunflower provides the following reports to use with the Inactive module:

« Inactive Assets (Global Information) - shows detail and summary information of inactive assets.

+ Asset Search - searches the asset repository for assets matching a description, manufacturer or model;
used for asset review.

« Asset Structure - shows parent/child relationships between assets.
+ Assets with Pending Excess/Inactive Requests - list assets with pending inactive/excess requests.

+ Excess/Inactive Receival Form - prints a generic form, with barcode, that can be used for excess and
inactive asset pick-up.

« Inactive Asset Summary by Asset Flag - summarizes inactive asset value and count by asset flag.
« Inactive Asset Summary by Asset Type - summarizes inactive asset value and count by asset type.

« Inactive Asset Ongoing Events - shows detailed information for ongoing events, e.g. maintenance, repairs
and mileage captured, for inactive assets for a time period.

* Inactive Asset Final Events - shows the details of inactive asset final events, e.g. removed from storage,
transferred to excess and abandonment.

« Inactive Asset Interface Processing Results - shows the results of processing the contents of interface table
AS_LOAD_INACTIVE_ASSETS.

« Inactive Asset Summary by Asset Flag - summarizes inactive asset value and count by asset flag.
« Inactive Asset Summary by Asset Type - summarizes inactive asset value and count by asset type.
* Inactive Asset Timeline - report displays the event timeline of inactive assets over a time period.

« Inactive Assets - shows the details of inactive assets.

* Purchase Order Aging Report - shows detailed information of outstanding purchases orders requiring
receipt and tagging of property.

NOTE: Many of the above reports are similar to those detailed in the Inventory Assets and Agreements
Chapters. To see more detailed examples of the related reports, see Chapter 1, "Management Reports”
on page 105 and Chapter 3, "Agreement Reports” on page 281.
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EXCESS ASSETS

organization and ultimately retire one or more assets.

Proper and efficient disposal of excess material is an
important and sensitive matter subject to federal regulations. The
Excess module enables you to create, receive, and manage excess
assets. The first step towards retiring an asset is to create an
excess request. The excess request signifies your intent to turn an
asset into an excess asset and formally dispose of the asset. This
chapter discusses the many functions of the Excess module and
how to dispose of assets and discharge capital and non-capital
obligations.

E xcess is the process used to remove property from an

KEY CONCEPTS

This chapter includes the following discussion points and concepts:
*  “About Excess Assets”
* “Excess Roles”
*  “Excess Setup”
* “Create Excess Assets”
* “Screen Assets”
* “Define Screening Periods”
* “Extend Excess Asset/Batch Review”
*  “Manage Excess Asset Reservations”

* “Retire Excess Assets”

*  “Excess Reports”



ABOUT EXCESS ASSETS

ABOUT EXCESS ASSETS

The Excess module is used to create and manage assets that are currently not in-use. The starting point for
this chapter is to look at excess receival requests through the use of reports and the process used to create
excess assets from requests. Additionally, this section discusses how to manage assets awaiting disposal
throughout the excess review cycle and the process for returning excess assets to in-service or dispose and
retire excess assets.
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EXCESS MODULE WORKFLOW
The excess module handles three primary functions: creation, management and disposal of assets. The
workflow diagram below depicts this process based on the menu items found within the excess module that
will help you to obtain your desired objective(s).

Manage Excess Assets

—= Create M airtain Excess fAssets

“ew Excess Asset Summany & Historny

— Manage —%-. fssets?
—® hdaintain Excess Aszet Ongoing Events

— hdaintain Excess Aszet Structure
— Transfer Excass Azzet Walue

— hlaintain Aszet Structures

—— Change Excess Asset Infom ation

Reusze?

Request Excess Aszet
Redeployment

¥
Create Excess

— Dispose Redeploy? Yegd © Aszet Final Evert

. T
v

M aintain Excess Lot

Figure 5-1: Excess Module Workflow
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EXCESS ROLES

Depending upon your organizational structure you may find that in a small, or centralized, organization you
may assign your users as Managers who are responsible for performing all or many of the tasks related to
excess management. However, with larger, or decentralized, organizations you may choose to assign users
who are responsible for the excess of assets one of the two applicable roles based on the types or number of
excess assets for which they are responsible.

For example, you may choose to assign one user who is only responsible for specific excess assets, whether

in quantity or type, a limited role (e.g. Excess Clerk) versus another user who has a greater level of
responsibility and who manages all excess assets within the system (e.g. Excess Manager).
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EXCESS MENU ACCESS

When assigning roles to users, it is important to map out the functional responsibilities of your users and then
decided based on the tasks that each user must perform the appropriate role. Only then will you be able to
assign the appropriate application role. The chart below lists role access to the menu items within the Excess
module by the related Excess roles.

/7 RoLE

MENU ITEM EXCESS MANAGER EXCESS CLERK
Maintain Excess Assets Yes Yes
Excess Asset Summary and History Yes Yes
Asset Search Yes Yes
Maintain Catalog Entries* - -
Change Excess Asset Information Yes Yes
Transfer Asset Value Yes Yes
Maintain Excess Asset Ongoing Events Yes Yes
Create Excess Asset Final Events Yes Yes
Edit Excess Asset Interface Records Yes Yes
Process Excess Asset Interface Records Yes Yes
Process Excess Asset PO Interface Records Yes Yes
Edit Asset Value Component Interface Records Yes Yes
Batch Excess Assets Yes Yes
Extend Excess Asset/Batch Review Yes --
Create Excess Asset Reservation Yes Yes
Maintain Excess Asset Reservations Yes Yes
Maintain Excess Review Requirements Yes -
Maintain Excess Review Rules Yes Yes
Maintain Excess Lot Masters Yes Yes
Maintain Excess Lots Yes Yes
Create Excess Lot Final Events Yes Yes
Request Excess Receival Yes Yes
Withdraw Excess Receival Request Yes Yes
Deny Excess Receival Request Yes Yes
Maintain Asset Structures Yes Yes
Excess Reports Yes Yes

*Excess Clerks and Managers have access to the Maintain Catalog Entries screen if you assign them the
AS_CATALOGER role.
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EXCESS MANAGER VS. EXCESS CLERK

What is the difference between the manager and clerk roles? You can tell from the table above that both roles
have almost the exact same type of access within the Excess module. The difference between the two roles
is only apparent when you take into account your organizational structure. The Excess Manger has access to
and can manipulate (create, update, retire) excess assets throughout your organization. On the other hand,
the Excess Clerk has just about the same capabilities as that of the Excess Manager but only for those
organizations for which the clerk has an assigned responsibility.
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EXCESS SETUP

Before you can use the Excess module, there are several setup steps that you must complete that include:

« “Define Excess Review Categories” on page 387
« “Define Asset Conditions” on page 389

« “Define Excess Review Rules” on page 391

« “Define Excess Review Types” on page 394

« “Define Excess Review Requirements” on page 396

DEFINE EXCESS REVIEW CATEGORIES

The first step to setting up the Excess module is to define the Excess Review Categories. You might think of it
as splitting the stream of assets coming into the excess center into smaller streams based on certain rules.
Assets that have little value may go directly to Scrap or Salvage. Assets that do have value may be screened
for reuse, and then sold if no one (within the organization) wants them. There may be special governmental
requirements for some assets (usually based on dollar value) to be listed on the federal GSA system (called
EADS or FEDS) for a time before they may be disposed.
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Scenario: The following graphic illustrates how to create several excess review categories.

NAVIGATION r-.-1air|tair| Dramair aad0010 [rieeleleerer

¢ Click Admin

 Click Domains Darmains

+ Click Maintain Domains Marme  ExCESS REVIEW CATEGORY

“alues

Id Code Description Begin Date End Date
50001016712 EXPEDITED | EXPEDITED

50001016711, MOM REP NOMN REFORTABLE

50001016710, REF REPORTAEBLE

50001016714) SCRAR SCRAP/SALVAGE

50001016713, SPECIAL SPECIAL - MO SCREENING REQUIRED
50001027377 NORMAL NORMAL SCREENING

50001027378, EADS GSA EADS SCREENING

50001027378 SCRAR SCRAP OR SALWVAGE

Figure 5-2: Creating Excess Review Categories

Step 1. Navigate to the Maintain Domains screen.

Step 2. Click the Find icon and then click the Next Record icon until the value in the Name field displays
EXCESS REVIEW CATEGORY.

Step 3. Create several Excess Review Categories as shown above.
Step 4. In this example, you are going to have three separate sub-streams.

* Assets that have value, but you are not required to post on the GSA system.
* Assets that have value and need to be listed at GSA before they may be disposed.

* Assets that have little value and will go directly to final disposition (will not be screened at all).

Step 5. Click the Save icon.
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EXCESS SETUP

Asset Conditions are used to describe the current state of an asset (e.g. new, used, salvage etc.). The asset
conditions table is used as a LOV for one of the rules related to excess assets. The only asset condition that

is defined from the factory is UNKNOWN.

Scenario: The following graphic illustrates how to create the asset conditions.

NAVIGATION

¢ Click Admin

¢ Click Domains

¢ Click Maintain Asset
Conditions

Sunflower Systems © 2006

Agset Conditions

Id Code
500010273800 UNK

Description Rank Begin Date
LINKOWMN 999

End Date

Conditions

Agset Conditions

Id Code
500010273800 UNK

o e

Description Rank Begin Date
LINKOWMN 999
UNUSED 1
USED 4
REPAIRS REQUIRED 7
SALVAGE 10
SCRAP 11

End Date

Figure 5-3: Defining Asset Conditions
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Step 1. Navigate to Maintain Asset Conditions screen.

Step 2. Click the Find icon twice.
Step 3. Provide values for the Code, Description and Rank for each asset condition.
Step 4. Click the Save icon.

The most common codes in use by government today are shown in the above example. The Rank field is
used to measure comparisons in the rule definitions, rather than the actual code. This allows numeric codes
to be combined with alphanumeric ones, and still be able to specify ranges in the rules.
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DEFINE EXCESS REVIEW RULES

Use the Maintain Excess Review Rules screen to create rules that define each asset review category
required for your organization. Use standard criteria such as the minimum and maximum age, acquisition
value, and condition to create your rules. Additionally, you can use User Defined Fields to add criteria specific
to your organization’s Business Rules and Regulations. Now, set up the rules for each of the Excess Review
Categories.

Scenario: The following graphic illustrates how to define excess review rules for the review categories.
Assume the federal government has mandated that any asset with an acquisition cost of $5,000 or more
must be listed on the GSA system for 60 days before it can be disposed. In addition, your organization is
not interested in reusing any asset that is damaged, or cost less than $100.

NAVIGATION
¢ Click Excess

i o E Review Categori

. C"ck Malntaln Excess HCESS meview L-aleqores
Review Rules

Rww Category  gsa EADS SCREENING

Excess Review Rules

in - Mlax
Age  Age Minirmurm Maximurn Best Worst
Yrs  ¥rs Acguisition Value Acguisition Walue Condition Condition User Fields®

$5,000.00

Figure 5-4: Defining Excess Review Rules

Step 1. Navigate to the Maintain Excess Review Rules screen.
Step 2. Click the Find icon twice.

Step 3. Click the Next Record icon until you reach the GSA EADS SCREENING category
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Step 4. Enter a Minimum Acquisition Value of $5,000.

Since this is a governmental requirement, it will not matter what condition the asset is in,
or how old it is. All that matters is the original cost of the asset. Any asset with an
Acquisition Cost of $5,000 or more will end up in this sub-stream.

Step 5. Click the Save icon.

NAVIGATION
* Click Excess

« Click Maintain Excess
Review Rules

Excess Review Categories

Revw Category  nORMAL SCREENING

Excess Review Rules

Min  Max
Age Age Minirmurm Maximurm Best
frs Yrs Acguisition Yalue Acguisition Yalue Condition

§100.00 $4,999.95 1

YWWarst
Canditian User Fields™

4 |

Figure 5-5: Defining Excess Review Rules continued

Step 6. Click the Previous Block icon, then the Next Record icon to navigate to the next Excess Review
Category.

For this category, you are going to be a little more selective than the one for GSA. We have specified two
conditions here on the same line. How this would read in English is as follows: Select any asset with an
Acquisition Cost between $100 and $4,999.99, and an Asset Condition Rank between 1 and 4.

NOTE: Multiple rules entered on one line are treated as a Boolean “AND” condition, those on separate
lines are treated as a Boolean “OR”.
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Step 7. Click the Save icon.

NAVILT‘AHON Maintain
¢ Click Excess

« Click Maintain Excess Excess Review Categories

Review Rules
Rvw Categary  ccpap/SALVAGE

Excess Review Rules

Min  hax
Age Age Minirnum Maximum Best YWWarst
Yrs Yrs Acquisition Value Acquisition Value Condition Condition User Fields™
§.00 $99.93
3 X

Figure 5-6: Defining Excess Review Rules continued
Step 8 Click the Previous Block icon, then the Next Record icon until you reach the Scrap or Salvage
review category.

For everything else that doesn’t meet the other two categories, you are going to scrap.
This means that you are not going to screen and try to reuse any such assets. They will
go directly to final disposition, to be sold or junked.

Step 9 Specify the excess review rules as noted in the image above.

In the above example, the rule would read: Select any asset that has an Acquisition Cost
of less than $100, OR a Condition Code Rank between 7 and 11. (Remember that the
Rank is what actually ends up getting used for a range compare, rather than the Code).

Step 10 Click the Save icon.
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DEFINE EXCESS REVIEW TYPES

After defining excess asset sub-streams and their rules, you must define what happens to each stream. Begin
by defining a code table. Generally, when an asset comes into the excess center that is suitable for reuse, an
attempt is made to locate people who will be willing to claim and reuse the asset. Usually, priority is first given
to those that would benefit the organization most, if an asset is reissued.

A typical scenario for a government organization is as follows:

The organization that actually purchased the asset is given first shot. Then other
governmental organizations in a larger and larger scope, widening out like the
layers of an onion. Each group involved is given a certain amount of time in which
they may claim the asset exclusively, before including the next group. People in
the higher priority groups can still claim assets when lower priority groups are
included, but if they wait that long they will have to compete on an even basis with
those groups. Reservations are automatically made on a first come, first served
basis (individual reservation priorities can be adjusted, if necessary. But this has
to be done manually).
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Scenario: The following graphic illustrates how to create three excess review types to represent Internal,
Local and Federal Government Agencies.

NAVIGATION
+ Click Admin
+ Click Maintain Domains Domains
Name  ExCESS REVIEW TYPE
“Walues
Id Code Description Begin Date End Date

E0001016715  INTERNAL INTERNAL
500010273588 LOCAL LOCAL GOVERNMENT AND SCHOOLS
50001027389 EADS ALL FEDERAL GOWERNMENT AGENCIES
50001016719, LOC O1 LocALO
500010167200 LOC 02 LoCAL 02
50001016721 LOC 03 LocAL O3
50001016722 LOC 04 LocALO4
50001016723 LOC 05 LOCALOS
50001016724 ] LOCAL 05

Figure 5-7: Creating Excess Review Types

Step 1. Navigate to the Maintain Domains screen.

Step 2. Click the Find icon once.

Step 3. Click the Next Record icon until the Name field displays, EXCESS REVIEW TYPE.
Step 4. Define the Excess Review Types.

Step 5. Click the Save icon.
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DEFINE EXCESS REVIEW REQUIREMENTS

The next process for setting up the excess module is to define the screening periods that will occur for each
Excess Review Category (sub-stream). This process enables you to specify which groups of people will have
an opportunity to select and reuse assets in the excess process for a specified period of time. The definition
that you create will allow the first group of people, internal to the owning organization, to have the first
opportunity to reuse excess assets. This group will have 30 days in which they have exclusive access to new
excess assets. After that initial screening period, access to these assets is opened up to local government
and schools for another 30 days. After that screening period, if no one from either group has claimed the
asset, it will be listed on the GSA system for 60 days. Use the Maintain Excess Review Requirements screen
to define screening category types and to create or modify the duration of each phase of the screening period
for a given category. Each phase is known as a review type.

Scenario: The following graphic illustrates how to define the screening periods for a set of review types.

NAVIGATION
* Click Excess

guirements -

« Click Maintain Excess Excess Review Categories

Review Requirements
Riw Category  goa EADS SCREENING

Excess Review Reguirements

Review
Review Type Rarnk Days
INTERMAL 1 30
LOCAL GOVERNMENT AND SCHOOLS 2 3n
ALL FEDERAL GOWERMMENT AGENCIES 3 B0

Figure 5-8: Defining Screening Periods
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Step 1. Navigate to the Maintain Excess Review Requirements screen.

Step 2. Click the Find icon twice.
Step 3. Click the Next Record icon until the Review Category displays GSA EADS SCREENING.
Step 4. Add Excess Review Types for the review category.

Step 5. Click the Save icon.
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If no one has claimed an asset for the entire length of time it has spent in the various screening
periods (after 120 days in this case), then the asset will be available for public sale or disposal. We

have done our best to reuse the asset, but now you still have to get rid of it (and recover whatever
value you can from it, if possible).

NAVIGATION
¢ Click Excess

Requirerments

« Click Maintain Excess Excess Review Categories
Review Requirements

Rivw Category  NORMAL SCREENING

Excess Review Reguirerments

Review
Review Type Rank Days
INTERMAL

1 30
LOCAL GOVERNMENT AND SCHOOLS

2 30
j F

Figure 5-9: Defining Screening Periods continued

Step 6. Click the Previous Block icon and then click the Next Record icon until the Review Category
displays NORMAL SCREENING.

Step 7. Add Excess Review Types for the NORMAL SCREENING category, as shown above.
Step 8. Click the Save icon.

It is possible for two or more screening periods to run concurrently. This may be done by simply

assigning them the same Rank number. An asset will be considered to be in both screening periods
at the same time, when it is at that point in its excess processing.
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Step 9 Click the Previous Block icon and then click the Next Record icon until the Review Category
displays SCRAF/SALVAGE.

In this case, you are not going to define any screening periods for this category. This
means that excess assets falling into this sub-stream will not have any screening time.
They will immediately be available for final disposition, as soon as they start down the
excess path. If you remember the rules for this category, this is the category of items that
has an acquisition cost of less than $100, or damaged, or specifically marked as Scrap or
Salvage.

NAVIGATION Maintain
¢ Click Excess

« Click Maintain Excess Excess Review Categories

Review Requirements
Riw Category  SCRaP/SALVAGE|

Excess Review Reguirerments
Review
Review Type Rank Days

Figure 5-10: Defining Screening Periods continued

The excess environment is now set up and ready to be used for creating excess assets.
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CREATE EXCESS ASSETS

An excess asset is any asset that you are preparing to remove (dispose of) from your organization. You will
use the Excess menu to manage all asset disposal activities. The first step in the excess process is the
creation of an excess asset. You can create excess assets in several ways, such as:

» Create From Scratch

Use the Maintain Excess Assets screen to create an excess asset from
scratch. This is the same process as creating any other interest asset
from scratch. This procedure will not be covered in this chapter since it
has been discussed thoroughly in the Inventory Management chapter.
For more information about creating assets from scratch, see Chapter 1,
"Single Asset Creation” on page 8.

» Create From Another Interest Asset

You can receive assets into excess that have already been entered into
Sunflower Assets; this is likely to be the most common method that you
will use in order to create excess assets from inventory, or other asset
types, within the system. For more information see “Create Excess
Assets From Other Interest Assets” on page 401.

< Create From An Excess Receival Request

Another common method used to create excess assets is the creation of
an excess asset from an excess receival request. Assets can be
received into excess directly from a request entered by a user who does
not have the direct ability to create an excess asset. For more
information see “Create Excess Assets From Receival Requests” on
page 408. Recall that you created excess receival requests for both an
Inventory asset Chapter 1, "Request Inventory Asset Excess Receival”
on page 78 and an Inactive asset (Chapter 4, "Accept Inactive Receival
Requests” on page 326).
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CREATE EXCESS ASSETS FROM OTHER INTEREST ASSETS

Use the Maintain Excess Assets screen to create excess assets directly from another property record within
the system. When you create an asset from another interest asset you have the option to rename the asset
should you find this beneficial to your organization.

Renaming (or retagging) of the asset enables you to track the asset based on naming conventions that are
specific to your organization versus that of another organization that may be, or may have been, responsible
for the asset at a point in time during the assets lifecycle. For example, the excess department may have a
certain set of naming conventions that it uses to track assets that are sent to them for disposal in comparison
to the naming convention specified for the asset at its time of origination. Renaming an asset is optional and
should be based upon your business processes and procedures. Renaming does not remove any other
identifiers associated to the asset and as a result, each organization can continue to track an asset based on
the naming convention by which they know the asset.
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Scenario: The following graphic illustrates how to create an excess asset in order to begin the disposal
process to discard an asset that is no longer needed by your organization. Inventory asset XX31 has
been released to excess. Create an excess asset with an identifier of EXX31.

NAVIGATION
« Click Excess Excess Assets
Type Type ldentifier
« Click Maintain Excess Identifier [Eyes1 I Existing Interest Asset iy o1
Excess Assets Wispe e
Default Location™
Catalog Identifier” [g I Commodity Parents ’U_ Children ’D_ C/PIA ’_
Ianufacturer TERTROMX Iadel 111209
Official Name oscILLOSCOPE hdodel Mame
Setial Mumber [y Drawing Mo
Initial Event \RECENE EXCESS ASSET User Fields™ ‘
Asset Value™ [ ga7E000 Acquisition Date ,W Responsibility Date ’W
Asset Condition [4 USED - GOOD Effective Date ,m Expected Retum Date ’7
Excess Lot ‘ Flags™ ,7
Rww Category ‘ Batch/Line ‘ fl
Manager |sUNFLOWER SYSTEMS Owner |SINFLOWER SYSTEMS
Steward [EXCESS CENTER Rep |
Custodian ’0505937 Last Name* ’DOEi First W Mid ’_
User ’7 Last Mame™ ,7 First ’7 Mid ’7
Location® || \VERMORE __BUILDING__2000_ROOM_RCY
Document* ‘
User Fields™ ‘
Global User Fields* ‘
W W Comment / Picture / Attachment

Figure 5-11: Creating an Excess Asset From Another Interest Asset
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Step 1. Navigate to the Maintain Excess Assets screen.

Step 2. Enter a new asset identifier in the ldentifier field for the excess asset. In this case, the asset
identifier is EXX317.

Step 3. Enter the type and ID of the existing asset in the Existing Interest Asset Type and Identifier field. n
this case, the existing asset type is /NVI/and the identifier is EXX37.

Step 4. Enter the asset's information accordingly. For more information, see Chapter 1, "Maintain
Inventory Assets Field Terms” on page 10.

Step 5. Click the Save icon to create the “new” Excess Asset.

Unless you are an Excess Manager or Excess Clerk, you will not have the ability to directly create an excess
asset as described in the prior section, “Create Excess Assets From Other Interest Assets” on page 401. As a
result, it is likely that those individuals that want to dispose of assets will create a request to the Excess
department/group in order to receive the desired assets into excess. Therefore, based upon your role within
the organization when an asset is no longer useful, you will create a request for an excess asset, commonly
called an Excess Receival Request. Later, when the asset has been disposed of or transferred out of your
organization, the asset will be retired and any capital asset retirements will be reviewed and posted to your
financial management system.
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Excess receival requests enable users who do not have the authority to directly create an excess asset to
request an asset for disposal. Users can only work with assets that are a part of the organizations to which
they belong or are responsible. In this manner, a user can create an excess receival request to authorized
personnel who can generate excess assets from the receival requests. Excess receival requests can be
made for other interest assets (inventory, inactive etc.) property records to the excess group. The Excess
group can in turn decide to accept or deny these requests.

Below is a sample of the Excess Receival Request screen that individuals outside of the Excess group use to
request the disposal of their assets.

NAVIGATION
¢ Click Excess

Reguest Infarmation

« Click Request Excess : .
Receival Excess in-place? [

Pick-up Location *

« Click Request Inactive

Asset Excess Receival DEvEHD Lol

Assets
Ok A |dentifier Manufacturer Model Official Name
[ I}<}<D1| STEELCASE DESKE FT DESKEFT
Reguest Mo 1107
Agset Condition USED - POOR
Comment

Messane  Complete

Figure 5-12: Excess Receival Request for an Inactive Asset

In the following section you will take a look at the report that you can use to view Excess Requests that are in
the system and are awaiting approval by the Excess organization.
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EXCESS RECEIVAL FORM

Use the Excess Receival Form report to view those assets for which excess requests have been created.
Another useful report is the Assets with Pending Excess Requests report which provides summary
information about newly created excess asset requests. The difference between the two reports is the level of
detail each report provides.

The Excess Receival Form report provides a more detailed view where each excess request is displayed on a
single page with details such as barcodes and signature lines, which are particularly useful when sending
representatives into the field to pick up assets, especially where sign off is required (signature lines and other
details are provided in the comments area). Also notice that this report contains the asset’s barcode which
can be very useful when using barcode scanning technology. The barcodes on the report allow you to use the
report to scan the asset into excess using tools such as Sunflower ExcessTrak™.

The following reports can be used to view and manage excess receival requests:

+ Excess Receival Form report

+ Assets with Pending Excess/Inactive Requests report
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EXCESS RECEIVAL FORM SAMPLE REPORT

Sunflower Enterprise

ASMNe110

1004

: 07/05/1998

Excess Receival Form

05/26/2006 14:

5L

Identifier : INV 0121
Manufacturer : TEKTRONIX Model : T11209
Official Name : OSCILLOSCOFPE Bsget Type : LABORATORY EQUIFPHMENT
Quantity : Uk :
Descripticn :
Serial Number : 01 Value : 2 4,750.00
Flage : Aeguigitien Date : 01/01/1990
Manager : SUNFLOWER SYSTEMS Owner : EUNFLOWEE SYETEME
Steward : SUNFLOWER SYSTEMS Rep :
Custodian : FRAZIER TIMOTHY M 050167 Phone : 225.371.0136
Blternate Fhone : 510.220.8432
Bamset Conditien : USED - GOOD
Pick-up Location Deliver-to Location
LIVEEMORE LIVERMORE
BUILDING : E ROOM 220 EUILDING : 2000 ROOM RCV

Comment :

HAEZARDOUS WASTE APPROVAL DATE
TRANSPORTATICON APPROVAL DATE
LSEET CENTEER REPRESENTATIVE APPROVAL DATE

Figure 5-13: Excess Receival Form

5-406 Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide



ASSETS WITH PENDING EXCESS/INACTIVE REQUESTS

CREATE EXCESS ASSETS

The Assets With Pending Excess/Inactive Requests report provides similar information to the Excess
Receival Form report, but in a summarized fashion. This report provides only the essential elements required

to review the request for disposal.

Scenario: The following graphic illustrates how to use the guidelines on this page to generate the Assets
With Pending Excess/Inactive Requests report.

ASMNELODO

Sunflower Enterprias

Asgets With Pending Excess/Inactive Requesta

Page 2 of 13
05/26/2006 17:23

Usar
Pick-up Locaticn

1061 INV 0151

Rsest Conditicm
Steward
Custodian

User

Pick-up Locaticn

1005 1INV 0231

Asgst Conditicnm
Steward
Custodian

User

Fick-up Locaticn

1064 INV 0251

Aseet Conditicn
Steward
custodian

User

Fick-up Locatien

: LIVERMORE
BUILDING : E ROCM 1 220

SUNFLOWER SYSTEME
FRAZIER KRISTEN & 020866

! LIVERMORE
BUILDING : G ROOM 1 200

4 USED - GOOD
SUNFLOWER SYSTEME
FRAZIER TIMOTHY M 0S0167

 LIVERMORE
BUILDING : E  ROOM : 220

SUNFLOWER SYSTEME
FRAZIER KRISTEN £ 020866

: LIVERMORE
BUILDING : G ROOM @ 200

Requester Phone :
! LIVERMORE

Deliver-to Lecation

HEWLETT- PACKARD S000

Request
Requsster

Deliver-to Location

TEKTRECNIX T11209

Request

Requester

Deliver-to Location

HEWLETT - PACKARD 2000

Request

Requester

Deliver-to Location

Request No Identifier Flags Manufacturer mModel Serial Number azset valus
1004 INV 0131 TEKTRONIX T11209 o1 H 4,750.00
mssst Conditiom @4 USED - 300D

Steward : SUNFLOWER SYSTEME Request : EXCESS RECEIVAL - 07/05/1358
custodian : FRAZIER TIMOTHY M 0S0Ll€7 RaquUeBTEr : OWNER REPDEITORY

BUILDING : 2000

o
w
a
s

: INACTIVE RECEIVAL
: OWHER REEDSITORY
Requester Fhone :

! LIVERMORE
BUILDING : INACTIVE

: EXCESS RECEIVAL
: CWNER REFOEITORY
Requester Phone :

: LIVERMORE

BUILDING : 2000

w0
©
&
3]

: INACTIVE RECEIVAL
: OWHER REECEITORY
Requester Fhone :

! LIVERMORE
BUILDING : INACTIVE

$ 3,500.00

08/21/15%€

07/05/133E

5 3,500.00

08/21/1338

Figure 5-14:
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Assets With Pending Excess/Inactive Requests Report
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CREATE EXCESS ASSETS FROM RECEIVAL REQUESTS

Assets can be received into excess directly from a request entered by another user. Use the Maintain Excess
Assets screen to create the excess asset from the receival request by using the Asset Request Number
(ASR). The ASR is a unique identifier that is system generated from excess (and inactive) receival requests.

Scenario: The following graphic illustrates how to create an excess asset from the excess property

request XSXX03.
Maiicancy
° CIICk Excess Excess Assets
¢ Click Maintain i
Excess Assets Unique Mame

Catalog ldentifier
Manufacturer
Official Name
Serial Mumber

Initial Event
Asset Value®
Asgset Condition
Excess Lot
Ruvw Category
Manager
Steward
Custadian

User

Location®
Dacument™
User Fields™
Global User Fields™

Type

3 Ll
GATEWAY
COMPUTER PORTABLE
22203
RECEIVE EXCESS ASSET

$5,400.00
4 USED - GOOD
SUNFLOWER SYSTEMS
EXCESS CENTER
050598 Last Name™ pog

Last Mame™

LIVERMORE__BUILDING__EXCESS__ROOM__RC

128.115.33.00796 MB

Page 2

Acquisition Date gg01,1997
Effective Date g1 4/2005

Type Identifier
Existing Interest Asset acp (1104

Parents Children CiaP
Model 5000 9100
Model Mame
Drawing Mo

Respansihility Date  gg01,1097
Expected Return Date
Flags® g
BatchiLine /

Owrner | sUNFLOWER SYSTEMS

Rep

First  joHN Tlid

First Tlid
Carnment

Step 1. Navigate to the Maintain Excess Assets screen.

Step 2. Enter a new identifier for the excess asset. XSXX0.3

Figure 5-15: Creating Excess Assets

Step 3. Enter ASR (asset request number) in the Type field of the asset to be excessed.

Step 4. Enter the ASR identifier (7704) in the Existing Asset Identifier field. Click the Tab key. The form
autopopulates with data from the ASR.

Step 5. Click the Save icon to create the Excess Asset.
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SCREEN ASSETS

Screening is an integral part of the excess process that enables you to inform internal and external
organizations about excess assets that are available for reuse. Screening periods are generally categorized
into two sections, internal and external screening. Internal screening is a period in which you give first priority
to a designated organization or group of organizations (such as intra-organizational screening) while the
external screening period enables you to offer assets that you intend to retire to a broader group of potential
parties who may be interested in redeploying the asset for their own use. The types of assets and the extent
and duration in which organizations have access to review excess assets will be defined by you, based on
your Business Procedures and Policies.

For example:

Annams Systems
Cormoration
|

The organization called Sunflower Assets has internal
and external screening periods defined for excess
assets as follows: ¥

Annarns Consulting Sunflower Systerns

|
¥ ¥ ¥

Internal Screening (within the organization)
Administration Services
Excess assets, with the exception of security equipment

(e.g. computer equipment), could have a 10-day ¥ ! ¥ ! 3 3
internal departmental screening period to determine
whether the assets can be reutilized. Assets that are not
considered security equipment will have a 10-day
departmental screening period during which the assets will be made available to departments that roll up to
Sunflower Assets (e.g. Marketing, Development, Consulting, etc.). The screening process will consist of
posting available excess assets to a page on the Sunflower Assets intranet. If one of the organizations within
Sunflower Assets is interested in a posted excess asset then the custodian of that organization will make a
request to the excess department for that asset and arrange for receipt of the property. Once the asset is
picked up or received by the requestor, the excess department will record the retirement of the excess asset.

Development

Customer

Care Educ ation

Harketing Gonsulting

If the asset is considered security equipment, then a diagnostic test is performed in order to validate whether
the asset is in proper working order and any maintenance required for the asset is recorded using the
Maintain Ongoing Events screen (see the events chapter of the Sunflower Enterprise Administration Guide).
If the asset passes inspection, then the owning organization decides whether the asset can be reused
internally (to its organization); if so, a transfer is initiated (see Chapter 1, "Transfer Assets” on page 45). If the
asset does not pass inspection, or does pass inspection but is no longer needed, then the asset is submitted
for external screening.
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External Screening (“Government” organizations)

Externally, reportable and non-reportable assets are submitted to the General Services Administration (GSA)
for up to 21 days unless an agency claims the asset before the end of the 21-day period. Once the screening
period is over, the assets are taken out of GSA Excess and submitted for donation for a period of 5 days. If
the assets are not donated, then GSA makes the assets available to the public for sale for a period of 21
days. Any proceeds of sold assets are documents and forwarded to the owning organization who then retires
the asset with the appropriate final event type.

Sunflower Assets initiates the screening process by batching excess assets for review.
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DEFINE SCREENING PERIODS

To use screening cycles that manage the disposal of excess assets, you need to perform the following:

« “Define Excess Review Rules” on page 391
« “Define Excess Review Requirements” on page 396

« “Batch Excess Assets” on page 411

BATCH EXCESS ASSETS

After creating excess assets, you need to be batch these excess assets together. Batching does a number of
things. It assigns a start time clock to each asset in the batch. Batching enables excess centers to move
assets through the excess process with discrete time boundaries such as days or weeks. The batching
process gives the excess staff control over the clock that moves the assets through their process. It will also
automatically assign each asset to an Excess Review Category, based on the rules that have been defined.

Batching starts the excess asset screening process. The batching process evaluates excess assets
according to review criteria; and then assigns a batch number, report number, and line number. Use the
Batch Excess Assets screen to begin screening and group excess assets for tracking through the screening
process. The batch number can be a combination of codes such as the Fiscal Year, the Julian date, and a
number combination. Only excess assets that meet the rules defined with the Maintain Excess Review Rules
screen are subject to screening.
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Scenario: The following graphic illustrates how to use the Batch Excess Assets screen to begin the
screening process.

NAVIGATION
¢ Click Excess

* Click Batch Excess
Assets

Figure 5-16: Creating a Batch ID

Step 1. Navigate to the Batch Excess Assets screen.

Step 2. Enter a batch identifier in the Identifier field and click the Tab key. (e.g. Fiscal Year + Julian Date +
Sequence Number)

Step 3. Batch Date displays the date the batch was created.
Step 4. Click the Save icon to batch all assets that have not been batched to-date.

View the Excess Asset Count field to see how many excess assets were batched for screening.

Optionally use the Excess Asset (Global Information) report to view those assets that have completed the
necessary screening cycles and are ready for disposal.
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ADD EXCESS ASSETS TO AN EXISTING BATCH
You can add excess assets to an existing batch instead of creating a new batch.

Scenario: The following graphic illustrates how to add assets to an existing excess batch.

NAVIGATION
¢ Click Excess

¢ Click Batch Excess
Assets

BATCH )¢ 07/0511993

Figure 5-17: Adding Assets to an Existing Batch

Step 1. Navigate to the Batch Excess Assets screen.

Step 2. With the cursor in the Identifier field, click the List icon and select the desired batch from the LOV.
Batch XX

Step 3. Check the Add assets to existing batch checkbox to add any new assets meeting the screening
criteria to the existing batch.

Step 4. Click the Save icon to add any new assets that have not been batched to-date to the existing
batch.

View the Excess Asset Count field to see how many additional excess assets were batched for screening.
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EXTEND EXCESS ASSET/BATCH REVIEW

The Extend Excess Asset/Batch Review screen is normally used to increase the amount of time that an asset
or batch stays in a screening period. However, by using negative numbers, you can also decrease the

screening period.

NAVIGATION
 Click Excess
« Click Extend Excess Excess Review Extensions
Asset/Batch Review
Excess Asset ldentifier Batch ldentifier Review Type  Date Days Comment Display
BATCH 01 INTERMAL 11/29/2005 30
Comment

Figure 5-18: Extending the Excess Asset Batch Review Period

Step 1. Navigate to the Extend Excess Asset/Batch Review screen.
Step 2. Adjust the time for your first screening period.

For example, if the internal review period is for 30 days, specifying a
positive 30 would increase it to 60 days. But using a -30 decreases it to
zero, moving the assets it contained on to the next screening period you

have defined.

Step 3. Click the Save icon to update your screening periods.
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MANAGE EXCESS ASSET RESERVATIONS

Your screening process may consist of posting the list of excess assets to an internal website, Email the
information to a distribution list, or requesting that users generate reports (e.g. Excess Asset (Global
Information) report) to view the list of available assets. During the internal screening process, if an
organization wants one of the posted excess assets then the requesting department will make a request to
the department handling excess assets to make the appropriate arrangements. This request is known as an
Excess Asset Reservation.

Scenario: The following graphic illustrates how to create a reservation for excess assets.

NAVIGATION

+ Click Excess
. Asset Reservations
* Click Create Excess
Asset Reservation
Date ng/15/2005 01:22:57
Resened by ANAGER TRAINER EXCESS X EX( Fhane 510.223.1221
Organization aAccET CENTER ¥ Duration 21
Assets
Ok A ldentifier Manufacturer Madel Official Narme
7 TEKTROMIX T11202 0SCILLOSCOPE
O O
O [T
O [T
O O
O O
Message Complete

Figure 5-19: Creating an Excess Asset Reservation
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Step 1. Navigate to the Create Excess Asset Reservations screen.

Step 2. The following fields autopopulate with:

= Current date and time, Date
* Your userid based upon your login, Reserved by
* Your phone number, Phone

* Your asset center, Organization

Step 3. Enter the amount of time (days) for the reservation life span. 27
Step 4. Enter an identifier for the excess asset and click the Tab key. EXX06

The Manufacturer, Model, and Official Name autopopulate.

Step 5. Click the Save icon.
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ADJUST AN EXCESS ASSET RESERVATION

Use the Maintain Excess Asset Reservations screen to update information pertaining to a reserved excess
asset. Additionally, you can use this screen to cancel a reservation.

Scenario: The following graphic illustrates how to modify the asset reservation made in the previous
exercise by extending the reservation window from 21 to 25 days.

NAVIGATION
¢ Click Excess

. L Asset Reservations
¢ Click Maintain Excess

Asset Reservations Identifier x5 Cariz] M

Manufacturer TERTROMNN Wodel 119209
Official Mame  nsciLL0sScoOPE Model Mame
Datetime  ngy15/2005 01:22:57
Reserved By naNAGER TRAINER EXCESS X B Phone  510.223.1221
Organization ASSET CENTER ¢
Start Date n5/15/2005 01:24:53 Stop Date Duration Rank 1

Figure 5-20: Modifying an Excess Asset Reservation

Step 1. Navigate to the Maintain Excess Asset Reservations screen.

Step 2. Click the Find icon to enter the Query Mode.

Step 3. Enter search criteria. EXXX06

Step 4. Click the Find icon again to retrieve the requested data.

Step 5. Specify the number of days for the reservation to be valid. 25

Step 6. Click the Save icon to save changes to your asset reservation record.
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RETIRE EXCESS ASSETS

You can dispose of assets one at a time or together in lots. The lotting process requires two steps which
includes the creation of a lot master to which you can add one or more lots of assets. The following section
discusses how to perform the final phases of disposal and retire those assets by using each of the methods
mentioned here.

Once an asset has been removed from service by sale, auction, donation, transfer, or other means, the asset
is retired. Assets may be retired individually or in groups (lots). Key attributes such as the Date on which the
asset was removed from service and Retirement Type, referred to as the Event Type, are required. If the
asset is retired from the accountable organization and is transferred to another organization, you can specify
the receiving organization, contact name, and phone number for the new person responsible for the asset.

The following section illustrates how to retire individual assets or assets that are part of a lot that require
retirement.
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CREATE LOT MASTERS

While you can retire assets one at a time, you can also dispose of assets in groups, called lots. One or more
lots are disposed of in Lot Masters. Lotting is particularly useful when you have assets that you are disposing
of in bulk. For example, you can group all donated assets for retirement on a monthly basis. The first step is to
create the lot master which defines the type (e.g. sale, auction, donation etc.) and valid dates for the
organization responsible for the lot master and, secondly create a lot (or lots) to add to the lot master. After
creating a lot, you need to add assets to that lot. Use the Maintain Excess Lot Masters screen to create or
update one or more lot masters for auctions, sales, donations, scrap, etc.

Scenario: The following graphic illustrates how to go through the first phase of lotting by creating a Lot
Master that will group excess assets into lots for an auction.

NAVIGATION
¢ Click Excess

, ., Excess Lot Masters
¢ Click Maintain
Excess Lot : : L :
Masters Type Lot Master Identifier Begin Date End Date Organization User Fields™

AUCTION AUCTION 3 06/15/2006 06/16/2006 ASSET CENTER XX

Figure 5-21: Creating a Lot Master
Step 1. Navigate to the Maintain Excess Lot Masters screen.
Step 2. Enter the long name for the lot master type or select from the LOV in the Type field. AUCTION

* If you do not find the Lot Master Type that you are looking for from the LOV in the Type field, use
the Administration module Maintain Domains screen to create the Lot Master Type.

* Select the Lot Master Type simple domain and insert a row for the desired Lot Master Type. For
more information about creating simple domains, see the Domains and Documents chapter of the
Sunflower Enterprise Administration Guide.

Step 3. Enter an identifier for the lot master in the Lot Master Identifier. AUCT/IONXX

Step 4. Enter first date that the lot master is valid for use in the Begin Date field.

Step 5. Enter last date that the lot master is valid for use in the End Date field.

Step 6. Enter the name of the organization who is sponsoring the auction in the Organization field.

Step 7. Click the Save icon to save your new Lot Master.

Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide 5-419



RETIRE EXCESS ASSETS

ADD LOTS TO LOT MASTERS

After creating a lot master, you can create lots for excess assets. Each lot is associated to a lot master. Once
an asset is tied to a lot, the asset location is automatically updated for the lot’s location.

Scenario: The following graphic illustrates how to create a lot, associate it to the lot master created in the
previous exercise, and then add excessed asset EXX09 to the lot.

NAVIGATION
« Click Excess
+ Click Maintain Excess Excees Lets
Lots :
Lot Master Type  aucTION Lot Master ldentifier a1 10TI0M
Lot Identifier | AT w01 Final Event
Location™ san FRANCISCO_BUILDING _E2 ROOM_ 1808
User Fields®
Ok Identifier hanufacturer hadel Official Name
M Ex3 COMPAQ WMODEL 1 COMPUTER PERSONAL
r
-
-
-
-
-
Message Complete

Figure 5-22: Adding Assets to a Lot

Step 1. Navigate to the Maintain Excess Lots screen.

Step 2. Enter the identifier for the lot master in the Lot Master Identifier and click the Tab key. The Lot
Master Type field auto-populates.

Step 3. Enter a lot identifier for the lot in the Lot Identifier field. You can use an identifier to describe the
type of assets that are in the lot, (e.g. computers, trucks, desks, etc.)

Step 4. Select the location of the lot (assets).
Step 5. Enter the identifier for the excess assets.

Step 6. Click the Save icon to save the new lot.
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RETIRE EXCESS ASSETS

When a lot is disposed of, you will record a final event for the lot which, in turn, automatically creates a final
event for each excess asset that is a part of the specified lot. For example, if a third party sold a lot of assets
for your organization through an auction and they provide a receipt of sale, you can record the sale using the

Create Excess Lot Final Events screen.

Scenario: The following graphic illustrates how to create a final event for LOT XX01 sold on MM/DD/

YYYY with proceeds totalling $500.

NAVIGATION
¢ Click Excess

¢ Click Create Excess Lot
Final Events

Final Events

Date /152005
Final Event  pvcESs SALE
User Fields™ s00_ ASSET CENTER X%
Document™ s F RECEIPT 34100

Excess Lots

Ok Lot Master Type Lot Master [dentifier Lot [dentifier
M AUCTION AUCTION 3 LOT X401
-

-

-

-

-

hessage Complete

Step 1. Naviga

Figure 5-23: Recording Excess Lot Final Events

te to the Create Excess Lot Final Events screen.

Step 2. Specify the date of sale (or other disposition) in the Date field.

Step 3. Specify the information in the Final Events and Excess Lots blocks accordingly.

Step 4. Click the Save icon to save the lot final event record.
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CREATE EXCESS ASSET FINAL EVENT

When retiring individual assets (that have not been disposed of through a lot), use the Create Excess Asset
Final Events screen to specify the final disposition of the assets.

Scenario: The following graphic illustrates how to retire asset EXX02, transferred today to the
Department of Transportation, per the details of transfer document 55.

NAVIGATION
« Click Excess Final Events
¢ Click Create Excess Date |og/21/2008
Asset Final Events Final Event |£cESS TRANSFER

User Fislds™ DERARTMENT OF TRANSPORTATION

Document” [TRANSFER 55
Comment |

Assets

Ok Identifier tanufacturer £ Model £ Official Mame*

u |EXXD2 ‘HEWLE'IT—F‘ACKARDiE!DDDiCOMPUTER MINI =

_y \

_y \

- \

-

-

-

-

-

r ~
Message

Figure 5-24: Retiring Individual Assets
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Step 1. Navigate to the Create Excess Asset Final Events screen and enter the data provided by the table
shown below.

Step 2. Specify the date of the asset final event. The current date is the default value.

Step 3. Select the event type from the list of values (LOV) from the Asset Final Event field for the inventory
asset. In this case, the asset final event type is a Excess Transfer.

Step 4. Double-click in the User Fields, to open the Organization pop up window and the select the
organization that you are transferring ownership of the asset. Save to close this window.

Step 5. Double-click in the Document field, to open the Maintain Documents screen and enter the related
asset final event document information. Save to close this window.

Step 6. Enter the identifier of the excess asset and click the Tab key. The Manufacturer, Model, and
Official Name populate. EXX02

Step 7. Click the Save icon to save the asset final event record.

NOTE: The Generate DD149 button is only active if you have licensed Sunflower Contract Reports.
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REVERSE AN EXCESS ASSETS FINAL EVENT

To reverse (reinstate) an excessed asset, reverse the excess final event. Alternately you can perform the
same action by entering the asset identifier on the Maintain Excess Assets screen. For more information
about reinstating retired assets, see Chapter 1, "Reverse Asset Final Events” on page 95.

NOTE: Reversing an excess asset in this manner removes the historical record of this asset final event.
If you want to retain the asset final event history, reinstate the asset using the Maintain Excess Assets
screen.

Scenario: The following graphic illustrates how to reverse the final event for excess asset EXX02.

NAVIGATION

¢ Click Excess Final Events

* Click Create Excess Date 0521/2008
Asset Final Events Final Event [ExCESS TRANSFER

User Figlds™ \DEPARTMENT OF TRANSPORTATION

Document™ [TRANSFER_ 55
Comment

Assets

(=)

k Identifier tanufacturer / Model / Official Name®
|E)0<D2 ‘HEWLETI'—F‘ACKARD_BDDD_COMPUTER MM =

[ Y I Il [ |

Message |

5

Figure 5-25: Reversing an Excess Asset Final Event
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Step 1. Navigate to the Create Excess Asset Final Events screen.

Step 2. Specify the date of the asset final event. The current date is the default value.

Step 3. Select the event type from the list of values (LOV) from the Asset Final Event field for the inventory
asset. In this case, the asset final event type is an Excess Transfer.

Step 4. Click the Find icon to search the database.

Step 5. Place cursor in the Identifier field for the asset that you want to reverse. In this case, excess asset
EXX02.

Step 6. Click the Remove Record icon to remove the specifically indicated asset record.
Step 7. Click the Save icon to reinstate the selected asset.

NOTE: You can also reinstate a retired asset using the Maintain Excess Assets or Maintain Inventory
Asset screen by entering the retired asset identifier in the Identifier field. A prompt message will inform
you that this action will re-activate the asset, thereby reinstating the asset.

NOTE: If you try to review an excess asset with a final event from the Maintain Excess Assets or Maintain
Inventory Assets screen, a prompt message will display indicating that this action will re-activate the
asset, thereby reinstate the asset if you continue.

If you acknowledge the Warning Message and save, the asset final event is reversed and it displays on
the Asset Summary and History screen.
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EXCESS REPORTS

Sunflower provides a flexible and comprehensive web-based reporting system. The Sunflower database is
queried when a report is created and executed. Reports display real-time information. Therefore, an
afternoon report will differ from a morning report by reflecting any changes made during the day.

There are several output options available for your reports.

* PDF (Adobe Acrobat)
< HTML
* Text

Your outputs depend upon the report selected. Acrobat and HTML are standard options provided for most
reports. Text file export is available for selected reports.
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Sunflower provides the following reports to use with the Excess module:

+ Excess Assets (Global Information) Report - shows detail and summary information of excess assets
« Asset Reservations Report - shows the details of excess assets with outstanding reservations

« Asset Search Report - searches the asset repository for assets matching a description, manufacturer or
model; used for asset review

« Asset Structure Report - shows parent/child relationships between assets
+ Assets with Pending Excess/Inactive Requests Report - list assets with pending inactive/excess requests
* Excess Asset Summary by Asset Flag Report- summarizes excess asset value and count by asset flag

+ Excess Asset Activity Summary by Asset Type Report- shows the details of inactive asset activity by asset
type

+ Excess Asset Final Events Report- shows the details of excess asset final events

+ Excess Asset Initial Events Report- shows the details of excess asset initial events, e.g. received and
transferred

+ Excess Asset Ongoing Events Report- shows detailed information for ongoing events, e.g. maintenance,
repairs and mileage captured, for excess assets in a time period

+ Excess Asset Activity Summary by Asset Flag Report- shows the details of excess asset activity grouped
by asset flag

+ Excess Asset Summary by Asset Type Report- summarizes excess asset value and count by asset type
* Excess Asset Timeline report displays the event timeline of excess assets over a time period.
* Excess Assets Report - shows the details of excess (disposal) assets

* Excess Asset Interface Processing Results Report- shows the results of processing the contents of
interface table as_load _excess_assets

* Excess Review Categories Report- shows detail and summary information of excess assets

« Excess/Inactive Receival Form Report - prints a generic form, with barcode, that can be used for excess
and inactive asset pick-up

* Purchase Order Aging Report - shows detailed information of outstanding purchases orders requiring
receipt and tagging of property

NOTE: Many of the above reports are similar to those detailed in the Inventory Assets and Agreements
Chapters. To see more detailed examples of the related reports, see Chapter 1, "Management Reports”
on page 101 and Chapter 3, "Agreement Reports” on page 281.
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KEY CONCEPTS

MANAGE PHYSICAL INVENTORY

for accounting, reconciling, and updating your asset

records. Based on your review cycles (e.g. annually,
biannually, etc.), you will create a review campaign that defines
how to conduct your physical inventory. The setup process of a
review campaign is an important component of any physical
inventory. This chapter discusses how to perform a physical
inventory from setup to the close of an asset review cycle.

C onducting a physical inventory provides a defined process

This chapter includes the following discussion points and concepts:
*  “About The Review Module”
* “Manage Review Campaigns”
* “Manage Resolutions”

* “Review (Physical Inventory) Reports”




ABOUT THE REVIEW MODULE

ABOUT THE REVIEW MODULE

Sunflower enables you to manage and perform concurrent physical inventories. The physical inventory
process begins by creating a review campaign. The review campaign defines the parameters within which
you conduct your physical inventory. One of the first steps to conducting a review campaign is to define the
baseline of your physical inventory. The baseline specifies the base level of assets that are to be accounted
for within a review campaign. After defining the baseline criteria, freeze the baseline to establish the base of
assets for your review. In addition, define the methods (e.g. MobileTrak barcode scanning, manual entry etc.)
that you will use to locate and validate the assets that you find during the physical inventory process.

The Review (physical inventory) module enables you to record, track, and modify information about the
assets within your organization that are a part of your general inventory. Some or all of the functionality
provided within the Review module is available to users who have been assigned to one of the roles used to
manage inventory (e.g. Review Manager or Review Clerk). This chapter discusses the many functions that
you can accomplish by using the Review module.
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REVIEW MODULE WORKFLOW

The Review module handles three primary functions: creation, management and closing of a physical
inventory. The workflow diagram below depicts these functions based on the menu items found within the
Review module.

=

danage Physical Inventory

i aintain Feview
Campaigns

—= Create

Create Resolutions

M aintain Review Campaigns

M aintain Base Frozen Statuses

M aintain Feview Baze

™ Manage —® hdaintain Walid Fesalution Types

— FRelink Base Assets with Resolutions
— Edit Resolution Interface Records

—® Frocess Rezolution Interface Records

— Delete Resolutions

— hdaintain Feviemw Accnals

—= Close

M aintain Review Campaigns

Figure 6-1: The Review Module Workflow
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REVIEW CAMPAIGN LIFECYCLE

Sunflower provides the capacity to manage all aspects of the asset lifecycle. Managing your assets includes
maintaining records for identification and location purposes, auditing and processing the disposal of surplus
assets. Sunflower enables you to track an asset from the time it is acquired, until the time of its final disposal.
Before an asset is disposed of, it is likely that it will be audited by numerous physical inventories. The physical
inventory process consists of the following stages:

1. Define assets in a campaign

2. Freeze baseline

3. Define criteria for an asset find

4. Create resolutions

5. Review resolutions

6. Manage resolutions

7. Close review campaigns

Define
Review
Campaign

Review Asset Lifecycle
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Base Assets | L—| Resolution
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Record
Resolutions

Close RLEm
Revigwy p———] Reports
Campaign

Figure 6-2: The Review Asset Lifecycle
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REVIEW ROLES

Sunflower approaches asset management with the belief that you can manage, monitor, control, and account
for an asset throughout its distinct lifecycle. Sunflower does not impose the way in which you have to manage
your assets but provides guidelines, structures, processes, and tools to help you manage them effectively.
The users that you assign to manage the various aspects of an asset at each stage of the lifecycle will depend
upon your organizational structure and processes.

A Sunflower user is any individual to whom you assign one or more roles. The assignment of Sunflower roles
enables users to perform job duties that are enabled by the specified role. Roles provide access to screens
and define the extent to which an individual can perform functions such as adding, updating, and retiring
asset records. The user in question may be an employee or a contractor working on the behalf of your
organization who has a job function that requires either active (e.g. create, update or delete functions) or
passive (e.g. general inquiry, searching and reporting) use of menu items in the Review module.

For more information about Sunflower application roles, see the Roles chapter in the Sunflower Enterprise
User Guide.
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REVIEW MENU ACCESS

The Review module uses two roles to manage review campaigns. These roles are the Review Manager and

Review Clerk.

When assigning these roles to users, it is important to map out the functional responsibilities of your users
and decide (based on the tasks that each user must perform) how to assign the appropriate application role.
The table below lists menu access within the Review module based upon the Review roles.

MENU ITEM
Maintain Review Campaigns

Maintain Base Frozen Statuses
Maintain Valid Resolution Types
Maintain Review Base

Relink Base Assets with Resolutions
Edit Resolution Interface Records
Process Resolution Interface Records
Lookup Resolutions

Create Resolutions

Delete Resolutions

Maintain Review Accruals

Review Reports
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ROLE
REVIEW MANAGER
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

REVIEW CLERK
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REVIEW MANAGER VS. REVIEW CLERK

What is the difference between the manager and clerk roles? You can tell from the table above that there is a
significant difference in the type of access provided for these roles within the Review module. The difference
between the two roles is related to their functions as well as organizational structure. The Review Manger has
access to and can edit (create, manage and close) the physical inventory process throughout an organization.
On the other hand, the Review Clerk does not have creation capabilities and can only perform tasks related to
the physical inventory process. Additionally, the Review Clerk can only perform management functions
related to physical inventory for those departments to which the clerk has been assigned. The Sunflower
Administrator must specify at what level within your organization a Review Clerk can work with your
organization’s assets by defining them as an Organization Contact. For more information about Organization
Contacts, see the Roles chapter of the Sunflower Enterprise User Guide.

REVIEW MANAGER

The Review Manger has the ability to manage (e.g. create, modify, retire) all review campaigns within
Sunflower. Additionally, the Review Manager is responsible for general administration tasks such as the
definition and maintenance of list of values that support the Review module. Some of the tasks the Review
Manager role can perform are as follows:

* Create Review Campaigns

< Define Valid Resolutions

« Define the Review Base

REVIEW CLERK

The Review Clerk does not have creation capabilities and can only perform tasks related to management of
the physical inventory process. Additionally, the Review Clerk can only perform functions for those
departments to which the clerk has been assigned as an Asset Center Representative (ACR). Some of the
tasks the Review Clerk role can perform are as follows:

* Create Resolutions

* Lookup Resolutions

¢ Maintain Review Accruals
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MANAGE REVIEW CAMPAIGNS

A review campaign, commonly referred to as a physical inventory, is made up of three components that
determine the data involved (asset baseline), how inventory is accounted for (finds), and the duration of the
campaign. The first phase of a physical inventory is to define the criteria for the review by creating a review
campaign. A review campaign specifies the parameters of your physical inventory and includes such details
as:

e Start Date

* End Date

* Review Campaign Type

* Determine Asset Baseline

* Sampling Type

» Transactions Types that (Validate and Resolve Assets)

This section discusses how to:

.

“Create Review Campaigns” on page 441

* “Create Base Assets” on page 445

* “Freeze Base Assets” on page 453

» “Link Base Assets to Existing Resolutions” on page 455
* “Maintain Review Accruals” on page 457

» “Define Valid Resolution Types” on page 459

* “Create Resolutions” on page 462

* “Lookup Inventory Asset Resolutions” on page 464

* “Delete Resolutions” on page 466

» “Load Resolutions From an External Source” on page 468
» “Edit Resolution Interface Records” on page 469

* “Close Review Campaign” on page 472
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CREATE REVIEW CAMPAIGNS

The cornerstone of the Review module is the review campaign and the creation of a review campaign is the
first step in the definition of a physical inventory. A primary aspect of defining a review campaign is defining
the assets that comprise the review campaign. Sunflower refers to this process as maintaining the review
base. One of the first elements that you will need to define is the campaign type. The campaign type is usually
defined based on the interest asset type such as Inventory Assets, Agreement Assets, Excess Assets,
Inactive Assets etc. This enables you to limit your review campaign to a designated pool of assets that you
are tracking in the Sunflower application database.

For example, if you are performing contract work for a government agency, you will likely need to comply with
a request for an audit of assets in your possession that is supporting that contract. You can use Sunflower to
create a review campaign based on the agreement types. You can target your review campaign by defining
the rules (Base Source) to limit the selection of the asset baseline for your review campaign to include only
those assets that support that specific contract. For more information about setting up rules for defining base
assets, see “Create Base Assets” on page 445. The following section illustrates how to define a campaign,
the first step in the review campaign process.
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Scenario: The following graphic illustrates how to use the Maintain Review Campaigns screen to create a
review campaign.

NAVIGATION E maintain
* Click Review

Review Campaigns
« Click Maintain Review
Campaigns Name  pEyVIEW CAMPAIGN 2 Frozen?
Sponsor  ASSET CEMTER X
Campaign TYpe  |NWENTORY
Sample Type  pOPYLATION

Base Source  puLE GENERATED

Audit of

Culminated by
Begin Date  n7,01/1008 Expected End Date Actual End Date

User Fields™
Comment Freeze Status Reszolutions

Figure 6-3: Maintaining Review Campaigns

Step 1. Navigate to the Maintain Review Campaigns screen.

Step 2. Enter the name of the review campaign in the Name field.

In this example, the review campaign name is Review CampaignZ. This
name should be distinct.

Step 3. Enter the name of the organization that is administering the campaign in the Sponsor field.

In this example, ASSET CENTER XX.

Step 4. Select the type of review campaign that you want to perform in the Campaign Type field.
* The Campaign Type is the asset interest type for the campaign you plan to perform (e.g. Inventory,
Inactive etc.)
* The review campaign type is a classification that should be specific and meaningful to you.

*  You define review campaigns with the Administration module’s Maintain Domains screen. This is
an activity that a Review Manager or Sunflower System Administrator role can perform.
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Step 5. Select the sample type that you want to use to create the base (e.g. Popu/ation) in the Sample
Type field.

* The Sample Type determines how to create the base. For example, a Population sample type
includes all assets in baseline.
* Use Random sample to select a subset of the assets in the baseline.

* If the sample type is a Random Sample, then a pop-up window displays allowing you to specify the
sample size and the number of assets to include in the sample.

* You define sample types with the Administration module’s Maintain Domains screen.

Step 6. Select the base source method in the Base Source field.
* The Base Source establishes the method that you want to use when considering items for a review
campaign. The selected method creates the list of assets that you audit.

*  For example, selecting the Rule Generated base source implies that you will use a set of
predefined rules to determine which assets are the subject of the review. The other base source types
are:

* Campaign - used to audit another campaign
* Direct File Load - load a list of assets created from an external program

* User Created SQL - if the rules do not meet the available choices, create your own SQL based
rules.

Step 7. Enter the name of the previous review campaign in the Audit of field if this review campaign is an
audit of a previous campaign.

* Click the List icon for a list of review campaigns.

* Select the name of a prior review campaign for which you are performing the audit. This is an
optional field.

Step 8. Use the Culminated by field to specify whether the campaign definition that you are creating is
validated against a prior campaign.

* Click the List icon for a list of review campaigns.

* The Culminated by field refers to the population campaign that you want to use to validate this
campaign. Use this field with a sample type of a Random Sample.

Step 9. Enter the date that the review campaign begins in the Begin Date field.

Double-click in the field to display the calendar pop up screen.

Step 10. Enter the date that you expect the review campaign to end in the Expected End Date field.

Double-click in the field to display to display the calendar pop up screen.
This is an optional field.
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Step 11. Enter the date the review campaign actually ends in the Actual End Date field.

* Double-click in the field to display to display the calendar pop up screen. This date freezes the
results of the campaign.

* Leave this field blank until you have completed the review cycle.

Step 12. The Frozen? field automatically populates when the review campaign is frozen.
Step 13. Enter user-defined values (if applicable) in the User Fields field. Double-click to edit this field.

Step 14. Define the acceptable resolutions for the review campaign by clicking the Resolutions button to
display the Maintain Resolution Types screen.

Enter the valid resolution types if applicable, then click the Save icon to
return to the Maintain Review Campaigns screen.

Step 15. Click the Comment button at the bottom of the screen to display the Capture Comments,
Pictures, and Attachments screen if you want to enter a comment for a review campaign.

* Add your comments, pictures or attach supporting documentation as needed.

* Click the Save icon to return to the Maintain Review Campaigns screen.

Step 16. Click the Save icon to save your review campaign.
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CREATE BASE ASSETS

After defining a campaign, you must specify the base (baseline) for the assets that you want to inventory. You
must specify the baseline date. All inventory assets contained in a property management system as of the
baseline date are subject to inventory review. Assets that become part of the property management system
after the baseline date are not part of the inventory review baseline but are part of your organization’s
inventory. At any period in time, those assets (that are not part of your baseline) may be moved about freely to
other locations. New assets can be recorded into the database, but they cannot be part of the baseline. The
following illustration represents the inventory at any moment in time during a review campaign.

ASSETS WITHIN
BASELINE

ASSETS ADDED
AFTER BASELINE

Figure 6-4: Baseline Assets and Assets Added After the Baseline Date

CREATION METHODS
You can use Sunflower to create the following Base Source rules.
* “Rule Based”
* “Campaign”
< “Direct File Load”

¢ “User Created SQL”
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RULE BASED

Use a Rule Based base source when the assets that you want to include in your baseline can be selected
using Sunflower attributes. A rule-generated campaign has a base that is generated from one or more
English-like rules that you provide to describe the assets that should make up the baseline. A series of rules
can be created to select assets. Each base rule detail criteria represents an AND condition and multiple base
rules represent an OR condition. A rule can have an unlimited number of criteria and a campaign can have an
unlimited number of rules. The following table lists all of the attributes that you can select from to generate a
rule based asset base for a review campaign:

RULE BASED ATTRIBUTES FOR CREATING AN ASSET BASE

ACQUISITION DATE INACTIVE ASSET START DATE
ACTIVITY STATUS INACTIVE TYPE
ACTIVITY TYPE INTEREST ASSET TYPE
AGREEMENT INVENTORY ASSET START DATE
AGREEMENT ASSET START DATE LEVEL 1 STRUCTURE
AGREEMENT TYPE LEVEL 2 STRUCTURE
ASSET SUB TYPE MANAGER
ASSET TYPE MANUFACTURER
ASSET VALUE MODEL
CONDITION OFF SITE LOCATION TYPE
CUSTODIAN OFFICIAL NAME
EXCESS ASSET START DATE OWNER
FINANCIAL ASSET START DATE SITE
FINANCIAL CARRIER STEWARD
FLAG SUBSET
FSC CLASS SUBSET ASSET START DATE
FSC GROUP SUBSET TYPE
FSC NATIONAL STOCK NUMBER USER

CAMPAIGN

Use the Campaign base source when you want to audit the results of a previous review campaign. Sunflower
can create a base by random sampling the base of a prior campaign. In other words, the Campaign base
source creates a subset of base assets from a previous campaign’s baseline. This feature can be used to
verify the results of a closed campaign.

NOTE: The sample type selection to support this base source rule must be Random Sample.
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DIRECT FILE LOAD

Use the Direct File Load base source when using an external program to select the base assets for your
review campaign. For example, if you use a statistical sampling algorithm program to determine the review
campaign's base, you can load the file created from this process with the Direct File Load base source
process.

The following steps are required to use the Direct File Load base source type:

Step 1. Produce a file from an external source (e.g. extract from Microsoft Excel, SASS etc.).

Step 2. Load data from the external source into the AS_LOAD_BASE_ASSETS table with the Process
Resolutions Interface Records screen.

Required fields for this table load are:

©  BSAS INTEREST ENTITY NAME
«  BSAS INTEREST IDENTIFIER

« SOURCE_LOAD GROUP

- SOURCE _RECORD_GROUP

Step 3. Select a Campaign (e.g. Inventory, Agreement, Inactive, Excess, etc.).
Step 4. Select a Sample Type (Population).

Step 5. Create the Asset Base.

Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide 6-447



MANAGE REVIEW CAMPAIGNS

USER CREATED SQL

It is possible to write your own query and have that query deliver the baseline for you. This is useful when
your review base requirements are so complex that you must define your own query statement. To do this,
Click the Free button of the Base Rules block to write your query statement as a SQL statement.

When the previous base source type rules do not create the desired criteria for selecting your review
campaign asset base, you can create your own SQL based rule to capture the desired results. Here is an
example of a SQL derived base source rule for a review campaign that selects inactive assets with a start
date of 01/01/1990 or later.

SELECT AS_ASSETS.ID
FROM
AS_ASSET_STATES,
AS_ASSETS
WHERE
EXISTS (SELECT X
FROM AS_INACTIVE_ASSETS INAS
WHERE INAS ASSET_ID = AS_ASSETS.ID
AND  INAS.START DATETIME > TO_DATE(01/01/1990", MM/DD/YYYY')
AND  NVL(INAS.STOP_DATETIME, SYSDATE) <= SYSDATE)
AND
AS_ASSETS.ASSET_STATE_ID_LAST = AS_ASSET_STATES.ID

SAMPLE TYPES

There are essentially two sample types to use for Sunflower review campaigns. One is the Population sample
type and the other is Random Sample. The Population sample type includes all assets in the baseline and the
Random Sample is used in conjunction with the Campaign base source rule to select a subset of the assets in
a previous campaign’s baseline. Random Sample is the sample type selected when auditing a previously
conducted campaign and Population is a comprehensive asset base conducted for a complete physical
inventory determined by the base source rules that you use to create a review campaign.
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Scenario: The following graphic illustrates how to use the Maintain Review Base screen to specify which
assets to include in the baseline for your review campaign. In this example, six assets make up the asset
base for the steward organization, Asset Center XX. Use the Maintain Review Base screen to specify the
base source rule that you want to use to define the assets for the baseline of your physical inventory.

NAVIGATION
¢ Click Review

¢ Click Maintain Review
Base

Step 1. Navigate to the Maintain Review Base screen.

)

Review Campaigns

Marne
Spansar
Sample Type

Base Source

® 2005

ASSET CENTER ¥x
POPULATION
RULE GEMERATED

Actual End Date

Create

Create S0L

Base Rules

Identifier

Base Rule Details - Criteria

Attribute

Operator  Operand
= ASSET CENTER XX

Figure 6-5: Specifying an Asset Base

Step 2. Enter the desired review campaign name of the review campaign in the Name field and click the
Find icon.

°

.

displays additional blocks on the screen.

.

The other fields in the Review Campaign block automatically populate upon making your selection.

If the Base Source of the review campaign is Rule Generated or User Created SQL, Sunflower

To retrieve the base information for all review campaigns, place the cursor in the Name field and

click the Find icon. Use the Previous Record and Next Record icons to navigate through the records.
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Step 3. Enter the tracking number assigned to the base rule in the Identifier field of the Base Rules block.

If a base rule already exists for the review campaign, click the Insert
Record icon to add a new base rule. You can enter multiple identifiers as
required (e.g. XXA & XXB, the asset base will be the accumulated total of
both entries).

For Rule Generated Review Bases:

Step 4. Enter the type of criteria you want to add in the Attribute field of the Base Rule Details - Criteria
block.

Click the Insert Record icon to add a new base rule or click the Criteria
button and use the Base Rule Details - Criteria block to select your
criteria for the additional rule.

NOTE: All conditions for a single rule constitute an AND condition. Multiple rules
(Identifiers) constitute an OR condition.

Step 5. Enter the relational operator that you want to use for the expression in the Operator field (e.g. =,
>= etc.).

Step 6. Enter the value that you want to use for the expression in the Operand field.

* The value selected in the attribute field determines the list of possible operands. For example,
STEWARD = ASSET CENTER XX means that you are creating a review campaign for all assets
assigned to the ASSET CENTER XX steward.

* Here is another example involving the two separate steward organizations. If you want to create an
asset base for two separate steward organizations, you will need to create two sets of rules with
separate identifiers in order to create an asset base that is inclusive of both organizations. If you use
one identifier to create a rule attempting to capture the two organizations, the assets will need to
belong to both steward organizations to be part of the asset base. Sunflower does not allow for two
separate organizations to be steward organizations at the same time and therefore no asset base will
be created without using two separate rules.

NOTE: The Operand phrase should not begin with “WHERE” or “AND.”
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If the Sunflower attributes provided are not sufficient to define your asset base, click the Free button in the
Base Rules block and enter a custom SQL phrase in the Base Rules Details - Free Text box.

Another option is to click the Next Block icon to open the same Base Rules Details - Free Text box. The SQL
statement that you enter in the Text box is an addendum to the existing SQL script generated by the selected
business rules. If you want to add another condition for an attribute that is not a part of the Rule Generated
attribute set, then add the desired attribute in the Base Rules Details - Free Text box. The additional attribute
will be added to the Rule Generated SQL script to further filter your desired asset base.

For example, Agreement assets can utilize the Alternate Id 1 attribute to track assets. You can insert the
condition, ALTERNATE_IDENTIFIER_1 ='XYZ123', in the Base Rules Details - Free Text box and click the
Create SQL button to add the statement to the existing SQL. Click the Next Block icon to view the modified
SQL statement in the Base Creation Statements block as illustrated below.

Biase Rule Details - Free

Text
ALTERMATE_IDENTIFIER_1 = ®¥Z123'

Figure 6-6: Modifying Rule Generated SQL Scripts

Biase Creation Staterments

Text
EELECT AS_ASSETS.ID
FROM
AL _ASSET_STATES,
AS_ASSETS
WHERE
ALTERMATE_IDENTIFIER_1 = ®Y¥Z1 23'|AND
SELECT %

EXISTS |

Sunflower Systems © 2006

FROM AS_INVENTORY_ASSETS IWAS
WHERE IWAS ASSET_ID = AS_ASSETS.ID
AND - WAS START_DATETIME = TO_DATE(D1/01/1980", MM/DDA Y YY)

Figure 6-7: Viewing Modified Rule Generated SQL Scripts
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For User Created SQL Review Bases:
Step 4. Enter the text of the SQL statement in the Text box field of the Base Creation Statements block.

NOTE: The select clause of the SQL statement you enter must return only the
AS_ASSETS.ID column.

Step 5. Click the Save icon or the Create SQL button to save the SQL statement for the review base.
Step 6. Click the Create Base button.

Step 7. Click the Save icon to save the rules for the review base.

For Direct File Load Review Bases:

If the review campaign Base Source is Direct File Load or the Sample Type is Random Sample, Sunflower
displays additional windows to capture the required information.

Step 4. Enter the value that identifies the review campaign's asset base in the
AS_LOAD_BASE_ASSETS table in the Source Load Group field. Click the List icon for a list of
source load groups.

Step 5. Click the Create Base button. Sunflower displays a dialog box with the number of base assets
created.

Step 6. Click the Save icon to save the rules for the review base.

For Random Sample Review Bases:
Step 4. Enter the number of assets that you want to include in the asset base in the Sample Size field.

Step 5. Click the Create Base button. Sunflower displays a dialog box with the number of base assets
created.

Step 6. Click the Save icon to save the rules for the review base.

If you want to view the SQL script that your base rule is creating, you can click the Next Block icon to cycle
through to the screen to retrieve the Base Creation Statements block revealing the actual SQL script. This is
a helpful tool for diagnostic tuning of SQL scripts before committing the script to create your asset base.
Alternatively, you can view the SQL script that was used to create an asset base in the
AS_BASE_CREATION_STATEMENTS table in the TEXT column.
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FREEZE BASE ASSETS

After specifying the asset base for the review campaign, use the Maintain Base Frozen Statuses screen to
freeze the asset base. Freezing the campaign prevents the set of base assets from changing (or asset creep)
once the campaign has started. Additionally, this feature enables you to capture auditable campaign results.
You cannot add or remove assets of a frozen asset base.

NOTE: Sunflower will not accept resolutions for a review campaign until its base is frozen.

Scenario: The following graphic illustrates how to use the Maintain Base Frozen Statuses screen to
freeze the asset base.

NAVIGATION
¢ Click Review

¢ Click Maintain Base
Frozen Statuses
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Maintain Base Fro

Review Campaigns
Actual End Date

MNarme  REVIEW CAMPAIGH 2
Sponsar ASSET CENTER XX

Base Frozen Statuses

Datetime Frozen? Comment Display (Text Only)
05/24/1998 11:05:25 b

Comment

Figure 6-6: Freezing the Asset Base
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Step 1. Navigate to the Maintain Base Frozen Statuses screen.

Step 2. Enter the desired review campaign name in the Name field and click the Find icon to retrieve and
freeze or unfreeze a specific review campaign's base.

The other fields in the Review Campaigns block automatically populate
upon making your selection.
NOTE: To retrieve the base information for all review campaigns, place the cursor in the

Name field and click the Find icon. Use the Previous Record and Next Record icons to
navigate through the records.

Step 3. Specify whether to freeze or unfreeze the base. To freeze the base, enter Y'in the Frozen? field.
To unfreeze the base, enter NVin the Frozen? field.

Step 4. Click the Comment button at the bottom of the screen to display the Capture Comments, Pictures,
and Attachments screen if you want to enter a comment about freezing the asset base.

Add your comments, pictures or attach supporting documentation as
needed. Click the Save icon to return to the Maintain Base Frozen
Statuses screen.

Step 5. Click the Save icon to freeze or unfreeze the review campaign's base.
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LINK BASE ASSETS TO EXISTING RESOLUTIONS

During the process of specifying a campaign, you may choose to change the parameters of the campaign
(e.g. valid resolutions). Should you make changes or add new information to the criteria that specifies the
valid resolution types for your campaign, you will need to re-align your frozen baseline with the campaign’s
valid resolution types. The Relink Base Assets with Resolutions screen enables you to relink base assets with
resolutions after changing the valid resolution types for a campaign. You can also link new base assets with
previously recorded resolutions. Use the Relink Base Assets with Resolutions screen to update your
campaign.

Scenario: The following graphic illustrates how to use the Relink Base Assets with Resolutions screen to
update your campaign.

NAViGATION " T
* Click Review
Open Review Campaigns with Frozen Bases
+ Click Relink Base
Assets with Resolutions | | ;.. .~ Sponsor

W INATCTIVE REVIEW A SUNFLOWER SYSTEMS
[ REVIEW CAMPAIGHN 2 ASSET CENTER
-
-
-
-
-
-
-
-
-
-
-
-

Figure 6-9: Relinking Base Assets with Resolutions
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Step 1. Navigate to the Relink Base Assets with Resolutions screen.

Step 2. Enter the desired review campaign name in the Name field and click the Find icon to retrieve and
freeze or unfreeze a specific review campaign's base. The other fields in the Review Campaigns
block automatically populate upon making your selection.

NOTE: To retrieve the base information for all review campaigns, place the cursor in the
Name field and click the Find icon. Use the Previous Record and Next Record icons to
navigate through the records.

Step 3. Select the Link check box next to the review campaign that you need to relink with your modified
resolutions.

Step 4. Click the Save icon to relink the base assets.
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The Maintain Review Accruals screen enables you to record a previously lost asset found during a review
campaign.

NAVIGATION

¢ Click Review

¢ Click Maintain Review

Accruals

Scenario: The following graphic illustrates how to use the Maintain Review Accruals screen to record a
previously lost asset found during a review campaign.

Assets

ldentifier |y ENTORY ASSET
Manufacturer  spp| £

Official Mame  OMPUTER PORTABLE

0101

Model  pg5555
Madel Name

Review Accruals

Datetime 15/11/2005 14:11:14
Location™

LIVERMORE _ BUILDING __G__ ROOM_ 222

Reportable on

Review Campaign

REVIEYY CAMPAIGH 1

Figure 6-8: Record Asset Accruals

Step 1. Enter the interest asset type (Inventory, Excess, etc.) and the asset identifier in the Type/ldentifier
fields. Click the Tab key to display the asset's information.

The Datetime field automatically populates in the Review Accruals block.

Step 2. Double-click in the Location field to display the Maintain Locations screen and enter the location
that asset was found. Click the Save icon to return to the Maintain Review Accruals screen.

Step 3. Enter the name of the review campaign on which the asset is reportable in the Review Campaigns

field of the Reportable on block.

Step 4. Click the Save icon to save the accrual information.
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MANAGE RESOLUTIONS

Use a combination of the Review module online screens and reports to manage the progress of your
inventory. The following section discusses several useful screens and reports to help bring your campaign to
a close.

RECORD RESOLUTIONS

Recording resolutions puts the campaign process into action. Affected users will be able to create and load
resolutions during the review “find” period. At anytime during the process, the managing parties can use
reports to view progress and escalate outstanding issues that arise during the report of survey.

There are several ways in which you can
create resolutions.

Users that are a part of the physical
inventory process can create resolutions
for assets manually by entering the
information online, through a Sunflower
screen, through the use of Sunflower’s
HTML Transaction web pages, or by
using a barcode scanner to record
resolutions.

To create a resolution online, use the
Create Asset Resolutions screens to
record resolutions for one or more
assets at a time. You can create
resolutions online for any of the interest
asset types (e.g. Agreement, Inventory,
Inactive, Financial, Inactive, Excess)

Each interest type has its own screen (e.g. Inventory Asset Resolutions). Within each screen you can select
the type of resolution you wish to create such as:

* Online Physical
¢ Online Declarative
* Declared Unaccounted

* Confirmed Unaccounted
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DEFINE VALID RESOLUTION TYPES

There are several different ways to capture an asset found during a review campaign. Each review campaign
must specify the types of finds, or resolutions, that are acceptable for the assets in your review campaign
base. There are six resolution types from which you can choose. The most conventional resolution method is
to find the asset at a physical location and scan (Barcode Scan, or manually key (Barcode Key) in the asset’s
barcode using a barcode scanner. A Declaration is another resolution method used to declare assets that are
lost or cannot be found. You can use a Declared Unaccounted resolution type to remove an open item from
the reporting cycle while a Confirmed Unaccounted resolution type may be used to indicate that the asset is
not in your possession because of an activity such as a transfer, repair, or maintenance.

Additionally, you can use the Online Physical resolution type for those assets that you cannot scan but you
can see and attest to the location of where they exist. Conversely, you can use the Online Declarative
resolution type for those 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, has been loaned out, or is Contractor Acquired
Property. In these situations, the only way that these assets may be accounted for is if a document is created
attesting that your organization, or a contractor, has possession of the assets.
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Use the Maintain Valid Resolution Types screen to define the types of finds, or resolutions, that are
acceptable for the assets in your baseline. This screen enables you to select one or more applicable
Resolution Types and the valid persons that can create resolutions against your campaign within a specified

time frame. For example, you can define the valid resolution type for a given campaign to be a barcode scan
by the steward or the custodian of an asset.

Scenario: The following graphic illustrates how to enter the accepted resolution types for your campaign.
Each resolution type specifies the date, time, and who recorded the transaction.

NAVIGATION
¢ Click Review

Review Campaigns

» Click Maintain Valid

Actual End Date
Resolution Types

Mame  pEVIEW CAMPAIGN 1 |
SPonsor  SUNFLOWER SYSTEMS

“alid Resolution Types

Accept from:
Resolution Type Spon Stew Cust User Any Rank Sort Begin Date End Date
BARCODE SCAM A A A A A 1 1
DECLARE UNACCOUNTED i i N N N g g
CONFIRMED UNACCOUNTED i N N N N 4 4
ONLINE PHYSICAL A A A I I B B
OMLINE DECLARATME A A A M M 7 7
BARCODE KEY f f f f f 999, 999

Figure 6-8: Creating Valid Resolution Types

Step 1. Navigate to the Maintain Valid Resolution Types screen.

Step 2. Enter the desired review campaign name in the Name field and click the Find icon to retrieve and
freeze or unfreeze a specific review campaign's base. The other fields in the Review Campaigns
block automatically populate upon making your selection.

NOTE: To retrieve the base information for all review campaigns, place the cursor in the

Name field and click the Find icon. Use the Previous Record and Next Record icons to
navigate through the records.
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Step 3. Enter the acceptable resolution types for the campaign in the Resolution Type field of the Valid
Resolution Types block. Click the List icon for a list of resolution types.

NOTE: When using MobileTrak, select Barcode Scan, Barcode Key or both as valid
resolution types.

Step 4. Enter a Y'in the fields from whom the resolutions can be accepted, otherwise, enter an Nin the
Accept from fields.

The following are definitions of each of the fields:
* Sponsor - An asset center representative of the review campaign's sponsor.
* Steward - An asset center representative of the asset's steward.
e Custodian - The Custodian of the asset.
¢ User - The user of the asset.
* Any - Anyone.
Step 5. Enter the preference rank assigned to the resolution type for this campaign in the Rank field.

One (1) is the highest rank possible. This determines which find counts if
found by more than one method or resolution type.

Step 6. Enter the sort order assigned to the resolution type in the Sort field.

The sort order determines the order that the resolution type is presented
when reporting on assets found.

Step 7. Enter the first date the resolution type can be accepted in the Begin Date field.

Double-click in the field to open the calendar function window. If you do
not want to restrict when you can accept the resolution type, leave this
field blank. Begin and End Dates are optional. They can be used to
sequence and overlap resolutions.

Step 8. Enter the last date the resolution type can be accepted in the End Date field.

Double-click in the field to open the calendar function window. If you do
not want to restrict when you can accept the resolution type, leave this
field blank. Begin and End Dates are optional. They can be used to
sequence and overlap resolutions.

Step 9. Click the Save icon to save the resolution types for the review campaign.
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CREATE RESOLUTIONS

The Create Resolutions screen enables you to record resolutions for an asset. You can also use this screen
to declare or confirm for unaccounted assets. Recording resolutions for the assets participating in a review
campaign helps your organization ensure that its assets are accounted for during a review campaign. You
can create resolutions for the various interest assets that Sunflower supports (e.g. Agreement, Inventory,

Finance, Inactive and Excess assets).

Scenario: The following graphic illustrates how to use the Create Resolutions screen to create

resolutions for an inventory asset that is part of a review campaign.

NAVIGATION
* Click Review
Resolutions
¢ Click Create
Resolutions Type  OMLINE DECLARATIVE
Justification

 Click Create Inventory

Asset Resolutions Authorized By 442409 Last Name™  anDERSON First o Mid
Assets
Qk & ldentifier Manufacturer hodel Official Mame
W 0102 DELL D333 COMPUTER PERSOMAL

-

OO O O O O
O O O O

-

Message
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Step 1. Navigate to the Create Inventory Asset Resolutions screen.

Step 2. Enter the resolution type in the Type field of the Resolutions block.

» Sunflower displays additional fields depending on the resolution type that you chose.

* Click the List icon to display a list of possible resolution types.

Step 3. Enter the resolution information in the displayed fields.

Step 4. Enter the asset's identifier in the Identifier field of the Assets block. Click the Tab key and the asset
information automatically populates.

By default, assets displayed in the Assets block have the delta check box
checked, indicating that when you commit the record, a resolution will be
created for the checked assets. If you do not want to create a resolution
for a particular asset, uncheck the check box next to that respective
asset.
NOTE: If you do not know the asset identifier, place your cursor in the Identifier field and
click the Find icon top open the Query Criteria screen. Enter your criteria for the assets

that you want to create a resolution. Click the Execute button to return the desired
assets.

Step 5. Click the Save icon 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.

If you made a request to create resolutions for multiple assets, the bottom of the screen indicates the number
of assets for which the resolution was successfully created. For example, (7ransaction complete.
Successiully saved 12 of 12 records), indicating that a resolution for all twelve assets were successfully
created.
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LOOKUP INVENTORY ASSET RESOLUTIONS

Sunflower keeps a complete record of the resolutions recorded for each asset. You can review the resolutions
for your assets at any time by using the Lookup Resolutions screen. The Lookup Resolutions screen enables
you to review the resolutions recorded for an asset and determine if an asset has been reviewed on a
campaign. This screen enables you to search on and review resolutions for one asset at a time.

Scenario: The following graphic illustrates how to lookup the asset resolutions that have been previously
recorded for an inventory asset.

NAVIGATION
* Click Review

¢ Click Lookup
Resolutions

¢ Click Lookup Inventory
Asset Resolutions

Assets

Identifier
anufacturer
Official Name

3008
APPLE Maodel se00
COMPUTER-PERSONAL Maodel Mame - powWER MAC

Resolutions
Resolution Type

Justification
Authorized By

OMNLINE DECLARATIVE Datetime 05152005 23:27:12

S Last Mame MANAGER TRAINER First REVIEW hid 3¢

Review Campaigns

Review Carnpaign

XX 2008

REVIEWY CAMPAIGHN 1

Begin Date End Date
06/15/2005

0501/1998
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Figure 6-10: Looking Up Inventory Asset Resolutions
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Step 1. Navigate to the Lookup Inventory Asset Resolutions screen.

Step 2. Enter the asset identifier in the Identifier field of the Assets block. Use the asset identifier to
retrieve information about the resolution which includes:

.

The type of resolution used to find the asset (e.g. barcode scan, online physical, declared
accounted, etc.)

* The name of the campaign(s) to which the resolution is linked. There may be multiple resolutions
for an asset.

NOTE: If you do not know the asset identifier, place your cursor in the Identifier field and
click the Find icon top open the Query Criteria screen. Enter your criteria for the assets

that you want to create a resolution. Click the Execute button to return the desired
assets.

* The Resolutions block displays the resolution type and other information about the resolution.

* The Review Campaigns block displays review campaign information if the resolution is linked to a
review campaign.

Step 3. With the cursor in the Resolutions block, use the Previous Record and Next Record icons to
navigate through the resolutions.
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DELETE RESOLUTIONS

Use the Delete Resolutions screen to remove a recorded resolutions at any point during the campaign cycle.
This screen enables you to search on and delete resolutions for one asset at a time.

Scenario: The following graphic illustrates how to delete the asset resolutions that had been previously
recorded.

NAVIGATION
* Click Review

 Click Delete

A TEKTRONIX
Resolutions

T11209
OSCILLOSCOPE s

¢ Click Delete Inactive
Asset Resolutions

Figure 6-11: Deleting Inventory Asset Resolutions
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Step 1. Navigate to the Delete Inventory Asset Resolutions screen.
Step 2. Enter the asset identifier in the Identifier field of the Assets block.

NOTE: If you do not know the asset identifier, place your cursor in the Identifier field and
click the Find icon top open the Query Criteria screen. Enter your criteria for the assets
that you want to create a resolution. Click the Execute button to return the desired

assets.

The Resolutions block displays the resolution type and other information about the resolution.

°

The Review Campaigns block displays review campaign information if the resolution is linked to a

review campaign.
Step 3. With the cursor in the Resolutions block, use the Previous Record and Next Record icons to

navigate to the resolutions that you want to delete.

Step 4. Click the Delete icon.

Step 5. Click the Save icon to delete the resolution.
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LOAD RESOLUTIONS FROM AN EXTERNAL SOURCE

Use the Process Load Resolutions screen to mass load resolutions from any external source such as a
barcode reader.

Scenario: The following graphic illustrates how to load resolutions from an external source.

NAVIGATION
« Click Review

¢ Click Process Load
Resolutions

Figure 6-12: Loading External Source Resolutions

Step 1. Navigate to the Process Load Resolutions screen.

Step 2. Enter the value that identifies the external source in the source Load Group field.

Step 3. Click the Save button to mass load the resolutions.
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EDIT RESOLUTION INTERFACE RECORDS

Use the Edit Resolution Interface Records screen to move data from the AS_LOAD_RESOLUTIONS table to
the AS_RESOLUTIONS table and to correct any errors that occur while attempting to load external based
resolutions created with the Process Load Resolutions screen.

Scenario: The following graphic illustrates how to edit resolution interface records.

NAVIGATION
¢ Click Review

Load Group BrR Record Group |3 Processed

+ Click Edit Resolution |
Interface Records

Resolution Off-Site Location Document
Identifier
Interest Entity ’7‘ Prefix ’7 Name (inENTORY ASSET b
Interest Asset Id ’7 Asset ID ,7 Unit of Measure ’7
Asset UID Id ’7 Assel Mark Id ’7
Device Id ’7 Device Identifier |
Resolution Typeld Code ’7 Desctiption (BARCODE SCAN
Recorded by ‘DZDBEE N ‘
Resolutions between 170545998 133400 | Timezone ’7
Upd Loc? ’V_
Lacation ’7
Ste[ Code [ Site |L|VEpM0gE
Structure Level 1 Sthl £
Structure Level 1 Type | Code | St Type [BUILDING
Structure Leval 2 ’7 Sth2 ‘ZEIEI
Structure Level 2 Type ’7 Code ’7 Sth Type [Roon
Structure Level 3 ‘ Mail Stop ,7

Figure 6-13: Edit Resolution Interface Records

The Edit Resolution Interface Records screen displays the information that you entered using the Process
Load Resolutions screen. This information may require validation and edits before the data can be moved
from the AS_LOAD_RESOLUTIONS table to the AS_RESOLUTIONS table.
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Step 1. Navigate to the Review module’s Edit Resolution Interface Records screen.

Step 2. To retrieve a specific load group, click the Find icon, enter the desired load group, and click the
Find icon again.

Step 3. To retrieve all the load groups, place the cursor in the Load Group field, press the Execute Query
key (From the Help menu, choose Keys to see which key is assigned as the Execute Query key).
Use the Previous Record and Next Record icons to navigate to the desired resolution.

Step 4. Click the Save icon to mass load the resolutions.
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REVIEW AND CORRECT ERRORS IN THE INTERFACE TABLES

Upon saving, if an error occurs, then the data cannot be loaded into the AS_RESOLUTIONS table until the
data is corrected. Review the error messages and edit accordingly.

Scenario: The following graphic illustrates how to review error messages with the Edit Resolution
Interface Records screen.

NAVIGATION [EJEdit Resolution Interfac
* Click Review

Load Group grR w0 Record Group 3 Processed
Date/Time:D7/08/1938 13:34:00 Site'LIVERMORE

 Click Edit Resolution
Interface Records.

ORA-01403: no data found ([dentifierinventary asset - X:01 Type:barcode scan
Sthvl 1:BUILDING E Stivl 2:ROOM 200 Sthl 3:)

Resolution Gg Ta Error

Interest Type Prefix Interest Type Identifiar

| r INVENTORY AZSET 01

Resolution Type Code Description

BARCODE SCAN
Rec BY 020868 Timezone Datetime  07,06/1598 13:34:00
Mame
Code Descrigtion Identifier
Site LIVERMORE

Structure Level 1 BUILDING E
Structure Level 2 ROCK 200
Structure Level 3 Mail Stop Upd Lac? v

Figure 6-14: Reviewing Error Messages

Use the Edit Resolution Interface Records screen to correct any errors that occur while attempting to move
your data from the AS_LOAD_RESOLUTIONS table to the AS_RESOLUTIONS table. The above example
tells us that at least one error is preventing the data from loading to the AS_RESOLUTIONS table. If you have
trouble spotting where to correct the error on this screen, then click the Go To Error button and your cursor is
placed in the field requiring the edit. Update the information accordingly. If you have multiple errors for a
record, you can scroll through the error messages by clicking the next record icon to review all of the error
messages.
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CLOSE REVIEW CAMPAIGN

The closing of a campaign is the final step in the review campaign lifecycle that occurs after all assets within
your baseline have been accounted for and outstanding assets have been declared. To end the review,
specify the final closing date of the review campaign.

Scenario: The following graphic illustrates how to close a campaign.

NAVIGATION (B Maintain R
« Click Review

¢ Click Maintain Review
Campaigns

07 15/2005

Figure 6-9: Closing a Review Campaign
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Step 1. Navigate to the Maintain Review Campaigns screen.

Step 2. Enter the name of the review campaign in the Name field.
Step 3. Enter the date the review campaign actually ends in the Actual End Date field.

Double-click in the field to display a calendar for selection of dates. This
date freezes the results of the campaign.

Step 4. Click the Comment button at the bottom of the screen to display the Capture Comments, Pictures,
and Attachments screen if you want to enter a comment for a review campaign closure.

Add your comments, pictures or attach supporting documentation as
needed. Click the Save icon to return to the Maintain Review Campaigns
screen.

Step 5. Click the Save icon to close the review campaign.
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REVIEW (PHYSICAL INVENTORY) REPORTS

There are a variety of Sunflower Review module reports that can help you conduct a review campaign
(physical inventory) successfully. Review reports such as the Review Resolutions Summary report, provide
insight into the progress of your campaign and how the organizations and regions involved are doing in
comparison to one another. Additional review reports indicate the manner in which resolution results are
achieved over a period of time for the current year’s review or a series of years.

Sunflower provides a flexible and comprehensive web-based reporting system. The Sunflower database is
queried when a report is created and executed. Reports display real-time information. Therefore, an
afternoon report will differ from a morning report by reflecting any changes made during the day.

There are several output options available for your reports.

* PDF (Adobe Acrobat)

* HTML

* Text

Your outputs depend upon the report selected. Acrobat and HTML are standard options provided for most

reports. Text file export is available for selected reports.

The following discussion highlights some of the reports that you can use to manage the inventory review
cycle:

» “Review Campaign Properties” on page 475

* “Review Resolution Summary” on page 479

» “Executive Review Resolution Summary” on page 482

» “Review Campaign Base Assets” on page 485

» “Review Campaign Base Assets with Resolution Information” on page 488
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REVIEW CAMPAIGN PROPERTIES

Use the Review Campaign Properties report to display the details of the campaign parameters. To run a

report perform the following:

Step 1. Select either Review > Review Reports or Reports > Review Reports.
Step 2. Click the Review Campaign Properties report

NOTE: This report displays the properties of one review campaign at a time.

Step 3. Click the Submit button, select the desired output format, and click the eXecute button.

NAVIGATION

« Click Review . . _
Sunflower Enterprise - Production 4.5.0.0
ORACLE'

» Click Review Reports
. or.. ' ASRV6000 Review Reports
* Click Reports Repository Owner

» Click Review Reports

¢ CIICk Re_VIeW Campalgn Base Asset Interface Processing Results Review Campaign Base Assets
Properties
Current Eesolutions at Different Location than Asset EReview Campaign Base Assets with Resolution Information
Ezecutive Rewiew Reschition Summary Review Campaign Properties
Resclution Interface Processing Results Rewiew Resolution Summary
Rewiew Accruals Eewew Resolution Summary by Person

Premousty Run Report

Reporte IWan Menu

Figure 6-17: Selecting the Review Campaign Properties Report
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REVIEW CAMPAIGN PROPERTIES REPORT PARAMETERS

Select a Review Campaign ID to generate a report.

% Sunflower Enterprise - Production 4.5.0.0 Review Reports

ASRV6020 Review Campaign Properties

Review Campaign | REVIEW CAMPAIGN 1 =

Reset |

Rewiew Eepotts

Figure 6-18: Review Campaign Properties Report Parameters
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REVIEW CAMPAIGN PROPERTIES REPORT OUTPUT

The Review Campaign Properties report provides a summary displaying the properties (e.g. baseline criteria,
allowed resolution and dates) for a selected review campaign.

Sunflower Enterprise Review Campaign Properties Page 2 of 4
ASRVe020 05/30/2006 15:18

Review Campaign
Review Campaign : REVIEW CAMPAIGH 1

Spensor : SUNFLOWER SYSTEMS
Campaign TyPe : INVENTORY
sample Type : POPULATION
Base Source : RULE GENERATED
Audit of :
culminated by :
Eegin Date : 05/01/1888 Expectad End Date : End Date :
User Fields :
Base Count : 121
Bass Rules

Identifier: 1

accribute operator cparand
INVENTORY ASSET START DATE B 01/01/1520
Text

Bass Creaticn Etatement

Text

Bags Frozen Statuses

Frozeny Datetime Comment

¥ 05/08/1953 16:35:28

Figure 6-19: Campaign Properties Report 1 of 2

Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide 6-477



REVIEW (PHYSICAL INVENTORY) REPORTS

Sunflower Enterprise Review Campaign Properties Page 2 of 4
ASRVED20 05/20/2006 15:1¢
Review Campaign

valid Resolution Types

valid Resolution Type cponsor  Cteward Custoc User  Any  Rank  Sort Begin Date  End Date

EARCODE KEY

¥ ¥ ¥ H ¥ EEE EEE
EARCODE SCAN ¥ ¥ ¥ ¥ ¥ 1 1
CONFIRMED UNACCOUNTED ¥ N H N H 4 [
DECLARE UNACCOUNTED ¥ ¥ N n N 3 3
OWLINE DECLARATIVE ¥ ¥ ¥ N N 7 7
OWLINE FHYSICAL ¥ ¥ ¥ n N 8 €

Figure 6-20: Campaign Properties Report 20f 2
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REVIEW RESOLUTION SUMMARY

Run the Review Resolution Summary report using a grouping selection of Level 1 Structure (Building) to
display an itemized list of open and found items and how they were found (e.g. barcode scan, online physical,
barcode key, etc.).

Step 1. Select either Review > Review Reports or Reports > Review Reports.

Step 2. Click the Review Resolution Summary report

Step 3. Click the Submit button, select the desired output format, and click the eXecute button.

NAVIGATION
+ Click Review

Sunflower Enterprise - Production 4.5.0.0

. ORACLE'
* Click Review Reports
. Or... ASRV6000 Review Reports
+ Click Reports Repository Owner

- Click Review Reports

¢ Click Review Base Asset Interface Processing Results Eeview Campaign Base Ascets
Resolution Summary

Current Eesolutions at Different Location than Asset EReview Campaign Base Assets with Resolution Information

Executive Review Resohition Summary Eeview Campaign Properties
Eesolution Interface Processing Results Eewiew Resolution Summary
Rewiew Accruals Eewew Resolution Summary by Person

Premousty Bun Report

Beporte Wamn Menu

Figure 6-21: Selecting the Review Resolution Summary Report
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REVIEW RESOLUTION SUMMARY REPORT PARAMETERS

Select the Review Resolution Summary report parameters to generate a report. Use the Ctrl key to select
additional campaigns.

% Sunflower Enterprise - Production 4.5.0.0 Review Reports

ASRV6030 Review Resolution Summary

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

Eeview Campaigns

Interest Type
Manager
Owner |
Steward |
I Include the Steward's child Organizations
Site/Off-Site Type Stiwl Type  Stiv] Idennfier
Location | =l [Buome =

How Would You Like the Assets to be Grouped?
NONE -
Reset |

Eewew Eepotts

Figure 6-22: Review Resolution Summary Report Parameters
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REVIEW RESOLUTION SUMMARY REPORT OUTPUT

The Review Resolution Summary report provides a summary of physical inventory results, by review type and
person for a selected set of review campaigns.

Sunflower Enterpriae Review Resclution Summary Page 2 of 4
ASREV&020 05/30/2006 15:28
OPEN
Flage Count % by Count Value % by Value

Sensitive

s
migh Rizk g
OTHER $
subtotal 121.00 5 1
% of Totale 100.00
Totals
Flags count % by value
Sensitive 5 100
migh Rizk . §
CTHER 77.00 g 1oo0
Subtotal 121.00 ¥ 1,
% of Report Totals 100.00

Figure 6-23: Review Resolution Summary Report
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EXECUTIVE REVIEW RESOLUTION SUMMARY

The Executive Review Resolution Summary report is a summary of the campaign progress and status. Use
the grouping option to widen or narrow your results. Select NONE to display your entire campaign status. The
benefit of using grouping is that if you select a value from the reports parameter page, such as a Level 1
Structure, Building, to create a report with totals based on a building-by-building basis. This enables you to
compare the relative values and percentages of property located in each building. Alternatively, you can run a
detailed view of the report to view the assets that are located within a specified building using the Location

parameter.

Step 1. Select either Review > Review Reports or Reports > Review Reports.

Step 2. Click the Executive Review Resolution Summary report

Step 3. Click the Submit button, select the desired output format, and click the eXecute button.

NAVIGATION

Click Review

Click Review Reports
or...

Click Reports

Click Review Reports

Click Executive Review
Resolution Summary

Sunflower Enterprise - Production 4.5.0.0
ORACLE

ASRV6000 Review Reports

Repository Owner

Base Asset Interface Processing Results Rewiew Campaion Base Assets

Current Regolutions at Different Location than Aseet Eeview Campaign Base Ascets with Resolution Informaton

Executive Review Resolution Sumntnar Eeview Campaizn Properties
Resolution Interface Processing Results Eeview Resolution Summaty
Review Accruals Eeview Eesolution Summary by Person

Previousty Run Report

Eeports Main Menu

Figure 6-24: Selecting the Executive Review Resolution Summary Report
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EXECUTIVE REVIEW RESOLUTION SUMMARY REPORT PARAMETERS

Select the Executive Review Resolution Summary report parameters to generate the report. Use the Ctrl key
to select additional review campaigns.

% Sunflower Enterprise - Production 4.5.0.0 Review Reports

ASRV6050 Executive Review Resolution Summary

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

REY

i S5 1
REWIEWY CAMPAIGN 2
Eewiew Carmpaigns

=02 J
S03
S04 il
Interest Type I—Ll
Idanager |
Owwner |
Steward |
I Include the Steward's child Organizations
Site/Of-Site Type Stivl Type  Stlv] Identifier
Location | ~| [BuiLDinG =] |

How Would You Like the Assets to be Grouped?

LEVEL 1 STRUCTURERS

Reset |

Eeview Eeperts

Figure 6-25: Executive Review Resolution Summary Report Parameters
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EXECUTIVE REVIEW RESOLUTION SUMMARY REPORT OUTPUT

The Executive Review Resolution Summary report provides a summary of the campaign progress and status.
Notice that the report groups the results based on the previous parameters settings for Level 1 Structures,

Buildings.
Sunflower Enterpriase Executive Review Resolution Summary Page 2 of §
ASEVE050 05/30/2006 15:23
Lewvel 1 Structure :
Bass Pozitiwve Resoluticn i Pos confirmed Unlocated ¥ Cn Unl open ¥ Open
Sensicive o o .00 o oo o oo
E oo 3 oo Lon g .00 [++] g .00 .00
High Rizk Q Q .oo .00
E oo 3 oo Lon g g .00
(CTHER 11 Q .oo 11 lo0.00
E 26%,500.00 3 .00 .oo g g 268,500.00 100.00
Subtotal 11 o .00 L] .00 11 100.00
§ 269,500.00 § 0.00 .00 § .00 .00 3 269,500.00 100.00
Level 1 Structure : LIVERMORE : BUILDING E
Bass Pozitiwve Resoluticn i Pos confirmed Unlocated ¥ Cn Unl open ¥ Open
censitive 22 o o0 o o0 22 100.00
E 56,800.00 3 .00 .oo g .00 [++] g 86,800.00 1l00.00
High Rizk Q Q .oo .00
E oo 3 .00 oo g g .00
(CTHER 44 Q .oo 44 lo0.00
$ 21%,450.00 3 oo oo g g 2189,450.00 100.00
Subtotal [13 o .00 L] .00 86 100.00
§ 316,250.00 § 0.00 00 § .00 .00 H 316,250.00 100.00

Figure 6-26: Executive Review Resolution Summary Report

The resulting output displays the progress of the review campaign by count and value.
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REVIEW CAMPAIGN BASE ASSETS

The Review Campaign Base Assets report shows the details of the review campaign base assets by

resolution type (e.g. open, barcode scan and barcode key) for a selected review campaigns.

Step 1. Select either Review > Review Reports or Reports > Review Reports.

Step 2. Click the Review Campaign Base Assets report

Step 3. Click the Submit button, select the desired output format, and click the eXecute button.

NAVIGATION

+ Click Review . . -
Sunflower Enterprise - Production 4.5.0.0
ORACLE'

- Click Review Reports
* Or.. ASRV6000 Review Reports

* Click Reports Repository Owner
- Click Review Reports

* Click Review Campalgn Bace Asset Interface Processing Results | Review Campaign Base Assets
Base Assets
Current Eesolutions at Different Location than Asset Eeview Campaign Base Assets with Resolution Information
Ezecutive Review Resclution Summary Review Campaign Properties
Resclution Interface Processing Results Rewiew Resolution Summary
Rewiew Accruals Eewew Resoluion Summary by Person

Prewmeusty Bun Report

Reporte Wan Menu

Figure 6-28: Selecting the Review Campaign Base Assets Report
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REVIEW CAMPAIGN BASE ASSETS REPORT PARAMETERS

Select the Review Campaign Base Assets report parameters to generate the report. Use the Ctrl key to select
additional campaigns.

ACREEMENT ASESET FINAL EVENT )
AEEMENT ASSET ITIAL EVERT

Figure 6-29: Review Campaign Base Assets Report Parameters
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REVIEW CAMPAIGN BASE ASSETS REPORT OUTPUT

The Review Campaign Base Assets report reveals the details of the review campaign base assets, by

resolution type (e.g. open, barcode scan and barcode key) for a selected review campaigns.

Sunflower Enterprise Review Campalgn Base Assets Page 2 of 23
BSEVE010 05/30/2006 15:41
Identifier Flags official Name Manufacturer Model g=rial Numbsr Assst Value Acg Date
INV 0101 E COMEUTER PORTAELE — AEFLE M5555 8437158 % 4,50 01/01/1995
Steward : ASSET CENTER 01 Location : LIVERMORE
Custodian : DOE JOHN 050553 BUILDING : &  ROOM :
User :
INV 0102 E COMEUTER PERSOMAL — DELL D333 03420345 $ 3,400.00 05/01/1998
Steward : ASSET CENTER 02 Lecation : LIVERMORE
custodian : FRAZIER KRISTEN S 020866 BUILDING : £ ROOM : 10
User :
INV 0103 E COMEUTER PORTAELE  GATEWAY S0LO 5100 84333342759 $
Steward : ASSET CENTER 02 Location : LIVERMORE
Custodian : FRAZIER FRISTEN 5 0Z0E66 BUILDING : E  ROOM 1 20
User :
INV 0104 E COMEUTER PORTAELE — GATEWAY 20L0 100 933204 2 5,400.00 02/01/1997
Steward : ASSET CENTER 01 Location : LIVERMORE
Custodian : ONE CUSTODIAN CUSTOL BUILDING : F  ROOM :
User :
INV 0105 SEDAN FORD MOTOR COMERNY — TAURUS 48755475430 $ o1/01/1990
Steward ; ASSET CENTER 01 Lecation : LIVERMORE
Custodian : ONE CUSTODIAN CUSTOL BUILDING : F
User :
INV 0106 O5CILLOECORE TEKTRONIX T11208 34324 02HH $ 01/01/1993
Steward : ASSET CENTER 01 Location : LIVERMORE
Custodian : ONE CUSTODIAN CUSTOL BUILDING : F  ROOM : 10
User :

Sunflower Systems © 2006

Figure 6-30: Review Campaign Base Assets Report
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REVIEW CAMPAIGN BASE ASSETS WITH RESOLUTION INFORMATION

Another useful report is the Review Campaign Base Assets with Resolution Information report. This report
displays all of the assets in the database subject to an ongoing review with detailed resolution information that
can also be used as a printout for the hand-written capture of changes to an asset’s steward, custodian, user

or location information.

Step 1. Select either Review > Review Reports or Reports > Review Reports.

Step 2. Click the Review Campaign Base Assets with Resolution Information report

Step 3. Click the Submit button, select the desired output format, and click the eXecute button.

NAVIGATION
« Click Review

» Click Review Reports
e Or..

« Click Reports

Sunflower Enterprise - Production 4.5.0.0
ORACLE

ASRV6000 Review Reports

Repository Owner

» Click Review Reports

 Click Review Campaign
Base Assets with
Resolution Information

Base Asset Interface Processing Results Review Campaign Base Assets

Current Eesclutions at Different Location than Asset Rewew Campaign Bage Assets with Resoltion Information

Exzecutwe Eeview Resolution Summary Rewew Campaign Properties
Eesolution Interface Processmg Results Eewew Eesolution Summary

Eewew Resolution Summary by Person

Previously Bun Eeport

Eeports Main Menu

Figure 6-31: Selecting the Review Campaign Base Assets with Resolution Information Report
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REVIEW CAMPAIGN BASE ASSETS WITH RESOLUTION INFORMATION REPORT PARAMETERS

Select the Review Campaign Base Assets with Resolution Information report parameters to generate a
report. Use the Ctrl key to select additional review campaigns. Select an option from the Resolution Types
field to display items that are found based on a selection type. Open, is a resolution type for assets that have
not been found yet in the physical inventory process.

*Suﬂﬂmﬂ Enterprise - Production 4.5.0.0 Review Reports

ASRV6040 Review Campaign Base Assels with Resolution Information

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

Teview Campaigns
Interest Type
Manuger
Owaer [
Steyrard [
I~ Tnchide the Steward's child Orgasazaticns
il Mane |
Maswactarer |
Madel [
Tdentifier Last Hamne Faat Mad Prefic Sz
Custodisa [ [ I I =l 3
Idenhfier Last Hame Furst Mad Prefix Safie
Vier | | | | | -
S2efOfF-Sue Type Sdvl Type  Sivl Tdentder B2 Type St
Location | =] [uwpms = [ [racm [
A1 Excluding Dpen) =
EEMENT ASSET IDENTEIER CHANGE
Rasolition Types ENT FINAL EVENT

ET INITIAL EVENT
NENT

Bl

BARCODE SCAN =

Inchsde Odyiupscwuskzsohmn;?f (CORFIEMED THLOCATED With a Mere Becent Resohition OR Event)

Inchsde Culy Assets With a Resolution Eecorded Between (MMTDTY YY) and (MMTDY YY)

- |
Asset Usor Fuelds

=[5
How Would You Like the Assets Lo be Grouped?

|

How Would You Like the Assets to be Sorted?

i 2 3
[IDERTFIER =] [cENTFER =] [IoEnTFiER =

Femew Reportz

Figure 6-32: Review Campaign Base Assets with Resolution Information Report Parameters
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REVIEW CAMPAIGN BASE ASSETS WITH RESOLUTION INFORMATION REPORT OQUTPUT

The Review Campaign Base Assets with Resolution Information report displays all of the assets in the
database subject to an ongoing review with detailed resolution information. You can also use this report as a
printout for the hand-written capture of changes to an asset’s steward, custodian, user or location information
as shown in the following sample report.

Sunflower Enterpriae Review Campalgn Base Assets with Resolution Information Page 2 of 43
ASREVE040 05/30/2006 15:49
Identifier Flags official Name Manufacturer Model gsrial Humber Asset Value Acg Date
INV 0101 3 COMPUTER EORTABLE — APELE MEEES 0437198 3 4,500.00 01/01/1935
Steward : ASSET CENTER 01 Review Campaign:REVIEW CAMPAIGN 1
Custodian : DOE JOHN 050538 Resolution :
Usger : Auth/Rec By
Locaticn @ LIVERMORE Details :Location : gite
EUILDING : G ROOM : 200 Level 1 structure :

Level Iz structure :
Other addreas

Document
Just. Lewal :

NV 0102 & COMPUTER FERECNAL DELL D313 03420345 3 3,400.00 05/01/19%2
Steward : ASSET CENTER 02 Review Campaign: REVIEW CAMPAIGN 1
Custodian : FRAZIER ERIESTEN 5 OZO0EEE Rzsclution:
Uzer : Auth/Rec By
Locaticon : LIVERMORE Details :Location : Site
EUILDING : E  ROOM : 100 Level 1 structure :

Level I structure :
other address

Document
Just. Lewal :

INV 0103 & COMPUTER FORTABLE GATEWAY S0LC 8100 84359342759 3 S, 400,00 0BF0171557
Steward : ASSET CENTER 02 Review Campaign: REVIEW CAMPAIGN 1
Custodian : FRAZIER KRISTEN 5 OZ0BEE Resolution:
User : Auth/Rec By
Location : LIVERMORE Details :Location : Site
BUILDING : E ROOM : 200 Level 1 structure :

Level Iz structure :
Other addreas

Document
Just. Lewvel :

Figure 6-33: Review Campaign Base Assets with Resolution Information Report
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OTHER REVIEW REPORTS

The following is a list of reports and their description of each report that was not previously covered in this
section.

« Base Asset Interface Processing Results - shows the results of processing the contents of interface table
AS_LOAD BASE_ASSETS, a mechanism which is used to load review baselines from files.

* Review Resolution Summary by Person - shows a summary, by resolution type and person, of resolutions
captured for a selected set of review campaigns.

« Current Resolutions at Different Location than Asset - shows assets whose last physical inventory review
occurred at a different location than the location of the asset record.

* Review Accruals - shows untagged assets found, and lost assets recovered, for a selected set of review
campaigns.

- Base Asset Interface Processing Results - shows the results of processing the contents of interface table
AS _LOAD BASE_ASSETS, a mechanism which is used to load review baselines from files.
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# PERSONAL ASSET PROVISIONING

KEY CONCEPTS

Sunflower Enterprise enables you to perform stockroom

asset management tasks. The Personal Asset Provisioning
feature leverages Sunflower’s robust asset lifecycle management
software by using the capabilities that Inactive and Management
module offer to manage identified and commodity assets. The
Personal Asset Provisioning feature provides a set of self-service
html transaction pages that makes it easy to issue, manage and
handle returns and exchanges of stock assets that your personnel
count on to get the job done. This feature is made secure by using
database or proxy user authentication, which simplifies the look
and feel of using Sunflower Enterprise applications based on a user
role and the desired task that you wish to perform.

T he Personal Asset Provisioning feature in conjunction with

This chapter includes the following discussion points and concepts:
*  “About Personal Asset Provisioning”
*  “Personal Asset Provisioning Roles”
*  “Setup of Personal Asset Provisioning”
* “Personal Asset Provisioning”
e “Consolidate Commodity Stock Assets”
*  “Perform Asset Search”
* “Retire Stock Assets”

*  “Create Personal Asset Provisioning Reports”



ABOUT PERSONAL ASSET PROVISIONING

ABOUT PERSONAL ASSET PROVISIONING

Personal Asset Provisioning is an innovative asset management solution that leverages several of the
existing Sunflower Enterprise delivered modules with new html self-service transaction pages. This combined
solution enables you to carry out the typical transactions that a stock room performs to support your
organization. Sunflower Enterprise Personal Asset Provisioning can help you capture transactions such as
issuing standard uniforms to controlled assets such as firearms.

Use the Personal Asset Provisioning feature in conjunction with Sunflower applications to manage and
monitor stock room issued assets.

The following summarizes the setup and maintenance tasks for Administrators and Managers working with
Personal Asset Provisioning:

3

“Create Initial Asset Event Types” on page 500

* “Create Final Asset Event Types” on page 502

*  “Define Default Event Types for Stock Assets” on page 508
*  “Create a New Manufacturer” on page 511

* “Create Issue and Return Points” on page 513

* “Create Catalog Entries” on page 520

The following are maintenance tasks for Managers and Clerks working with Personal Asset Provisioning:

* “Create Identified Property Records (Assets)” on page 524

*  “Create Commodity Property Records (Assets)” on page 526
*  “Issue Assets” on page 531

*  “Return Stock Assets” on page 536

*  “Exchange Assets” on page 539

* “ldentify Lost, Stolen, or Damaged Assets” on page 542

*  “Consolidate Commodity Stock Assets” on page 545

*  “Perform Asset Search” on page 547

*  “Retire Stock Assets” on page 550

* “Create Personal Asset Provisioning Reports” on page 558
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PERSONAL ASSET PROVISIONING ROLES

Sunflower approaches asset management with the belief that you can manage, monitor, control, and account
for an asset throughout its lifecycle. Sunflower does not impose the way in which you manage your assets but
provides guidelines, structures, processes, and tools to help you manage them effectively. The users that you
assign to manage the various aspects of an asset at each stage of the lifecycle will depend upon your
organizational structure and processes.

A Sunflower user is any individual to whom you assign one or more roles. The assignment of Sunflower roles
enables users to perform job duties that are enabled by the specified role. Roles provide access to screens
and define the extent to which an individual can perform functions such as adding, updating, and retiring
asset records. The user in question may be an employee or a contractor working on the behalf of your
organization who has a job function that requires either active (e.g. create, update or delete functions) or
passive (e.g. general inquiry, searching and reporting) use of Sunflower application menu items and Stock
Asset Management html self-service transaction pages.

The Personal Asset Provisioning feature roles include the Administrator and a collection of Sunflower
application roles. Depending on your organizational structure, you may find that in a small, or centralized
organization that you assign most of the users as Personal Asset Provisioning Managers responsible for
performing all or many of the tasks related to inactive asset management with a small number of users
assigned as Personal Asset Provisioning Clerks to carry out the daily business process. Refer to “Personal
Asset Provisioning Menu Access” on page 496 to view the menu items that are accessible for each Personal
Asset Provisioning role and the various Sunflower application roles that make up the Personal Asset
Provisioning Manager and Clerk roles.
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PERSONAL ASSET PROVISIONING MENU ACCESS

When assigning roles to users, it is important to map out the functional responsibilities of your users and
decide based on the tasks that each user must perform how to assign the appropriate application roles.
Individuals that will use the Personal Asset Provisioning feature will need to be assigned a combination of
roles. This is because the Personal Asset Provisioning feature enables you to issue stock assets (inactive
interest type) to custodians. When the asset is issued to a custodian, the stock asset becomes an inventory
asset interest type. In order for an individual to issue stock assets to custodians, they must be assigned an
Inactive and Management (Inventory) module role. The simplest model for granting access to the Personal
Asset Provisioning feature is to assign a user the Inactive and Inventory Manager roles. In addition, you might
want to assign the Cataloger role to this same user so that they can create catalog entries for new
manufacturers. For clarity, let us call this combined assignment of roles the Personal Asset Provisioning
Manager. You can assign a user a combination of inactive clerk and inventory clerk roles but there will be
restriction on what assets they can issue and to whom based on the steward organization assignment.

For more information about Sunflower application roles, see the Roles chapter in the Sunflower Enterprise
User Guide.

The Personal Asset Provisioning Manager role is actually made up of several existing Sunflower application
roles detailed as follows:

» Personal Asset Provisioning Manager role is comprised of the Inactive Manager, Inventory Manager, and
Cataloger roles.

Depending upon your business practices and policies, you may want to create a Personal Asset Provisioning
Clerk role. Just like the Personal Asset Provisioning Manager role, a clerk will need to have the combined
ability to manage both inactive and inventory assets. The clerk role, however, has the further limitation of
managing only those assets assigned to organizations to which they are an organization contact.

A Personal Asset Provisioning transaction requires the ability to manage stock assets (inactive asset interest
type) and inventory assets simultaneously. When a stock asset is issued to a custodian, the stock asset
ceases to be an inactive asset and immediately becomes an inventory asset. Without the assignment of the
inactive and inventory roles, a user cannot carry out transactions with Personal Asset Provisioning.

NOTE: Assigning a user with only an inactive module role gives them access to Personal Asset
Provisioning feature but they cannot carry out any transactions other than the consolidation of stock
assets. A user that has been assigned with only a Management (inventory asset) module role cannot
access the feature at all.
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The following graphic illustrates the process for creating a Personal Asset Provisioning Manager:

+ o] -

Ferzon Record Roles wWalid User

A = Inventory Manager
B = Inactive Manager
C = Cataloger

For more information about menu access based on pertinent roles, see the Roles chapter of the Sunflower
Enterprise User Guide.

Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide 7-497



PERSONAL ASSET PROVISIONING ROLES

The table below lists menu access for Sunflower applications and the Stock Asset Management html self-
service transaction pages based upon the required Personal Asset Provisioning roles.

] RoLES

MENU ITEMS ADMINISTRATOR =~ MANAGER CLERK
Maintain Domains (Admin) Yes Yes -
Maintain Asset Event Types (Admin) Yes Yes -
Maintain Catalog Official Names (Admin) Yes Yes Yes*
Maintain Federal Supply Classifications (Admin) Yes Yes Yes*
Maintain Inactive Types (Admin) Yes Yes -
Maintain Organization Types (Admin) Yes Yes -
Maintain Valid Asset Events (Admin) Yes Yes -
Define Registered Applications Parameter Values (Admin) Yes — —
Maintain Organizations (Admin) Yes Yes -
Maintain Organizations Types (Admin) Yes Yes -
(Inventory and Inactive) Asset Summary and History Yes Yes Yes
Asset Search (Mgmt and Inactive) Yes Yes Yes
Maintain Catalog Entries (Mgmt and Inactive) Yes Yes Yes*
Transfer (Inventory and Inactive) Asset Value Yes Yes Yes
Maintain (Inventory and Inactive) Assets Yes Yes Yes
Maintain (Inventory and Inactive) Asset Ongoing Events Yes Yes Yes
Create (Inventory and Inactive) Asset Final Events Yes Yes Yes
Edit (Inventory and Inactive) Asset Interface Records Yes Yes Yes
Process (Inventory and Inactive) Asset Interface Records Yes Yes Yes
Process (Inventory and Inactive) Asset PO Interface Records Yes Yes Yes
Edit Asset Value Component Interface Records Yes Yes Yes
Change (Inventory and Inactive) Asset Information Yes Yes Yes
Request Inventory Asset Information (Mgmt) Yes Yes Yes
Close Inventory Asset Requests (Mgmt) Yes Yes Yes
Maintain Inventory Asset User Fields (Mgmt) Yes Yes Yes
Maintain Inventory Asset Comment/Picture (Mgmt) Yes Yes Yes
Maintain Asset Structures (Mgmt and Inactive) Yes Yes Yes
Management Reports (Mgmt) Yes Yes Yes
Request Inactive Receival Request (Inactive) Yes Yes Yes
Withdraw Inactive Receival Request (Inactive) Yes Yes Yes
Deny Inactive Receival Request (Inactive) Yes Yes Yes
Request Inactive Asset Redeployment (Inactive) Yes Yes Yes
Withdraw Inactive Redeployment Requests (Inactive) Yes Yes Yes
Inactive Reports (Inactive) Yes Yes Yes
Maintain Stock Assets (pages) Yes Yes Yes
Consolidate Commodity Stock Assets (pages) Yes Yes Yes
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SETUP OF PERSONAL ASSET PROVISIONING

Administrators and Managers must perform several setup steps before users can work with the Personal
Asset Provisioning feature.

Assets that are issued from a stockroom or some other controlled area are inactive until they are issued to an
individual. The Personal Asset Provisioning feature uses the existing Inactive module to mange the storage
and issuance of inactive assets. After the assets are issued to an individual, the Management module tracks
the assets until they are returned to storage or consumed.

Before working with the Personal Asset Provisioning feature, you must setup a series of initial and final event
types that will support the Personal Asset Provisioning feature and associate these asset event types with
their respective modules. You can define these event types in a manner that is consistent with your business
practices and policies. The example below is just an example of how to name the event types. In addition, the
final event for one module is an initial event for another module. The example below recycles the terms for
consistency but you must create the two sets of asset event types for both the asset initial event types and
asset final event types. For more information about asset event types, see The Events chapter of the
Sunflower Enterprise Administration Guide.

The summary of setup steps are as follows:

Step 1. Create Asset Event Types (initial and final events).

* Inventory:

* Initial: Issued From Inactive to Inventory

*  Final: Returned From Inventory to Inactive
* Inactive:

* Initial: Returned From Inventory to Inactive

*  Final: Issued From Inactive to Inventory

Step 2. Associate the Asset Event Types (Created in Step 1 above) to their respective modules.
Step 3. Define Default Event Types. (Optional)

Step 4. Create Manufacturers. (Maintain Organizations)

Step 5. Create Catalog Entries to support stock assets.

Step 6. Create Issue and Return Point (IRP) locations. (Maintain Locations)

Step 7. Create People records and associated Role assignments. (Maintain People and Users)
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CREATE INITIAL ASSET EVENT TYPES

To support the Personal Asset Provisioning feature, you must create asset initial event types that the Inactive
and Inventory modules can use to support the issuance and return transactions of stock assets. Specifically,
use the Maintain Asset Event Type screen to define the asset initial event type that supports the issuance of a
stock asset to an individual and another asset initial event type that supports the return of a previously issued
stock asset. For more information about asset event types, see The Events chapter of the Sunflower
Enterprise Administration Guide.

Scenario: The following graphic illustrates how to create new asset initial events to support the issuance
and return of assets when working with the Personal Asset Provisioning feature. In this example, two
new asset initial event types are created. The new asset initial event types are Issued From Inactive to
Inventory and Returned from Inventory to Inactive.

NAVIGATION
¢ Click Admin

« Click Domains Asgset Event Type Categories

» Click Maintain Asset Mame ASSET IMITIAL EVENT TYPE
Event Types

Asgset Event Types

Id Code Description Begin Date End Date
E0001026242  ISSUE2INY | ISSUED FROM INACTIVE TO INVENTORY

Journal Event Activity Status
50000000077 PURCHASE | PURCHASE

Joumnal Event PURCHASE Activity Status
158273 RCY EXCESE RECEINE EXCESE ASSET

Journal Event Activity Status
172183 RCW INAC RECEIVE INACTIVE ASSET

Journal Event Activity Status

Figure 7-1: Creating Asset Initial Event Types
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Step 1. Navigate to the Maintain Asset Event Types screen.

Step 2. Double-click in the Name field at the top of the screen.

Step 3. Select Asset Initial Event Type from the List Of Values (LOV) and click the Find icon to return all
currently defined asset initial event types.

Step 4. Enter the short name of the asset initial event types in the Code field.
Step 5. Enter the long name of the asset initial event types in the Description field.
Step 6. Enter the activity status that you want to assign when this event occurs in the Activity Status field.

Click the List icon for a list of activity statuses. This is an optional field. If
this event should not cause a change in activity status, leave this field
blank.

Step 7. Add rows as needed to accommodate all of your asset initial event types.
Step 8. Enter a date that an asset initial event types becomes active in the Begin Date field.

Providing a Begin Date is optional. If the asset event type is always valid,
leave this field blank.

Step 9. Enter a date that an asset initial event types becomes inactive in the End Date field.

Providing an End Date is optional. If the asset event type is always valid,
leave this field blank.

Step 10. If you are using the Finance module and you want to designate a default value for Journal Event
Types, add the associated journal event type in the Journal Event field that is associated with an
asset event type. This is an optional field.

Step 11. Click the Save icon to save the asset initial event type.
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CREATE ASSET FINAL EVENT TYPES

To support the Personal Asset Provisioning feature, you must create asset final event types that the Inactive
and Inventory modules can use to support the issuance and return transactions of stock assets. Specifically,
use the Maintain Asset Event Type screen to define the asset final event type that supports the issuance of a
stock asset to an individual and another asset final event type that supports the return of a previously issued
stock asset. For more information about asset event types, see The Events chapter of the Sunflower
Enterprise Administration Guide.

Scenario: The following graphic illustrates how to create new asset final events to support the issuance
and return of assets when working with the Personal Asset Provisioning feature. In this example, two
new asset final event types are created. The new asset final event types are Issued From Inactive to
Inventory and Returned from Inventory to Inactive.

NAVIGATION
« Click Admin
« Click Domains Asgset Event Type Categories
« Click Maintain Asset Mame ASSET FIMAL EVENT TYPE
Event Types

Asset Event Types

Id Code Description Begin Date End Date

50001017874| =FER-INP TRANSFERRED IN-FLACE

Journal Event TRANSFER Activity Status
50001022548 KFERZMASA | TRANSFERRED TO MASA CENTER ACCOUNTABILITY

Journal Event Activity Status
50001026946 ISSUEZIMY  ISSUED FROM INACTIVE TO INVENTORY

Journal Event Activity Status
500010269458 RETURNZINAS RETURMED FROM INYENTORY TO INACTIVE

Journal Event Activity Status

Figure 7-2: Creating Asset Final Event Types
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Step 1. Navigate to the Maintain Asset Event Types screen.

Step 2. Select the Assef Final Event Type in the Name field as the category that you want to assign valid
asset final event types.

Alternatively, you can place the cursor in the Name field and click the
Find icon to retrieve all the asset event type categories. Use the Previous
Record and Next Record icons to navigate through the records.

Sunflower displays the current codes and descriptions in the Asset Event
Types block. If no empty rows are available in the Asset Event Types
block, place the cursor in the last row and click the Insert icon.

Step 3. Enter the short name of the asset final event types in the Code field.
Step 4. Enter the long name of the asset final event types in the Description field.
Step 5. Enter the activity status that you want to assign when this event occurs in the Activity Status field.

Click the List icon for a list of activity statuses. This is an optional field. If
this event should not cause a change in activity status, leave this field
blank.

Step 6. Add rows as needed to accommodate all of your asset final event types.
Step 7. Enter a date that an asset final event types becomes active in the Begin Date field.

Providing a Begin Date is optional. If the asset event type is always valid,
leave this field blank.

Step 8. Enter a date that an asset final event types becomes inactive in the End Date field.

Providing an End Date is optional. If the asset event type is always valid,
leave this field blank.

Step 9. If you are using the Finance module and you want to designate a default value for Journal Event
Types, add the associated journal event type in the Journal Event field that is associated with an
asset event type. This is an optional field.

Step 10. Click the Save icon to save your asset final event types.
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DEFINE VALID ASSET EVENT TYPES

After defining the new event types for the Personal Asset Provisioning feature, you must associate them to
the appropriate Sunflower Enterprise modules. Personal Asset Provisioning uses both the Inactive and
Inventory modules to manage the issuance and returns of assets. Use the Maintain Valid Asset Events
screen to associate the new event types to the modules. The following section illustrates how to associate the
new asset initial event and final event types to the respective modules that support Personal Asset

Provisioning.

DEFINE VALID ASSET EVENT TYPES FOR INACTIVE ASSETS

Use the Maintain Valid Asset Events screen to define the events that can be recorded for an interest asset.

Scenario: The following graphic illustrates how to use the Maintain Valid Asset Events screen to
associate the new initial and final events to the Inactive Assets interest type or Inactive Assets module.

NAVIGATION
¢ Click Admin

« Click Domains Asset Interest Types

Type | INACTIVE ASSET

» Click Maintain Valid Asset
Events

Valid Asset Events

Asset Event Type
RECEIVE INACTIVE ASSET

(nitial
(Dngaing

(Flinal

RETURNED FROM INVENTORY TO INACTIVE

CONSOLIDATED
INACTIWVE REDEFPLOY
INTO EXCESS FROM INACTIVE

|ISSUED FROM INACTIVE TO INVENTORY

| m m =~

Auto Appr Initiate  Begin Date

I

= = = =Z =

Y

- = = = =

End Date

Figure 7-3: Assigning Valid Asset Events to the Inactive Assets Interest Type
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Step 1. Navigate to the Maintain Valid Asset Events screen.

NOTE: The Maintain Valid Asset Events screen automatically opens in the query mode.

Step 2. Select /nactive Asset in the Type field to specify the asset interest type that you want to assign
valid asset event types. Alternatively, you can place the cursor in the Type field and click the Find
button to retrieve all the agreement interest types available. Use the Previous Record and Next
Record buttons to navigate through the records.

Sunflower displays the current asset event types in the Valid Asset
Events block. If no empty rows are available in the Asset Event Type
field, place the cursor in the last row and click the Insert button.

Step 3. Enter the name of the asset event type in the Asset Event Type field. Click the List button to
choose from a list of valid asset event types.

If the asset event you are looking for is not part of the list of values, use
the Maintain Asset Event Types screen to create the desired event type.
The (I)nitial (O)ngoing (F)inal field displays automatically with the
assigned asset event type.

Step 4. Enter Yif you want to automatically approve the asset event type for the interest asset type, or Nif
you do not want to automatically approve the asset event type for the interest asset type in the
Auto Appr flag field. This flag is used only by asset final event types.

Auto Appr (Approve): Y'(Yes) means the asset of this interest type will be
automatically retired when another interest asset is retired with this final
event type for the same base asset. For example, if you define and
associate an asset final event type called Disposed to both the
Management and Inactive module and set Auto Appr flag field to Y for
the Inactive module, when you create an asset final event of Disposedin
the Management module, the Inactive module will automatically assign
this same designation for the inactive asset, provided they are the same
asset.
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Step 5. Enter Y'if you want to automatically initiate the asset event type for the interest asset type, or Nif
you do not want to automatically initiate the asset event type for the interest asset type in the
Initiate event flag field.

In the case of an asset final event type, Initiate ¥ means this final event
type will appear in the list of values for finalizing the asset for that interest

type.

Step 6. Enter a date that an asset event type is to become active in the Begin Date field.

Providing a Begin Date is optional. If the asset event type is always valid,
leave this field blank.

Step 7. Enter a date that an asset event type becomes inactive in the End Date field.

Providing an End Date is optional. If the asset event type is always valid,
leave this field blank.

Step 8. Click the Save icon to associate your asset event types to the asset interest type.
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DEFINE VALID ASSET EVENT TYPES FOR INVENTORY ASSETS

Use the Maintain Valid Asset Events screen to define the events that can be recorded for an interest asset.

Scenario: The following graphic illustrates how to use the Maintain Valid Asset Events screen to
associate the new initial and final events to the inventory assets interest type or Management module.

NAVIGATION
¢ Click Admin

« Click Domains Agset Intersst Types

¢ Click Maintain Valid Asset Type |NVENTORY ASSET

Events

“alid Asset Events

Asset Event Type
PURCHASE

TRANSFER
STOCK ASSET RETURNED
TRANSFERRED IN-PLACE

{Initial
(DIngoing
(Flinal

ISSUED FROM INACTIVE TO INVENTORY

RETURMNED FROM INVENTORY TO INACTMWE

|
|
o}
F
|
F

Auto Appr Initiate  Begin Date

N

<=2 <<=

Y

<|=<|<I=Z|=

End Date

Figure 7-4: Assigning Valid Asset Events to the Inventory Assets Interest Type

The procedure is the same as the previous example but this time you are associating the asset initial and final

event types to the inventory asset interest type or Management module.

NOTE: The asset event types for the inventory asset interest type are exactly reversed from the inactive
asset interest type assignment in the previous example. When issuing an asset from a storage location,
the asset is an inactive asset that becomes an inventory asset. This action is an inventory asset initial
event and an inactive asset final event. Conversely, returning a previously issued asset to storage, this

action creates an inactive initial asset event and an inventory asset final event.
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DEFINE DEFAULT EVENT TYPES FOR STOCK ASSETS

Sunflower enables you to establish (set) Default Values that pre-populate selected fields to make data entry
quicker, easier, and more efficient. Default values can be set at three different levels:

*  Individual

Changes to default values at the individual level only effect a single end
user. For more information about defining personal parameter values,
see the Parameters chapter of the Sunflower Enterprise Administration
Guide.

+ Organization

Changes to default values at the organization level effect all end users
assigned to that particular organization or group (e.g. Central Property
Management, etc.). This organization default capability is a result of the
Organization field data entry on the Maintain People screen. For more
information about defining organization parameter values, see the
Parameters chapter of the Sunflower Enterprise Administration Guide.

*  Application

Changes to default values at the application or system level effect all
users. For more information about defining application parameter values,
see the Parameters chapter of the Sunflower Enterprise Administration
Guide.

Personal parameter default values can be set by each end user based upon their own needs. Organization
and Application parameter default values are set by the Sunflower Enterprise System Administrator.

NOTE: Default values, regardless of where set can be overridden at the individual or user level.

This section shows you how to set default values for the Personal Asset Provisioning feature. Specifically,
how to setup the application parameter default values to utilize the newly created Inactive and Inventory
module asset initial and final event types.
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Scenario: The following graphic illustrates how to define default values for the Personal Asset
Provisioning inactive and management module parameter values.

NAVIGATION
« Click Admin

¢ Click User Extensibility Paramaters For

Parameter Yalues

Application  Category Code Description Set?
AZEBETS INACTIVE STASFMEWTP | Final event type for stock assets F#
Walue ISEUED FROM INACTIVE TO INVENTORY
ASSETS INACTIVE STASINEYTP Initial event type for stock assets 4
alue RETURMED FROM INVENMTORY TO INACTIVE
AZSETS MANAGEMENT | STASFMEYTP | Final event type for stock assets v
Walue RETURNED FROM INVENTORY TO INACTIVE
AZSETS MANAGEMENT | STASINEVTP Initial event type for stock assets 4
Yalue [SSUED FROM INACTIVE TO INVENTORY
-
WValue
-
Walue
-
Walue
-
WValue

Reset Yalue

Figure 7-5: Setting Up Default Application Parameter Values
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Step 1. Navigate to the Enter Registered Application Parameter Values screen.

Step 2. Double-click to open the list of values (LOV).
Step 3. Click the Tab key to populate the Parameter Values block.
Step 4. Select the parameter values for which you will define a default value.

* Application ASSETS
* Category Leave blank (Will return Inactive and Management)
* Code STAS%

Step 5. Click the Find icon to return the STASFNEVTP, STASINEVTP, STASFNEVTP and STASINEVTP
application parameters.

Step 6. Enter or select the desired default value in the Value field for each parameter.

This is an opportunity to select the asset initial and final event types that
you just created as default application parameters values for the
Personal Asset Provisioning feature.

Step 7. Double click in the Value field for the STASFNEVTP parameter and select the desired default final
event type. In this example, it is /SSUED FROM INACTIVE TO INVENTORY.

Step 8. Double click in the Value field for the STAS/NEV/ TP parameter and select the desired default initial
event type. In this example, it is RETURNED FROM INVENTORY TO INACTIVE.

Step 9. Double click in the Value field for the STASFNEVTP parameter and select the desired default
initial event type. In this example, it is RETURNED FROM INVENTORY TO INACTIVE.

Step 10. Double click in the Value field for the STAS/INEVTPF parameter and select the desired default
initial event type. In this example, itis /[SSUED FROM INACTIVE TO INVENTORY.

Step 11. Click the Save icon.

The default application parameter values for the Personal Asset Provisioning feature have now been set.
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CREATE A NEW MANUFACTURER

The Manufacturer information is a key component of every catalog entry. As you purchase assets from new
manufacturers you will need to keep your manufacturer records up-to-date to maintain accurate records
within your catalog. For more information about catalog entries, see the Catalog Management chapter of the
Sunflower Enterprise Administration Guide. For more information about setting up organizations, see the
People and Organizations chapter of the Sunflower Enterprise Administration Guide. This is a task that
System Administrators and Personal Asset Provisioning Mangers can perform.

Scenario: The following graphic illustrates how to create a record for a new manufacturer.

NAVIGATION
* Click Admin
QOrganizations
¢ Click Organization Mame |SHIRTS AND STUFF INC Code |SASI r
Begin Date [ ] End Date ,7 Source ’7 Reviewed? ’T
* Click Maintain Org Financial Type
Organizations User Fields™ C

Contacts Enterprise Identifiers

Parent

Figure 7-6: The Maintain Organizations Screen

Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide 7-511



SETUP OF PERSONAL ASSET PROVISIONING

Step 1. Navigate to the Maintain Organizations screen.

Step 2. Enter the name of the organization in the Name field, of the Organization block. Shirts and Stuff
Inc.

Step 3. Enter an alias or short name for the organization in the Code field. If the organization has no alias,
leave this field blank. SAS/

Step 4. Enter the date the organization becomes valid in the Begin Date field.

* Click the List icon to display a calendar.
* If the organization is always valid, leave this field blank. Providing a Begin Date is optional.

Step 5. Enter the date the organization becomes invalid in the End Date field.

* Click the List icon to display a calendar.

* Providing an End Date is optional. If the organization is always valid, leave this field blank. If a
hard-set end date for an organization must be defined, use this field to enter that date. This will prevent
the use of this organizations beyond the specified date.

Step 6. Enter Yif the organization's information has been reviewed and requires no further approval.
Enter Vif the organization's information has not been reviewed and requires further review by
another person. (Reviewed? field)

Step 7. Enter information in the following fields as appropriate:
* Org Financial Type -- indicates the organization financial type's long name. Click the List icon for
a list of names. Use if this organization is a financial organization and if so, what financial type.

* User Fields -- indicates user-defined information for the organization. Click the Edit icon to enter
information in this field.

« Organization Type -- indicates the organization type's long name. Click the List icon for a list of
organization types.

* Parent -- indicates the organization's parent name. Click the List icon for a list of parent names.

Step 8. Click the Save icon to save the new organization.

Define additional organizations as required. After defining your organization structure, define your
organization contacts.
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CREATE ISSUE AND RETURN POINTS

A location is required to create an asset, and each location must have a site. A Code and Description are
required when creating a Site. A site may also have additional details such as Buildings, Rooms, Vault, Shelf,
and Bin etc. Issue and Return Points are locations that can be defined as a combination of Sites, Buildings,
and Rooms. Sunflower Enterprise enables you to maintain locations to limit the selection to only those valid
locations that exist within the Sunflower Enterprise database. Your Sunflower Enterprise System
Administrator can create new locations as your business practices change.

The following examples will illustrate how to set up locations to support the Personal Asset Provisioning
feature. Your business practices and policies will dictate exactly how to create these locations. For example,
you might keep controlled and sensitive assets in a vault. You will want to set up the locations to reflect the
location nomenclature of your organization.

NOTE: Sunflower Sentry validates locations at the Site, Structure Level One and Structure Level Two
levels. Structure Level Three is a free form text entry that is not validated against a domain names list. In
addition, if you need to validate locations at the folder, bin or drawer level etc., make sure they are
defined at the Level Two Structure (or greater) level when defining your onsite locations. For example,
Site could be a specific building or warehouse, Structure Level One could be a vault and Structure Level
Two could be a drawer or file cabinet within a vault.

This section shows you how to set up an Issue And Return Point for Personal Asset Provisioning. Specifically,
how to:

* “Maintain Issue and Return Point - Site Location” on page 514
* “Maintain Issue and Return Point - Building Location” on page 516

* “Maintain Issue and Return Point - Room Location” on page 518
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MAINTAIN ISSUE AND RETURN POINT - SITE LOCATION

Use the Maintain Sites screen to create the SAN D/EGO site for the Issue and Return Point (IRP).

Scenario: The following graphic illustrates how to create a new issue and return Site.

NAVIGATION
¢ Click Admin

* Click Location

¢ Click Maintain Sites

Figure 7-7: Creating a Site for an Issue and Return Point
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Step 1. Navigate to the Maintain Sites screen.

Step 2. Enter the site's short name or code in the Code field. (e.g. SDGO)
Step 3. Enter the site's long name in the Description field. (e.g. SAN DIEGO)
Step 4. Enter the date that the site becomes active in the Begin Date field.

* Click the List icon to display a calendar.
* Providing a Begin Date is optional. If the site is always valid, leave this field blank.
Step 5. Enter the date that the site becomes inactive in the End Date.

* Click the List icon to display a calendar.

* Providing an End Date is optional. If the site is always valid, leave this field blank. If a hard-set end
date for a site must be defined, use this field to enter that date. This will prevent the use of this site
beyond the specified date.

Step 6. Enter the appropriate information in the address fields. This is optional. You can create sites
without providing mailing address information.

Step 7. Click the Save icon to define the sites.

The next step is to define Level One Structures (Buildings).

NOTE: You cannot define Level One Structures (Buildings) before defining sites.
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MAINTAIN ISSUE AND RETURN POINT - BUILDING LOCATION

Use the Maintain Level One Structures (Buildings) screen to create new buildings for the Issue and Return
Point (IRP) on the SAN D/IEGO site.

Scenario: The following graphic illustrates how to create new issue and return building locations.

NAVIGATION
¢ Click Admin

Maintain Ley

* Click Location

+ Click Maintain Level One

Structures (Buildings)

Figure 7-8: Defining Level One Structures (Buildings) for an IRP
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Step 1. Navigate to the Maintain Level One Structures (Buildings) screen.

Step 2. Enter the name of the site and click the Find button to display the site that you are creating
building information. (e.g. SAN D/IEGO)

Step 3. Enter the structure type (for example, building or tower) in the Type field.

If you have not already created your Structure Level One Types, navigate
to the Maintain Domains screen, retrieve the Level One Structure Type
domain and create the new structure type.

Step 4. Enter the number assigned to the structure in the Identifier field. (e.g. 700)
Step 5. Enter the name assigned to the structure in the Name field. (e.g. Building 700)
Step 6. Enter the date that the structure becomes active in the Begin Date field.

* Click the List icon to display a calendar.
* Providing a Begin Date is optional. If the structure is always valid, leave this field blank.
Step 7. Enter the date that the structure becomes inactive in the End Date.

= Click the List icon to display a calendar.

* Providing an End Date is optional. If the structure is always valid, leave this field blank. If a hard-set
end date for a structure must be defined, use this field to enter that date. This will prevent the use of
this structure beyond the specified date.

Step 8. Enter the appropriate information in the address fields. This is optional. You can create structures
without providing mailing address information.

Step 9. Click the Save icon to define the structures.

The next step is to define Level Two Structures (Rooms).

NOTE: You cannot define Level Two Structures (Rooms) before defining Level One Structures
(Buildings).
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MAINTAIN ISSUE AND RETURN POINT - ROOM LOCATION

Use the Maintain Level Two Structures (Rooms) screen to create rooms for the Issue and Return Point (IRP)
at the SAN DIEGO site, in Building 100.

Scenario: The following graphic illustrates how to create new issue and return room locations.

NAVIGATION
¢ Click Admin

Maintain Lewv

* Click Location

 Click Maintain Level Two
Structures (Rooms)

ISSUE AND RETURMN POINT OMNE
ISSUE AND RETURM POINT TWO
ISSUE AND RETURMN POINT THREE

Figure 7-9: Defining Rooms for Issue and Return Points
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Step 1. Navigate to the Maintain Level Two Structures (Rooms) screen.

Step 2. Enter the name of the site and click the Find icon to display the site that you are creating room
information. (e.g. SAN DIEGO)

Step 3. If the site has multiple buildings, use the up and down arrow keys to navigate to the appropriate
building.(e.g. Building 100)

Step 4. Enter the structure level 2 type (for room, container or warehouse grid) in the Type field. (ROOM)

If you have not already created your Structure Level Two Types, navigate
to the Maintain Domains screen, retrieve the Level One Structure Type
domain and create the new structure type.

Step 5. Enter the number assigned to the structure in the Identifier field. (e.g. /RFP-7)
Step 6. Enter the name assigned to the structure in the Name field. (/SUUE AND RETURN POINT ONE)
Step 7. Enter the date that the structure becomes active in the Begin Date field.
* Click the List icon to display a calendar.
* Providing a Begin Date is optional. If the structure is always valid, leave this field blank.
Step 8. Enter the date that the structure becomes inactive in the End Date.

* Click the List icon to display a calendar.

* Providing an End Date is optional. If the structure is always valid, leave this field blank. If a hard-set
end date for a structure must be defined, use this field to enter that date. This will prevent the use of
this structure beyond the specified date.

Step 9. Click the Save icon to define the structures.

Finally, navigate the Maintain Locations screen to provide the additional level of detail for the location with the
Structure Level Three field if necessary.
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CREATE CATALOG ENTRIES

The Catalog is a repository of information that contains the common model and manufacturer information for
your assets. Similar to data warehousing concepts, you can think of the catalog as the dimensions that
support the fact based transactional data. The catalog is used to capture and store this information once
(dimensions) so that you can apply it to asset records (facts) as needed. The benefit of the catalog is that it
provides data consistency because you are storing this data in a central repository that is utilized and applied
globally. As a result, the catalog ensures that assets are consistently named and classified.The catalog
contains the master list of catalog items that you will use to identify your assets.

The following examples will illustrate how to set up catalog entries to support the Personal Asset Provisioning
feature. Your business practices and policies will dictate exactly how to create these catalog entries. For
more information about maintaining catalog entries, see the Catalog Management chapter of the Sunflower
Enterprise Administration Guide.

The Maintain Catalog Entries screen is accessible from any of the interest asset (Agreement, Management,
Finance, Inactive and Excess) menus by users that have Cataloger role privileges. For example, you can
assign the cataloger role to a user who is also an Inventory Clerk. As a result, this user can access the
Maintain Catalog Entries screen from the Management module to create and maintain catalog entries in
addition to the functions that they perform as an Inventory Clerk. Use the Maintain Catalog Entries screen to
create new catalog entries and perform the following tasks:

* Modify existing catalog entries

» Create a new model for a manufacturer

» Create a new manufacturer for a catalog entry

» Update descriptions for a group of assets

» Add pictures to catalog entries

7-520 Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide



SETUP OF PERSONAL ASSET PROVISIONING

Scenario: The following graphic illustrates how to create a catalog entry for a manufacturer that was
created earlier.

NAVIGATION
 Click Inactive

¢ Click Maintain Catalog
Entries

Step 1. Navigate to the Maintain Catalog Entries screen.

Ed Maintain Gatalag Entrii

Catalogs

Identifier
Manufacturer®
Model

Official Mame
hadel Mame

Asset Type

Stock Mumber

User Fields™

1290

SHIRTS AND STUFF INC
BLACK 34 MENS
TROUSER

MISCELLANEOUS

Senvice Life (yrs)
Owerride Service Life (yrs)

Federal Supply Classification

SKU-SH34MNEK

Comment / Picture / Attachment

Revigwed?

Salvage Walue
Override Salvage Walue %

Replacement Value

Begin Date End Date

Figure 7-10: Creating Catalog Entries for Personal Asset Provisioning

Step 2. Enter the name of the manufacturer with which the new model name is associated in the
Manufacturer field.

To create a new manufacturer, place the cursor in the Manufacturer field
and click the Edit icon.

Step 3. Enter the model number assigned by the manufacturer in the Model Number field.

Step 4. Enter your institution's name for the manufacturer/model pair in the Official Name field.

Step 5. Enter the model name in the Model Name field.

Step 6. Enter the asset type in the Asset Type field. Click the List icon for a list of asset types.
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Step 7. Enter information in the following fields as appropriate:
= Service Life (yrs) -- displays the asset's default expected service life for the asset type chosen in
step 6. To override the default service life, enter a new value in the Override Service Life (yrs) field.

* Salvage Value % -- displays the default expected salvage value, as a percentage of the asset's
value, for the asset type chosen in step 6. To override the default salvage value percentage, enter a
new value in the Override Salvage Value % field.

* Federal Stock Classification -- indicates federal stock classification information, if available.

* Replacement Value -- indicates the cost to replace the asset. Click the List icon for a list of
classifications.

* Stock Number -- indicates the internal stock identification number.

* Begin Date -- indicates the date the catalog entry becomes valid. Click the List icon to display a
calendar. If the catalog entry is always valid, you can leave this field blank.

* End Date -- indicates the date the catalog entry becomes invalid. Click the List icon to display a
calendar. If the catalog entry is always valid, you can leave this field blank.

* User Fields -- indicates user-defined information for the catalog entry. Click the Edit icon to edit
user-defined fields, if available. Enter the appropriate information in user fields and click the Save icon
to return to the Maintain Catalog Entries - asmn0020 screen.

Step 8. Click Save to add the new catalog entry. Create additional catalog entries as needed.

To add pictures, comments or attachments (optional), click the Comment / Picture / Attachment button at the
bottom of the screen to display the Capture Comments, Pictures and Attachments screen.

NOTE: You must save the catalog entry before you can add a picture.
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CREATE PROPERTY RECORDS

Before issuing assets, you must establish catalog entries and stock assets. Sunflower uses the Inactive
module to manage the storage of Personal Asset Provisioning assets. To support the issuing of assets,
Sunflower uses the Inventory Management (Mgmt) module to track the assets until they are returned to
storage or consumed.

There are essentially two kinds of assets that Sunflower applications manage: Identified and Commodity
assets.
« ldentified assets, such as guns, computers, etc. are entered and tracked on an individual basis.

+ Commodity assets, such as pants, shoes, belts, etc. are entered in groups based upon their stock number
(100 pairs of shoes, 100 trousers, etc.) and tracked on an individual basis as they are checked out (issued)
to an individual an checked in (returned) from the individual or never checked in but consumed.
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CREATE IDENTIFIED PROPERTY RECORDS (ASSETS)

The Maintain Inactive Assets screen is integral to the Personal Asset Provisioning asset management team
for the day-to-day management of assets. You will use this screen to:

* Create assets from scratch

» Modify asset details (e.g. custodian, user, and/or location changes)

Scenario: The following graphic illustrates how to create an inactive asset from scratch.

NAVIGATION

« Click Inactive

¢ Click Maintain
Inactive Assets

Page 2

Inactive Assets Type Type Identifier
Identifier GUNI| Existing Interest Asset
Unigue Name
Catalog Identifier” 1202 I Parents Children CIAP
Manufacturer sHIRTS AND STUFF INC Madel 35 CAL PISTOL
Official Mame  pjsToL Model Mame
Serial Number Drawing Mo
Initial Event pECENVE INACTVE ASSET User Fields™
Azset Valug® $1,000.00 Acquisition Date  10,03,2005 Responsibility Date  10,m3/,2005
Asset Condition 4 UNUSED - GO0D Effective Date 1,03,2005 Expected Return Date
Inactive Type  cONTROLLED STORAGE Flags™ sy Duration (yrs) Available to others? v
Recharge Identifier Length Width Height
Unigue Reguirements
Activity Status  STORAGE Activity Type
Managar o\ jF| OWER SYSTEMS OWNer  SUNFLOWER SYSTEMS
Steward  SUNFLOWER SYSTEMS Rep
Custadian jopoe Last Mame® pop First joHN id
User Last Mame* First Mid
Location™ san DIEGO_BUILDING __100__ROOM_IRP-1
Document™
User Fields*
Global User Fields™
Comment
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Step 1. Navigate to the Maintain Inactive Assets screen.
Step 2. Enter a new asset identifier in the Identifier field for the new inactive asset.
Step 3. Enter the core asset information accordingly. For more information, see Chapter 4, "Maintain

Inactive Assets Field Terms” on page 341 and Chapter 4, "Maintain Inactive Assets - Page 2” on
page 345.

Step 4. Enter the appropriate information in the following fields to add the inactive interest asset-specific
information:
* |nactive Type -- indicates what type of inactive status to assign to the asset.
* Available to others? -- indicates if the asset can be used by others while in its inactive status.
* Length/Width/Height -- indicates the asset's dimensions for storage purposes.
* Recharge Identifier -- indicates the identifier assigned to the recharge general ledger account.
* Unique Requirements -- indicates any unique storage requirements for the asset.
Step 5. Update the new inactive asset's information, as needed. (e.g. Asset Condition as used - good.
Location updates etc.)
Step 6. Click the Save icon to save your inactive asset record.

NOTE: If you do not enter a value in a required field, Sunflower prompts you to do so.
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CREATE COMMODITY PROPERTY RECORDS (ASSETS)

Some of the stock assets that your organization can issue from an Issue and Return Location may be
commodity assets. For example, an organization may issue uniforms from a central location for personnel.
There can be different sizes and pieces (Shirt, pants, shoes, cap, belt, etc.) that make up the uniforms. The
items are ordered in bulk and they may be consumed (not returned). The Personal Asset Provisioning feature
can help you manage these items as commodity assets to help keep ample supplies in stock and to
determine who has what and how many items.

Scenario: The following graphic illustrates how to create an asset for 100 pairs of Shoes at $50.00 per
pair.

NAVIGATION > FEE!
+ Click Inactive Inactive Assets Type Type Identifier
« Click Maintain Identifier sHOES-Mx Existing Interest Asset
Inactive Assets Unisue Hlama
Catalog Identifier 125 7} Parents Children CIAP
Wanufacturer | SHIRTS AND STUFF INC Model sHOES 10 MENS
Official Mame  sHoEs Model Mame
Serial Number Drawing Mo
Initial Event pECENVE INACTIVE ASSET User Fields™
Asset Value $4,000.00 Acquisition Date  |nm4,2005 Responsibility Date  10,04,2005
Asset Condition 4 UNUSED - GO0D Effective Date  17,12,2005 Expected Return Date
Inactive Type  cONTROLLED STORAGE Flags™ Duration (yrs) Available to others? 1
Recharge Identifier Length Width Height
Unigue Reguirements
Activity Status  STORAGE Activity Type
Managar o\ jF OWER SYSTEMS OWNer | SUNFLOWER SYSTEMS
Steward  5UNFLOWER SYSTEMS Rep
Custadian jopoe Last Mame® pop First | joHN id
User Last Mame*
Location®
Document® Commadity Information
User Fiels Quantity 100/ Unit of Measure pap
Global User Fields™
Long Description
[ Pagez ] [ commadty ] BEHOES, MENS SIZE 10

Figure 7-12: Creating Commodity Inactive Asset Records
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Step 1. Navigate to the Maintain Inactive Assets screen.

Step 2. Enter a new asset identifier in the Identifier field for the inactive asset. (e.g. SHOES-XX)

Step 3. Enter the core asset information accordingly. In this instance, you must check the Commodity
checkbox to create a commodity asset. For more information, see Chapter 4, "Maintain Inactive
Assets Field Terms” on page 341 and Chapter 4, "Maintain Inactive Assets - Page 2” on
page 345.

NOTE: You do not need to double-click the Asset Value field to enter the asset value for
the commodity asset since you activated the Commodity checkbox - it is no longer a
complex value.

Value = Cost “x” Quantity. ($40.00 x 100 = $4,000)
Do not enter $, commas, or periods. 4000 is the same as $4,000.00.

Step 4. Enter the appropriate information in the following fields to add the inactive interest asset-specific
information:

* Inactive Type -- indicates what type of inactive status to assign to the asset. (e.g. Controlled
Storage)
* Available to others? -- indicates if the asset can be used by others while in its inactive status.
* Length/Width/Height -- indicates the asset's dimensions for storage purposes.
* Recharge Identifier -- indicates the identifier assigned to the recharge general ledger account.
* Unique Requirements -- indicates any unique storage requirements for the asset.
Step 5. Update the new inactive asset's information, as needed. (e.g. Asset Condition as USED - GOOD.
Location updates etc.)
Step 6. Click the Save icon to save your inactive asset record.

If you do not enter a value in a required field, Sunflower prompts you to do so.
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PERSONAL ASSET PROVISIONING

Now that the setup of the Personal Asset Provisioning feature is complete, you can begin to manage your
stock assets with the Stock Asset Management self-service html transaction pages.

The following transactions can be performed by a Manager or Clerk:

» Record, track, and modify identified and commaodity asset information
* Issue assets

* Return asset

» Exchange assets

» Consolidate assets as required

* Retire assets

* Create reports

The following table provides the Personal Asset Provisioning self-service html transaction pages that are
available from the Stock Asset Management main menu.

MENU FUNCTION DESCRIPTION/EXPLANATION
Maintain Stock Assets Used to issue, return, and exchange stockroom assets.

Consolidate Commodity Stock Assets = Used to consolidate similar items from various locations to a single
location.

STOCK ASSET TRANSACTIONS
Stock asset transactions include:

» “Select an Issue and Return Point (Location)” on page 530
* “Issue Assets” on page 531

* “Return Stock Assets” on page 536

* “Exchange Assets” on page 539

* “ldentify Lost, Stolen, or Damaged Assets” on page 542
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Scenario: The following graphic illustrates how to access to the Personal Asset Provisioning feature
Stock Asset Management Production page.

NOTE: Your login (Sunflower application roles) determines the links and therefore the self-service html
transaction pages that you can access.

NAVIGATION

« Sunflower Enterprise
- Production Sunflower Enterprise - Production 4.5.0.0

Repository Owner

Sunflower Enterprise Forms
Sunflower Enterprise Reports

Sunflower Enterprise HTIIT Transaction Pages

Stock Asset Management

Logoff

Figure 7-13: Sunflower Enterprise Production Screen

Step 1. Navigate to the Sunflower Enterprise - Production page.

Step 2. Click the Stock Asset Management link to access the Main Menu page.

NAVIGATION - -
Sunflower Enterprise - Production 4.5.0.0

» Sunflower Enterprise -
Production Stock Asset Management ORACLE
Repository Owner

« Click Maintain Stock ; Main Menu
Assets
Maintain Stock Assets

Consolidate Commodity Stock Assets

Figure 7-14: Accessing the Personal Asset Provisioning Feature
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SELECT AN ISSUE AND RETURN POINT (LOCATION)

The first step to issuing, returning or exchanging stock assets is to select an Issue and Return Point (IRP).
The IRPs were created earlier with the Maintain Locations screen. For more information about creating IRPs,

see “Create Issue and Return Points” on page 513.

Scenario: The following graphic illustrates how to access the Maintain Stock Assets - Select Location
page. where you enter the Site and Building locations from which you are issuing stock assets.

NAViGETION. "= " T
- Sunflower Enterprise - Sunflower Enterprise - Production 4.5.0.0
Production Stock Asset Management ORACLE
Repository Owner
* Click Maintain Stock : Maintain Stock Assets
Assets
Select Location
Site [sanDEGD =]
Structure Level 1 |[BUILDING =] [100
Caontinue

Eeturn to mam menu

Figure 7-15: Selecting an Issue and Return Point

Step 1. Navigate to the Maintain Stock Assets - Select Location self-service html transaction page.
Step 2. Select the Site from the drop down box for your Issue and Return Point (IRP).

Site is a required field. The Structure Level 1 (Building) field is optional. If
left blank, you can choose any of the buildings associated with the
selected site. If populated, you must use that particular building. The Site
you select controls the list of available Buildings and the Building you
select controls the list of available Rooms (within that building) that you

select later in the issuing process.

Step 3. Click the Continue button to complete the stock asset issuance process.
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ISSUE ASSETS

Your organization may have issue and return points that issue stock assets to personnel to perform their jobs.
The Personal Asset Provisioning feature enables you to issue stock assets and automatically update the total
assets available for issue from the Issue and Return Point (IRP). You may issue assets individually or in
groups; however, only to one person (Custodian) at a time.

Scenario: The following graphic illustrates how to issue two pairs of shoes, two trousers and one 0.38
caliber pistol to John Smith.

NAVK?’AT'ON Maintain Stock Assets
* Click Stock Asset [Location |34 DIEGO_BULDING 100
Management -
|Custod1an ‘Idemﬂer (B Harme [SMITH JOHN
* Enter the Issue and Actions
Return POInt Iocatlon. Savel Add Mare Rows | Refresh | Cancel |
* Click the Continue Stock Assets
button Bottom
Stock Asset Official Name | Qty Action Location {(Qty) Qty
Show A1 M Issued ﬂl
SKU—SHWMN—)E SHOES 300 [1z5ue =] [BuLDING__100_ROOM_IRP-1 (100) 7 |[2
|SKU-SH3AMNEM TROUSER 1K [Issue =] |[BUILDING__100_ROOM_IRP-1 200) =] |2
[ENTEESS M PISTCL 300 [1z5ue =l [BuLoinG_100_Room_RP1 =] i
I\saue j IF‘Ieaae Selaclj
| H |\ssue j |Please Sele:tj |
I\saue | IF‘Ieaae Select x|
| H |\ssue j |Please Sele:tj |
I\saue j IPIeaae Selaclj
| H |\ssue j |F’Iease Sele:lj |
| | ||\saue j “PIeaae Selaclj |
Top.

Figure 7-16: Issuing Stock Assets to a Custodian
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PERSONAL ASSET PROVISIONING

Step 1. Navigate to the Maintain Stock Assets self-service html transaction page.

Step 2. Enter the Issue and Return Point (IRP) location in the Site and Building fields.

* If an IRP location is available for selection, use the Maintain Locations screen to create the desired
IRP. For more information about creating IRPs, see “Create Issue and Return Points” on page 513.

* Alternatively, you can click the Add Return Locations button to open the Maintain Locations self-
service html transaction page and create an IRP location from this point in the application.

Step 3. Select the custodian (individual) for which you are issuing stock assets in the Custodian field.
Step 4. Click the Show All button to view all of the columns in the Stock Assets block.

Step 5. Enter the Stock Number directly or use the New Stock Asset List button (located within the Stock
Asset column) to open the Stock Asset Query Criteria window. See “Stock Asset Query Criteria
Page” on page 533 to see an illustration of this page.

NOTE: If the stock asset is a commodity, the stock number is the value assigned at the
time that the catalog entry was created for the commodity asset. For example, Shoes
were defined as inactive commodity asset. The catalog entry for shoes assigned them
the stock number, SKU-SH70MN-XX, which is the stock number to reference here when
assigning shoes to the custodian. Trousers were setup as commodity assets so the
stock number to use when assigning trousers is the one defined by its catalog entry. The
pistol for this example was not assigned as a commodity asset and therefore uses the
inactive asset identifier, GUN-7-XX, assigned with the Maintain Inactive Asset screen.

Step 6. Enter the number of items that you are issuing to the custodian for each stock asset in the Qty
field.

* The Qty field is inactive (grayed out) if the stock asset is an identified asset (not a commodity).

* You can only issue identified assets one at a time.

Step 7. Select the appropriate action (/ssue, Return or Exchange) with the Action drop down box. This list
of values expands based upon the available actions.

Step 8. Click the Add More Rows button if you need to add more rows to accommodate the transaction.
Step 9. Click the Save button to execute the stock asset transaction.

Alternatively, click the Cancel button if you want to cancel the
transaction.

NOTE: The view changes after saving. A Status column has been added, Qty Issued is
now populated and Location (Qty) modified. Click the Location (Qty) drop-down arrow
and view the updated inventory information. The Status column displays /ssve Ok if the
the transaction was successful. See “Maintain Stock Assets Page After Issuing Stock
Assets” on page 534 to see an illustration of this page.
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STOCK ASSET QUERY CRITERIA PAGE

PERSONAL ASSET PROVISIONING

The following example illustrates the Stock Asset Query Criteria page after executing a query.

Query Criteria

SAN DIEGO b

Location BUILDIMNG & | 100
Structure Level 3

Manufacturer  ||SHIRTS AND STUFF INC

Ilodel

Official MName

Stock MNumber

Actions

[ Select I [ Execute Query ][

Recall Last Query

] [Clear ] [ Cancel ]

Query Results

Bottom
Select Stock Asset GG IManufacturer
Narme

SHIRETS AWD

O GUN1 FISTOL STTIFE TC
SHIETS AND

(S0P FIZTOL STUEE NG
SHIRETS AWD

O GUN3 FISTOL STTIFE TC
SKEU- SHIETS AND

O smoar  SHOF grurrmic
SE1T- SHIRETS AWD

© SH34WIBE UBYOUSIEL STUFF INC

Ifodel Location (CGty)

;?S%gli SAN DIEGO__BUILDING__100__ROGM_IRP-1 (1) v
;?S%éi SAN DIEGO__BUILDING__100__ROGM_IRP-1 (1) v
;?S%gli SAN DIEGO__BUILDING__100__ROGM_IRP-1 (1) v
EE%ESS 10 SANDIEGO_ BUILDING_ 100 ROCKM__IRP-1 {100)
?juliﬁ:is SANDIEGO_ BUILDING__100__ROCM__IRP-1 (100) + o

Figure 7-17: The Stock Asset Query Criteria Screen
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MAINTAIN STOCK ASSETS PAGE AFTER ISSUING STOCK ASSETS

The following example illustrates the Maintain Stock Assets page after saving the transaction.

Maintain Stock Assets
Location SANDIEGO EBUILDING 100

Custodian Tdentifier | SMICt arne | SMITH JOHN 3]

Actions

S ave [ Add More Rows ] [ Add Retum Location ] l Refrash ] [ Cancel ]

Stock Assets

Bottom

Status Stock Asset (Official Manufachmer Model Qty Action Location (Qty) Qty

Name Tssued

Tssue SHIRTS AWD 38 CAT

oK G PISTOL STTIEE MG PISTOL 1 |Please Select (v | | Please Select v

Tzzue SHIRTS AWD SHOES 10

R SEU-SH10MIT SHOES STUFE TC MENS 2 |Please Select | | Flease Select ~

Tesue: SETI- SHIRTS AWD ELACE 34

R STAMNEE TE.OTSER. STUEE Te MENS 2 |Please Select | | Please Selact -
lssue | | Please Select v
lssue | | Please Select v

Figure 7-18: Results After Saving
Step 10. Click the Cancel button to exit back to the Select Location page.

NOTE: Instead of clicking the Cancel button and returning to the Select Location page, you can select
and clear the Identifier field to perform another transaction from the same IRP location for another
custodian.

NOTE: When a commodity asset is issued, its inventory is decremented for quantity and value. When a
commodity asset’s quantity and value reach zero, then it is retired.
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RETURN AND EXCHANGE STOCK ASSETS

Here is an overview for transactions that can occur when returning or exchanging identified and commodity
assets with the Personal Asset Provisioning feature and how these transactions are typically handled.

When returning a commodity assets from an Issue and Return Point:
* When a commodity asset exists at an issue and return point (IRP), its quantity and value is increased
accordingly.

*« When a commodity asset is returned to an IRP where that commodity asset does not exist, a new
commodity asset is created at the designated IRP with the returned quantity, value and designated stock
number.

When returning identified assets to an Issue and Return Point:

* The inventory asset is retired.

* A new inactive asset is created.

* The location of the base asset is updated to reflect the return point location.

* The issued custodian’s name is removed from the base asset.

When exchanging assets to an Issue and Return Point:

« If the assets exchanged have the same stock number, the quantity issued and quantity on hand remain the
same.

« If the assets being exchanged have different stock numbers, then the returning asset is treated like a return
and the desired asset is treated like a new issuance.

How to manage lost, stolen, or damaged assets:
* When an issued asset (inventory asset interest type) is declared as Lost, Stolen, or Damaged, the Location

(Qty) field becomes inactive. The inactive commodity asset’s quantity and value remains unchanged, and
the issued inventory commodity asset’s quantity and value is decreased.
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PERSONAL ASSET PROVISIONING

RETURN STOCK ASSETS

Assets can be returned when they are no longer needed to perform a task or they need to be exchanged for a
different item. The Personal Asset Provisioning feature enables you to return assets to stock and
automatically update the total assets available for issue from the Issue and Return Point (IRP).

Scenario: The following graphic illustrates how to handle a return from John Smith for a pair of shoes and
In addition, John Smith is issued two additional trousers.

NAVIGATION TRTTE T ]
. aintain stoc Ssets
* Click Stock Asset :
Management Location SANDIEGO BUILDING 100
Custodian Tdentifier | SM Hame SWITH JOHN
* Click the Continue
tton =
butto Actions
[ Add More Rows ] [ Add Return Location ] [ Refresh ] [ Cancel ]
Stock Assets
Bottom
Stock Asset Official Name = Qty Action Location (Qty) Qty
Issued
GUN1 PISTOL 1 |Please Select v | | Please Select v
SKU-SH10MN  SHOES 2 | Retum ~ | | BULDING__100__ROOM__IRP-1 @8) | [1
SKU-SH34MNBE TROUSER 2 |[Issue v [BuLDING_100_ROOM_IRP-1 98) |2
Issue “ | |Please Select
lzsue + | |Please Select v

Figure 7-19: Returning Stock Assets
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PERSONAL ASSET PROVISIONING

Step 1. Navigate to the Maintain Stock Assets self-service html transaction page.

Step 2. The location is determined by the value established with the Select Location self-service html
transaction page. (e.g. SAN DIEGO_BUILDING _100)

NOTE: The Add Return Location button enables you to manually add or override the
Location (Qty) field if an asset is being returned to an IRP location other than those listed
(creating a room “on-the-fly”). However, you cannot create buildings or sites on the fly.
They must be created with the Maintain Locations screen. For more information about
creating IRPs, see “Create Issue and Return Points” on page 513.

Step 3. Select the custodian (individual) for which you are issuing or receiving stock assets in the
Custodian field. (e.g. SM/TH JOHN) Selecting a custodian displays all the assets currently
assigned to the selected individual.

Step 4. Click the Show All button to view all of the columns in the Stock Assets block.

Step 5. Enter the Stock Number directly or use the New Stock Asset List button to open the Stock Asset
Query Criteria window. (e.g. SKU-SH10MN)

NOTE: If the stock asset is a commodity, the stock number is the value assigned at the
time that the catalog entry was created for the commodity asset. For example, Shoes
were defined as inactive commodity asset. The catalog entry for shoes assigned them
the stock number, SKU-SH70MN, which is the stock number to reference here when
assigning shoes to the custodian. Trousers were setup as commodity assets so the
stock number to use when assigning trousers is the one defined by its catalog entry. The
pistol for this example was not assigned as a commodity asset and therefore uses the
Inactive Asset Identifier (GUN7) assigned with the Maintain Inactive Asset screen.

Step 6. Enter the number of items that you are issuing to or receiving from the custodian for each stock
asset in the Qty field.

NOTE: The Qty field is inactive (grayed out) if the stock asset is an identified asset (not
a commodity). You can only issue identified assets one at a time. A separate row for
each identified asset must be created to accommodate the issuance of multiple
identified assets since each identified asset has its own unique asset identifier.

Step 7. Select the appropriate action (/ssue, Refurn or Exchange) with the Action drop down box. The list
of values expands based upon the available actions. (e.g. returning 1 pair of shoes and issuing 2
trousers.)

Step 8. Click the Save button to execute the stock asset transaction.

NOTE: The view changes after saving. A Status column has been added, Qty Issued is now populated
and Location (Qty) modified. Click the Location (Qty) drop-down arrow and view the updated inventory
information. The Status column displays /ssue Ok if the transaction was successful.
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MAINTAIN STOCK ASSETS PAGE AFTER THE RETURN

The following graphic provides a view of the Maintain Stock Assets page after saving the return and issue
transactions. Notice the change of quantity to the shoes and trousers issued to this custodian. The shoes
issued to John Smith decreased to one pair from two and the trousers issued to John smith increase from two
trousers to four trousers.

Maintain Stock Assets
Location  SAN DIEGC  BUILDING_ 100

Custodian Tdentifier | SMH Wame SMITH JOHN
Actions
[ Add More Rows I [ Add Return Location ] [ Refresh ] [ Cancel ]

Stock Assets

Bottom
Status Stock Asset Official Name = Qty Action Location (Qty) Qty
Issued
GUN1 PISTOL 1 | Please Select | | Please Select v
Return: OK SET-SH10MI SHOES 1 | Please Select | | Please Select v
Issue: OE  SEU-SH34MIMEBE TEOTUSEER 4 | Please Select v | | Please Select v
lssue ||| Please Select +
lssue ||| Please Select +

Figure 7-20: Results of the Return and Issue

Step 9. Click the Cancel button to exit back to the Select Location page.

NOTE: Instead of clicking the Cancel button and returning to the Select Location page, you can select
and clear the Identifier field to perform another transaction from the same IRP location for another
custodian.

NOTE: When a commodity asset is issued, its inventory is decremented for quantity and value. When a
commodity asset’s quantity and value reach zero, it is retired.
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PERSONAL ASSET PROVISIONING

Assets may also be exchanged, either for another asset of the same type (exact stock humber replacement)
or for a different asset. The Personal Asset Provisioning feature enables you to exchange assets,
automatically updating the total assets issued (inventory assets) and available for issue (inactive assets). The
exchange of an asset is an issue and a return combined into a single step or operation.

Scenario: The following graphic illustrates how to perform an exchange for John Smith.

NAVIGATION

¢ Click Stock Asset
Management

¢ Click the Continue
button

Sunflower Systems © 2006

Maintain Stock Assets
Locaton SANDIEGO_ BUILDING 100

Custodian Tdentifier SMIX Name SMITH JOHN
Actions
[ Add More Rows I [ Add Return Location I [ Refresh H Cancel I
Stock Assets
Bottom
Stock Asset Qty Action Location (Qty) Qty
Issued
GUR1 1 |Please Select || Please Select v
SKEU-SH10MN 1 |Please Select v || Please Select v
SKEU-
PR 4 [Exchange || BUILDING__100__ROONM_IRP-1 ©6) | 1
Issue ~ || Please Select v

lssue * ||| Please Select v

Exchange With Exchange

Location (Qty)

SKUVSHBAMNEE BUILDING__100__ROOM_IRP-1 (96) +

Figure 7-21: Exchanging Stock Assets
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Step 1. Navigate to the Maintain Stock Assets self-service html transaction page.

Step 2. The location is determined by the value established with the Select Location self-service html
transaction page. (e.g. SAN DIEGO_BUILDING_100)

NOTE: The Add Return Location button enables you to manually add or override the
Location (Qty) field if an asset is being returned to an IRP location other than those
listed (creating a room “on-the-fly”). However, you cannot create buildings or sites on the
fly. They must be created with the Maintain Locations screen. For more information
about creating IRPs, see “Create Issue and Return Points” on page 513.

Step 3. Select the custodian (individual) for which you are exchanging stock assets in the Custodian field.
(e.g. SMITH JOHN) Selecting a custodian displays all the assets currently assigned to the
selected individual.

Step 4. Click the Show All button to view all of the columns in the Stock Assets block.

Step 5. Select the appropriate action (e.g. /ssue, Refurnor Exchange) with the Action drop down box. The
list of values expands based upon the available actions. In this example, an Exchange for the
stock asset, SKU-SH34MNBK (Trousers).

Step 6. Select the Issue and Return Point (IRP) to which you are returning an asset for exchange in the
Location (Qty) field. The current on-hand quantity for the selected IRP displays inside the
parentheses.

Step 7. Enter the quantity of assets that are being exchanged in the Qty field.

Step 8. Enter the stock number of the asset that you want to use to replace the currently issued asset in
the Exchange With field.

Alternatively, you can use the Stock Asset Exchange With List button to
open the Stock Asset Query page and search for a stock asset that you
want to issue in exchange for the returning stock asset.

Step 9. Use the drop-down list to select the IRP location of the stock asset that will be issued in exchange
for the returned asset. The current on-hand quantity for the selected IRP displays inside the
parentheses.

Step 10. Click the Save button to execute the exchange.

NOTE: The view changes after saving. A Status column has been added, Qty Issued is now populated
and Location (Qty) modified. Click the Location (Qty) drop-down arrow and view the updated inventory
information. The Status column displays Exchange Ok if the transaction was successful.
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MAINTAIN STOCK ASSETS PAGE AFTER THE EXCHANGE

The following graphic provides a view of the Maintain Stock Assets page after the exchange transaction.

Maintain Stock Assets
Location SAMNDIEGC BUILDING 100
Custodian Tdentifier | SMX% Name SMITH JOHN
Actions
{Save [ Add Mare Rows ] [ Add Return Location ][ Refresh ][ Cancel ]
Stock Assets
Bottom
Status Stock Asset Qty Action Location (Qty) Qty
Issued
G 1 1 | Please Select % | | Flease Select v
SETT-SHI10MDT 1| Please Select ¥ | | Please Select ~
Ezxchange: OK SETU-SH34MMNBE 4 || Please Select | |Please Select ~
lssue || Pleage Select »
lssue || Pleage Select »

Figure 7-22: Results of the Exchange

Step 11. Click the Cancel button to exit back to the Select Location page.

NOTE: Instead of clicking the Cancel button and returning to the Select Location page, you can select
and clear the Identifier field to perform another transaction from the same IRP location for another
custodian.

NOTE: When a commodity asset is issued, its inventory is decremented for quantity and value. When a
commodity asset's quantity and value reach zero, it is retired.
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IDENTIFY LOST, STOLEN, OR DAMAGED ASSETS

Occasionally, assets are lost, stolen or damaged. The Personal Asset Provisioning feature enables you to
update the status of a lost, stolen or damaged stock asset that has been issued to an individual (Custodian) to
reflect these events. This process updates the total assets assigned to an individual.

NOTE: You should follow the guidelines, business policies and practices of your organizations when in

dealing with lost, stolen or damaged items.

Scenario: The following graphic illustrates how to update the loss of two trousers issued to John Smith.

NAVIGATION
Maintain Stock Assets
* Click Stock Asset
Management Location SAN DIEGO_ BUILDING__100
Custodian Tdentifier | St Name SMITH JOHN
* Click the Continue Actions
button
[ Add More Rows ] [ Add Return Location ] [ Refresh ] [ Cancel ]
Stock Assets
Bottom
Stock Asset Official Name = Qty Action Location (Qty) Qty
Issued
GUR1 PISTOL 1 | Please Select ¥ | | Please Select %
SEU-SH10MI SHOES 1 Please Select v | Please Select v
SKEU-SH34MNEE TROUSER 14 Lost v 2
E Issue ~ | | Please Select v
lssue | |Please Select |~
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PERSONAL ASSET PROVISIONING

Step 1. Navigate to the Maintain Stock Assets self-service html transaction page.

Step 2. The location is determined by the value established with the Select Location self-service html
transaction page. (e.g. SAN DIEGO_BUILDING _100)

NOTE: The Add Return Location button enables you to manually add or override the
Location (Qty) field if an asset is being returned to an IRP location other than those listed
(creating a room “on-the-fly”). However, you cannot create buildings or sites on the fly.
They must be created with the Maintain Locations screen. For more information about
creating IRPs, see “Create Issue and Return Points” on page 513.

Step 3. Select the Custodian (individual) to indicate the items that were lost, stolen, or damaged.
Selecting a custodian displays all the assets currently assigned to the selected individual.

Step 4. Click the Show All button to view all of the columns in the Stock Assets block.

Step 5. Select the line item containing the issued asset identified as lost, stolen, or damaged. (e.g. SKU-
SH34MNBK, trousers)

Step 6. Select the appropriate action (e.g. Lost, Stolen, or Damaged) with the Action drop down box. The
list of values expands based upon the available actions. In this example, Lostfor the stock asset,
SKU-SH34MNBK (Trousers).

Step 7. The Location (Qty) field will automatically gray out for lost, stolen, and damaged items since they
are not being returned for re-issue.

Step 8. Enter the quantity being identified as Los?, Stolen, or Damaged.
Step 9. Click the Save button to change the status of the issued asset to Lost.

NOTE: The view changes after saving. A Status column has been added, Qty Issued is now
decremented by the amount indicated as lost. The Status column displays Lost Ok if the transaction was
successful.
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MAINTAIN STOCK ASSETS PAGE AFTER DECLARING A LOST ASSET

The following graphic provides a view of the Maintain Stock Assets page after the lost transaction.

Maintain Stock Assets
Show Properties
[Location [SANDIEGO_BUILDING 100
|Custodia.n |Identj_ﬁer |SM><>< Mame ISN'”TH JOHN
Actions
Show Froperties
Save | Add More Rows | Add Return Location Refresh | Cancel |
Stock Assets
Show Properties
Bottom
Status Stock Asset Official Name | Qty Action Location (Qty) Qty
Shav Al Hide | Issued Hide
| |GU'N1 |PISTOL | 1 || Please Select v | iIPIease Select x| ||1
| SKU-SHIOMN  |SHOES | 2 [Please Select =] [Please Select =l
Lost: OR |SKU-SHMMNBK TROUSERS | 4 |[Please Select =] |[Please Selec |
| | | | il\ssue j iIPIease Seledj ||

Figure 7-24: Results of the Exchange

Step 10. Click the Cancel button to exit back to the Select Location page.

NOTE: Instead of clicking the Cancel button and returning to the Select Location page, you can select
and clear the Identifier field to perform another transaction from the same IRP location for another
custodian.

NOTE: When a commodity asset is issued, its inventory is decremented for quantity and value. When a
commodity asset’s quantity and value reach zero, it is retired.
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CONSOLIDATE COMMODITY STOCK ASSETS

The Personal Asset Provisioning feature enables you to consolidate commodity assets from different
locations. For example, this feature can be used to consolidate assets to the Issue and Return Point (IRP)
location or locations that will continue to carry the commodity assets. You can also use this feature to
consolidate assets that are being stored at locations other than the ones from which they were issued,
allowing the original issuing location to retain control of a particular asset for issue.

Scenario: The following graphic illustrates how to consolidate all men shoes (size 10) to San Diego,
Building 100, Room IRP-1.

NAVIGATION - =

« Click the Stock Asset Consolidate Commodity Stock Assets
Management link Location SAN DIEGC  BUILDING_ 100

+ Click the Consolidate e g ]| SKU-SHIOMN
I(i:r?kmmOdity Stock Assets Official Name |SHOES

Manufacturer | SHIRTS AMND STUFF INC

¢ Click the Continue button Model SHOES 10 MENS

Actions
[ Consolidate H Select All H Clear All ][ Cancel ]

Stock Assets
Bottom
Consolidate To  Consolidate From Location Cuantity
® O BUILDING 100 EOOM  IRP-1 58
* BUILDING. 100 EOOM  IRP-2 100
O BUILDING 100 EOOM IRP-3 100
Top

Figure 7-25: Consolidating Assets
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CONSOLIDATE COMMODITY STOCK ASSETS

Step 1. Navigate to the Consolidate Commodity Stock Assets self-service html transaction page.

Step 2. The location is determined by the value established with the Select Location self-service html
transaction page. (e.g. SAN DIEGO_BUILDING_100)

Step 3. Enter the Stock Number directly or use the Stock Number List button to open the Stock Asset
Query Criteria window. Tabbing out auto-populates the remaining fields and displays all of the
Stock Asset locations meeting the stock number criteria.

Step 4. Select the single location that you want to consolidate all assets to by selecting the designated
Consolidate To radio button adjacent to the desired location.

Step 5. Select the locations that you want to consolidate all assets from by selecting the designated
Consolidate From radio buttons adjacent to the desired locations.

Step 6. Click the Consolidate button to commit the transaction.
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PERFORM ASSET SEARCH

The Asset Search screen is a very helpful tool for finding assets in various stages of the asset lifecycle. For
example, you can use the Asset Search screen to locate stock assets and the availability of those stock
assets (e.g. different sizes and colors).

Scenario: The following graphic illustrates how to use the Asset Search screen to discover inactive
(stock) assets that are available for issue.

NAVIGATION
¢ Click Inactive

Search Criteria

¢ Click Asset Search

Manufacturer  SH% tadel
Official Mame Model Name
Serial Murnber Asset Type
Agzet Value Minimum Acguisition Date FSC
Assets
Identifier Manufacturer Iladel Official Mame
2 SHIRTS AND STUFF INC 38 CAL PISTOL PISTOL
SHIRTS AND STUFF INC SHOES, 10 MENS SHOES
INA TROUSERS-#X SHIRTS AND STUFF INC BLACK, 34 MENS TROUSERS
Report

Figure 7-26: Using the Asset Search Screen to Find Stock Assets
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PERFORM ASSET SEARCH

Step 1. Navigate to the Asset Search screen.

The Asset Search screen is available from the Agreement, Management,
Finance, Inactive and Excess modules.

Step 2. Check the Inactive Asset checkbox to limit your asset search to inactive assets. Specify at least
one criteria in the Search Criteria block. In this case, SH% is the selection for the Manufacturer
criteria. (e.g. SHIRTS AND STUFF INC)

Step 3. Click the Find icon to return the results of your Asset Search criteria.

Step 4. Optionally, click the Report button at the bottom of the screen to generate a printable report of
your online search results.

1. The Asset Search report parameters page displays with pre-populated search criteria
specified with the Asset Search screen. You can further refine the search criteria)

2. Click the Submit button.
3. Select the report output type (e.g. Acrobat for a PDF report output).

4. Click the eXecute button to generate the report.

Or alternatively, you can run the Asset Search report with the respective interest asset module. The
navigation to the Management module is provided below as an example.

Step 1. Select either Mgmt > Management Reports or Reports > Management Reports.
Step 2. Click the Asset Search report.

Step 3. Specify criteria on the Report Parameters page.

Step 4. Click the Submit button.

Step 5. Select an output option (e.g. HTML, Acrobat etc.)

Step 6. Click the eXecute button to generate the report.
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Enter report criteria to generate a report as either a PDF or HTML file.

PERFORM ASSET SEARCH

ASMNE120

Site : SAN DIEGO

Sunflower Enterpriae

Asset Search

Page 2 of 2
02/23/2006 12:42

Identifier Flags official Name Mamufacturer Modal Serial Mumber Aggst Value Acg Date
INA SHOES-XX SHIRTS AND STUFF SHOES, 10 MENS H 3,920.00 02/17/2006
pitlal
Quan ToM : EATR Long Description : SHOEE, MEN SIZE 10
Steward ! SUNFLOWER SYSTEME Location : SEN DIESO
Custedian @ DOE JOHN 050598 BUILDING : 100 ROOM : IRE-1
Fhone : 555.1234
User *
Fhone :
INA TROUSERS-XX TROUSERS EHIRTS AND ETUFF BLACK, 34 MENS & 2,925.0 2/17/2006
INC
TUoM : EA Long Description : TROUSERS, MENS SIZE 34
Steward ' SUNFLOWER SYETEME Locationm : SAN DIESO
Custodian © DOE JOHN 050599 BUTLDINE : 100 BOOM : IRE-1
Fhone : 555.1234
User *
Phone :
INA GUN2 = SHIRTS AND STUFF 12 CAL BISTOL GUN2 H 1,000.00 02/17/2006
pilal
Steward | SUNFLOWER SYETEME Location: SAN DIEGO
Custedian @ DOE JOMM 050589 BUILDING : 100 ROOM : IRE-1
Fhone ' 555.1234
User *
Fhone :
Total & 3 § 7,845.00
Report Total . 3 g 7,845.00

Sunflower Systems © 2006

Figure 7-27: Asset Search PDF Report Output
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RETIRE STOCK ASSETS

Retirement of assets, commonly referred to as disposal or excess, is the process used to remove property
from an organization’s physical and financial accountability. Proper and efficient disposal of excess material
is an important and sensitive matter subject to federal regulations. In many cases, the first step towards
retiring an asset is to create an excess request. The excess request signifies your intent to turn an inventory
asset into an excess asset. The following section will describe the procedures used to initiate the excess
process which includes details on how to:

* “Create an Excess Receival Request” on page 550

“Create an Asset Final Event” on page 553
* “Reverse an Asset Final Event” on page 555

* “Reactivate Assets” on page 557

CREATE AN EXCESS RECEIVAL REQUEST

When an asset has reached the end of its useful life, you can create a request to dispose of the asset, which
Sunflower calls an Excess Receival Request. Excess receival requests enable users who do not have the
authority to directly create an excess asset to request the disposal of an asset. Recall that some users (i.e.
clerks and ACRs) can only work with assets that belong to their assigned organizations. These users can
create an excess receival request for assets assigned to their organization and an authorized user that
manages the disposal of assets can process the excess receival request to create an excess asset. Excess
assets can then be handled according to your organization’s business practices and policies (e.g. placed in
lots for auctions, donated to charities, listed for recovery internally and externally). Once the request is
created, an automatic E-mail notice can be sent to the requestor and other responsible parties.

NOTE: Excess managers cannot create excess receival requests.

7-550 Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide



RETIRE STOCK ASSETS

Scenario: The following graphic illustrates how to create an excess asset receival request for the GUN2
inactive asset. For more information about how to dispose of excess assets, see Chapter 5, "Excess
Assets” on page 381 and Chapter 5, "Retire Excess Assets” on page 421.

NOTE: Use this procedure for Identified assets or for the elimination of the entire stock of a commodity
asset. Do not use this process for partial commodities (e.g. retiring 50 of 100 trousers). If you want to
decrease the inventory levels of a commodity stock asset, use the Personal Asset Provisioning feature’s
lost, stolen or damaged capabilities. For more information about handling stock assets as lost stolen or
damaged, see “Identify Lost, Stolen, or Damaged Assets” on page 542.

NAVIGATION
¢ Click Excess

. Reguest Infarmation
¢ Click Request Excess &

Receival Excess in-place? [

. . Pick-up Location * _
« Click Request Inactive SAN DIEGO__BUILDING__100__ROOM__IRP-1

Asset Excess Receival Deliver-to Location ™ | vERMORE _ BUILDING__ EXCESS__ROOM_RC
Assets
Ok A Identifier Manufacturer Maodel Official Name
e [/ GUN2 SHIRTS AND STUFF INC | 38 CAL PISTOL PISTOL
Regquest Mo 1185
Asset Condition UNUSED - GOOD

Comment  Pick up between noon and 5:00 pm.

Message Complete

Figure 7-28: Creating an Excess Receival Request
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Step 1. Navigate to the Request Inactive Asset Excess Receival screen.

Step 2. Select the Excess in-place? checkbox if you want the asset to remain in its current location but in
the Excess state. Selecting this option overrides the Pick-up Location and Deliver-to Location
required fields.

Step 3. Specify the Pick-up Location of the asset that you want to excess by double-clicking in the
Location field to open the Maintain Locations screen and enter the pick-up location. (e.g. SAN
DIEGO __BUILDING 100 __ROOM__IRP-1)

Step 4. Specify the Deliver-to Location of the asset that you want to excess by double-clicking in the
Location field to open the Maintain Locations screen and enter the delivery location. (e.g.
LIVERMORE __BUILDING _EXCESS _ROOM__RC)

Step 5. Enter the asset identifier of the asset that you want to excess in the Identifier field. Click the Tab
key to populate Manufacturer, Model, and Official Name.

Step 6. Select the asset condition that best describes the asset’s current state.
Step 7. Use the Comment text box to specify any special circumstances or delivery considerations.

Step 8. Click the Save icon to save your redeployment request. The system generates a redeployment
Request No (Number).

NOTE: If you accidently requested the wrong asset to be sent to Excess, you can withdraw your request
by using the Withdraw Excess Receival Request screen. For more information about withdrawing excess
receival requests, see Chapter 4, "Withdraw Inactive Receival Requests” on page 325.
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CREATE AN ASSET FINAL EVENT

Based upon your roles and responsibilities, you may be authorized to initiate the disposal process by creating
receival requests, however, you might not be authorized to finalize an asset and remove accountability of that
asset from your organization. The final event process is a function that may only be performed by either a
manager or a clerk.

Scenario: The following graphic illustrates how to use the Create Inventory Asset Final Events screen to
specify the final disposition of the GUN-2-XX asset.

NAVIGATION [l Create Inact
¢ Click Inactive

Final Events

. Ol
Click Create Inactive
Asset Final Events Date 057312005
Final Bvent [ INT0 EXCESS FROM INACTIVE
User Fields™ |

Document® |

Comment |

Assets

Ok Identifier Manufacturer Model Official Name

I [Gunz [SHIRTS AND STUFF INC 38 CAL PISTOL XX [PISTOL 3% &
3 | \ \ \

| \ \ \

d \ \ \

iy \ \ \

| \ \ \

d \ \ \

iy \ \ \

d \ \ \

d \ \ \ -
Mesaage‘

Figure 7-29: Create an Inactive Asset Final Event
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Step 1. Navigate to the Create Inactive Asset Final Events screen.

Step 2. Specify the date of the asset final event. The current date is the default value.

Step 3. Select the event type from the list of values (LOV) from the Asset Final Event field for the inactive
asset. In this case, the asset final event type is a transfer.

Step 4. Double-click in the User Fields, to open the Organization pop up window and the select the
organization that you are transferring ownership of the asset. Save to close this window.

Step 5. Double-click in the Document field, to open the Maintain Documents screen and enter the related
asset final event document information. Save to close this window.

Step 6. Enter the identifier of the excess asset and click the Tab key. The Manufacturer, Model, and
Official Name populate.

Step 7. Click the Save icon to save changes to your asset reservation record.

NOTE: The Generate DD149 button is only active if you have licensed Sunflower Contract Reports.
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REVERSE AN ASSET FINAL EVENT

You can reinstate an excess asset at any time by reversing the final event. Alternatively, you can perform a
reinstatement of the excess asset by entering its asset identifier and updating its status with the Maintain
Inactive Assets screen.

NOTE: Reversing an asset in this manner removes the historical record of this asset final event. If you
want to retain the asset final event history, reinstate the asset using the Maintain Inactive Assets screen.

Scenario: The following graphic illustrates how to reinstate the GUN-2-XX excess asset.

[l create Inactl

NAVIGATION
¢ Click Inactive

Final Events

¢ Click Create Inactive

¥ Date |psa1o006 |
Asset Final Events 05/31/2008
Final Bvent |InT0) EXCESS FROM INACTIVE

User Fields®

Document™ |

Cornment |

Assets

Ok Identifier Manufacturer Iladel Official Mame

[ [BUN-23% [SHIRTS AND STUFF INC 38 CAL PISTOL XX [PISTOL 3¢ C
] \ \ \

b

-

5

-

-

-

o \ \ \

= \ \ \ -

Message ‘

Figure 7-30: Reverse an Asset Final Event
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Step 1. Navigate to the Create Inactive Asset Final Events screen.

Step 2. Enter the query mode by clicking the Find icon.

NOTE: This step is critical. To reverse an asset final event in this manner, you must first
enter the screen in query mode.

Step 3. Specify the date of the asset final event that you are attempting to reverse.

Alternatively, with the cursor in the Date field, click the Find icon again to
return all of the asset final events. Click the Next Record and Previous
Record icons to scroll through the asset final event records to help you
retrieve the desired asset final events.

Step 4. To further limit your selection criteria, select the event type from the list of values (LOV) for the
Final Event field. In this case, the asset final event type is INTO EXCESS FROM INACTIVE.

The system returns all of the assets in the Assets block for all asset final
events that occurred on the same date with the same final event type.

Step 5. Place the cursor in the Identifier field for the asset that you want to reverse. In this case, asset
GUNZ.

Step 6. Click the Remove Record icon to remove the selected asset record.
Step 7. Click the Save icon to reverse the selected asset’s final event.

NOTE: You can also reactivate a retired asset using the Maintain Inactive Asset screen by entering the
retired asset identifier in the Identifier field. A prompt message informs you that this action will re-activate
the asset. Using the Maintain Inactive Asset screen to reverse a retired asset keeps the historical record
of the asset final event that you can view with the Inactive Asset Summary and History screen with the
Timeline tab. Reversing an asset final event removes the event altogether.
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REACTIVATE ASSETS
Reactivating an asset is similar to reversing an asset final event but with one very important distinction. When
you reactivate an asset, the history for that asset includes the period of time in which the asset was retired or

finalized.

Scenario: The following graphic illustrates how to use the Maintain Inventory Asset screen to reactivate
an inventory asset.

NAVIGATION E3 FEF
¢ Click Mgmt Inwentary Assets
. . . Type Type  Identifier Released?
+ Click Maintain Inventory Identifier \co oo Existing interest asset
Asset =
Unigue Name

Default Location®™

Catalog ldentifier O Parents Children CIPIA
Manufacturer Model

Official Mame hadel Mame

Serial Mumber

Initial Event

Agset Valug™ & Responsibility Date

Aszzet Condition Expected Retum Date

Activity Status

Manager =
Steward Accepted?
Custadian Last Name™ First id
User Last Mame™ First Mid
Location*
Document™
User Fields™

Global User Fields™

Page 2 ] [ Commaodity ] [ Comment / Picture £ Attachment ] [ Re-Reguest

Figure 7-31: Re-Activate an Inventory Asset

Step 1. Navigate to the Maintain Inventory Asset screen.

Step 2. Enter the identifier of the asset record that you want to re-activate in the Identifier field and press
Enter to display the asset's information.

A prompt message will inform you that this action will re-activate the
asset, thereby reinstating the asset.

Step 3. Click the Save icon to reactivate the inventory asset.
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CREATE PERSONAL ASSET PROVISIONING REPORTS

Sunflower provides a flexible and comprehensive web-based reporting system. The Sunflower database is
queried when a report is created and executed. Reports display real-time information. Therefore, a report
reflects any changes made during the day.

There are several output options available for your reports.

* PDF (Adobe Acrobat)

* HTML

* Text

Your outputs depend upon the report selected. Acrobat and HTML are standard options provided for most

reports. Text file export is available for selected reports.

Use Inactive Reports to obtain information on stock assets awaiting issue. For more information about
Inactive Reports, see Chapter 4, "Inactive Reports” on page 378.

Use Inventory Reports to obtain information on issued stock assets. (assigned to custodians) For more
information about Inventory Reports, see Chapter 1, "Management Reports” on page 101.
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GENERATE A PREVIOUSLY RUN REPORT

If you have a report that you run frequently, you may run it again without entering your report criteria
(parameters) each time. Using the Previously Run Reports feature saves you a great deal of time since the
criteria for numerous reports can be used as required without needing to restructure the criteria. To run a

report in this manner, perform the following:

Step 1. Navigate to the Management Reports screen.
Step 2. Click the Previously Run Report link.

NOTE: You will need to know the system generated Selection Criteria number.

NAVIGATION
* Click Mgmt . . _
Sunflower Enterprise - Production 4.5.0.0
ORACLE’

* Click Management Reports

¢ Click Previously Run Report ASUT6000 Reports Main Menu

Repository Owner

Apreement Reports
Contract Reports
IManagement Reports
Sentry Reports
Finance Reports
Inactive Reports
Ezcess Reports
Eeview Eeports
IT Component Reports

Administration Reporte

Prewiously Run Report

Figure 7-32: Previously Run Report Selection
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Step 3. Enter the Selection Criteria number.

NAVIGATION

7-560 Sunflower Systems © 2006

Click Mgmt
Click Management Reports
Click Previously Run Reports

Enter the Selection Criteria
number

Click the Submit button

*" 1| Enterprise - Production 4.5.0.0 Reports Main Menu

Previously Run Report

Enter the Selection Criteria that was originally used to run the report
Selection Critenia FD?

Beports Mam Mer

Step 4. Click the Submit button.

Step 5. Select HTML.or Adobe output type.

Step 6. Click the eXecute button.

NOTE: The previously run report displays. Changes to the data that occurred since the last report are
reflected in the new report.
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that maximizes your technology investment. Sunflower IT

Components is an integrated application that supports critical
IT initiatives such as migrations, software license compliance, and
end user support.

I T Components is an innovative IT asset management solution



ABOUT IT COMPONENTS

ABOUT IT COMPONENTS

IT Components is an innovative IT asset management solution that includes the following key features:

* A complete lifecycle solution, from planning and procurement through retirement and disposal
* A scalable, secure relational database

» Aflexible, open architecture for easy integration with other open application systems

» Flexible interface layer for integration of external application systems

* Robust reporting capabilities

= Strong cost and financial management functionality

= Easy configuration, requiring no source code changes

* In-depth decision support information and functionality

Sunflower IT Components has its own User Guide that you can download from the Sunflower Systems
Customer Care website. Logon to the Sunflower Systems Customer Care website and locate the
Documentation link listed in the following illustration. For more information about downloading documentation
from the Sunflower Systems Customer Care website.

User guides for previous versions of Sunflower Systems:

Sunflower Assets 3.5 Customization Guide

| Sunflower IT User Guide

Sunflower Assets 3.0 Overview

Figure 8-1: Downloading the IT Components User Guide
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PO INTERFACE

to view purchase orders that have been received from a

purchasing system. This feature provides the ability to

search the PO Interface table for purchase orders that are
ready to allocate the financial value of one or more line items (PO
ltems) from one or more POs to one or more assets. You can
allocate the financial value of PO ltems to existing assets as well as
to new assets or to a mix of existing and new assets. You can also
use the PO Interface to create assets on the fly as part of the
process of allocating PO Items to assets. In this chapter, you will
learn how to use the PO Interface to perform common asset
management tasks for your organization.

S unflower provides the Purchase Order (PO) Interface feature

This chapter includes the following discussion points and concepts:

* About The PO Interface

* PO Interface Records Process

* Create an Asset Record From a PO

* Variations on PO Interface Asset Creation

* PO Interface Records Field Terms




ABOUT THE PO INTERFACE

ABOUT THE PO INTERFACE

As an asset management professional, one of your primary responsibilities is the creation of and
maintenance of asset records. There are typically two methods for creating an asset within Sunflower
applications. You can create an asset from scratch or create an asset from a purchase order. Sunflower
provides a purchasing interface (PO Interface) that enables you to use data from a PO generated from a
purchasing system to create an asset record within Sunflower.

The PO Interface design supports a variety of purchasing systems and purchase orders that are commonly in
use. You can allocate PO Items to the following types of interest assets:

* Agreement

* Inventory

» Financial

* Inactive

* Excess

The process and the screen is identical for each interest type with two exceptions:

1. The screen label refers to the specific interest asset type

2. Agreement Assets has an additional tab labeled “Agreement” appearing on the Process Agreement
Asset PO Interface Records screen.

The following discussion illustrates how to use the PO Interface to create assets within Sunflower.
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PO INTERFACE RECORDS PROCESS

When acquiring assets with a purchasing application, you record assets with their acquisition cost. The PO
interface enables you to capture the acquisition costs from a purchase order (PO), delivery order, credit card
purchase, or any other procurement document. Often, the cost of an asset is equal to the amount charged to
purchase the asset and any associated costs to prepare the asset for its intended use. These associated
costs could include freight, shipping, taxes, site preparation, installation, testing, and reconditioning.

When a purchase order is transmitted to Sunflower, a shell asset is created for property related items. For
example, after creating a PO but before receiving the associated assets, you can transmit PO information to
Sunflower from a purchasing feed, which creates shell assets. These shell assets act, as placeholders for the
assets that have been ordered but not received. Shell assets contain most of the information needed to create
an asset record but they still require key pieces of information such as the serial number, location, custodian
and user, which you may not be able to specify until the assets have been received and distributed.

Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide 9-565



PO INTERFACE RECORDS PROCESS

The PO Interface feature enables you to allocate data to new and existing assets by moving the data from the
shell assets tables to the interface tables where they reside until the required core asset information can be
validated. Once the asset is validated, the data residing in the interface tables can be moved into the core
asset record tables. See Figure 9-1:, Converting PO Information to Asset Records, for an illustration of this
process.

< From Purchase Order to Asset

ERP Financial
Purchasing
Systein

Purchasing Feed (Data Migration)
Feeds PO Data to Shell Assets Tahles

AS_PO_HEADER

SHELL ASSETS AP0 SUE e

The PO Interface feature moves
the Shell Asset data into the
Sunflower Interface Tables

|nte I'face AS_LOAD_ASSET_WALUE_COMPONENTS

AS_LOAD_<INTEREST>_ASSET

The Edit <Intersst> Asset Interface
Records screens move the
Interface table data into the
Sunflower Agset tables

Mo gl
AS_<INTEREST>_ASSET
Z'QQEEL‘}ELNT A t AS_ASSET_EVENTS
AS_ASSET_STATES
INACTIVE ssets AS_<INTEREST>_STATES
E¥CESS AS_ASSET_FLAGS
AS_ASSET_VALUE_COMPONENTS

Figure 9-1: Converting PO Information to Asset Records
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STANDARD ACQUISITION PROCESS

The standard acquisition process for an asset includes cross checks (matching) to ensure an ordered item is
received before being paid. When an asset is received, a receipt is created in a procurement system. This
receipt is used to extract information from the PO to create the asset records. Once a property record is
created and if capitalized, then the capital asset details can be reflected in the Finance module or added to a
3rd party financial system via a real-time process interface. Journal entries to record asset value and
depreciation close the loop of the asset’s lifecycle. The following example illustrates a Standard Acquisition
Process using Sunflower Assets:

PO MATCHING - AP _|
RECENING ‘J INVOICE {PAYMENT
JOURNALS
ASSET PURCHASE - PO LINE
¥
SunFlower ASSET _ GL

Assets JOURNALS

Figure 9-2: A Standard Acquisition Process

For more information about capitalization and depreciation of assets records, see Chapter 2,“Finance” on
page 147.
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CREATE AN ASSET RECORD FROM A PO

The PO Interface is available with the Sunflower Application modules (e.g. Agreement, Management,
Finance, Inactive and Excess) enabling you to create asset records from a PO for the interest asset of your
choice. The PO Interface feature moves newly acquired assets into the asset interface and the asset value
component interface tables.

NOTE: Allocating PO items to existing assets stores the related asset value information in the asset
value component interface table only.

Sunflower Assets provides two screens, (Edit Asset Interface Records and Edit Asset
Value Component Interface Records), for viewing, editing and moving the data from the interface tables into
the Sunflower asset tables.

NOTE: By enabling the AUTOPROCFO system parameter, you can process records directly from the PO
Interface tables into the asset record tables, provided there are no errors for the data that you are
processing. For more information about the AUTOFPROCPO system parameter, see the Sunflower
Enterprise Administration Guide.

Creating an asset record in Sunflower from a PO is a multi-step process:

Step 1. Acquire the PO information from a purchasing system feed.

Step 2. Retrieve a Purchase Order.

Step 3. Allocate Purchase Order Line ltems.

Step 4. Edit data in the Sunflower interface tables.

Step 5. Move valid asset record data into the asset record tables.

The following sections illustrate how to allocate assets and asset value components to new and existing asset
records using the PO Interface feature.

9-568 Sunflower Systems © 2006 Sunflower Enterprise Assets® User Guide



CREATE AN ASSET RECORD FROM A PO

RETRIEVE A PURCHASE ORDER

The first step of the PO Interface process is to query for POs that include items awaiting allocation. Each PO
record includes information from the PO Header that you can configure to adapt to your organization's
purchasing system and processes. The PO Items Details block of the PO Interface Record screen lists the
PO line information for the selected PO.

The PO ltem Details block displays:

* Item Number

* Description

* Quantity Ordered

* Quantity Received

« Allocation of Assets (Quantity/Assets)
* Unit of Measure (UOM)

* Price (per unit)

* Name/Value pairs (according to how you define them)
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Scenario: The following graphic illustrates how to use the PO Interface to create an inventory asset. PO
ID 70870 has two line items that are awaiting allocation. The first line item is allocated as an asset. The
second line item is treated as a non-property item that supports line item one.

NAVIGATION
¢ Click Mgmt

« Click Process Inventory

LI
Asset PO Interface
Records O

o

#951237, MAGATTRACT DNA BLOOD MINI 48
#995652 FILTERTIPS, 1000UL, M43

+§200.00 PO LINE NUMBER
+§300.00 PO LINE NUMBER

Figure 9-3: Retrieving a PO with the PO Interface Records Screen
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Step 1. Navigate to the Process Inventory Asset PO Interface Records screen.

Step 2. Enter the purchase order (PO) ID in the PO ldentifier field for the purchase order that you want to
retrieve and process.

You can process POs for an interest asset by navigating to the same
screen under the desired module. For example, From the Agree menu,
select Process Agreement Asset PO Interface Records.

Step 3. To select a specific PO with line items awaiting allocation, click the Find icon to enter query mode,
enter the desired PO identifier and click tab key to return the matching PO.

* If you do not know the specific PO ID that you want to process or you would like to retrieve a series
of POs available for processing, execute a query by clicking the Find icon twice. This returns all of the
available purchase orders ready for processing.

* Use the Previous Record and Next Record icons to select the desired PO identifier. In this
example, the purchase order ID is 70870.

NOTE: If you wish to retrieve POs that contain only non-property items, check the NP
box in the Purchase Orders block before executing a query.

NON-PROPERTY FLAG

To indicate that all of the line items (ltem #) for a selected PO are non-property, check the NP box in the
Purchase Orders block and all of the items in the PO ltems Detail block will be designated as non-property
(NP). If you mark a particular ltem # as NP, then you cannot select that particular PO item for allocation. If a
PO Identifier is marked as NP, then none of the PO items can be allocated from that PO. To change the non-
property status of the PO or PO Item, uncheck the NP box. Non-property POs are sorted last when you query
for POs.

COMPLETED FLAG

The Cmpl? (completed) flag is used to denote POs whose processing, in regards to allocating assets, is
complete. Check the Cmpl? box and save to indicate that the processing of the highlighted PO is complete.
You cannot select PO line items from a PO marked as complete. To modify a completed PO, uncheck the
Cmpl? box. Completed records are sorted last in a query.
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Use the scroll bar under the PO Identifier field or click the View button to see the PO Header Details for the
selected record.

NAVIGATION
¢ Click Mgmt

* Click View button

FISHER SCIENTIFIC

SADWY, SFMI, SGBS

Figure 9-4: Viewing the PO Header Details
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ALLOCATE PURCHASE ORDER LINE ITEMS

The next step to creating an asset record is to allocate the retrieved PO items to an asset and its asset value
component. You can apply the allocation process to a new or an existing asset. After receiving an asset, an
Inventory Manager must determine which lines on a PO make up the asset. For example, if you have a capital
equipment purchase on a PO that includes preparation and installation costs to make the equipment available
for use, you could include the preparation and installation costs as part of the asset value component for the
capital equipment. The line items specific to the preparation and installation costs would not be used to create
separate assets but rather, would be allocated as part of the overall asset valuation component. Similarly,
ongoing maintenance and upgrades to keep this same piece of capital equipment in good working order can
be consider added asset value components to an existing asset. This work and any replacement parts (that
you do not want to track as individual assets in the system) would be separate line items on a PO that by itself
do not create a new asset but adds value to an existing asset.

NAVIGATION ]

* Click Mgmt - Purchase Orders -

+ QlckProces ventor || 1 £ S— -
é(s;%trgso Interface Add to list

Itern #

¢ Click Find icon
e Enter PO ID 70870

~ PO ltemn Details

QUANTITY
. . . MNP Item # Description Ordered Recy'd Assets Uah
+ Click Find icon 14951237, MAGATTRACT DNA BLOGD MINI 45 2 2 0/KIT

. . 2 #995652 FILTERTIPS, 1000UL, M43 12 B 0KT
¢ Click the Show List
button to view Selected
POs window

Allocate

ooooooood

Figure 9-5: Allocating PO Items
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Step 1. To begin the process of allocating PO line items to new or existing assets, click the Show List
button to open the Selected POs screen. Select one or more Item #, to place each on a staging
form for allocation.

Step 2. In the PO Items Details block, click the Item # field to highlight the PO line item you are selecting
for allocation.

Step 3. Use the add button at the bottom of the PO ltems Details block to move a highlighted PO line item
or use the add all button to move all of the PO line items to the Selected POs screen.

* If you wish to remove a PO ltem from the Selected POs screen, click the remove button to remove
a highlighted item.

* Click the remove all button to remove all of the PO Line items on the Selected POs screen.

Step 4. Click the Allocate button to allocate the selected PO line items to a new or existing asset record.
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ASSET TAB

When creating assets with the PO Interface, you add the pieces of information that were missing when the
shell assets were created from the PO provided by the purchasing feed. You may recall that the data from the
purchasing feed is reflected in Sunflower in the PO_HEADER, PO_ITEMS and PO_SUB_ITEMS tables
where they remain until you specify the allocation of this information for your assets. The PO Interface Asset
tab, Initial Event tab, Agreement tab (if you are creating Agreement Assets) and the Value Components tab
enable you to provide the required information and move the data to the interface tables where they are
further validated against the Sunflower database.

The Asset tab appears after clicking the Allocate button on the Selected POs screen. Use the Asset tab to
complete the PO line item selection process. Many of the fields on the Asset tab contain the corresponding
information received from the purchasing system feed. The left-hand block labeled Assets, displays the asset
identifiers of all the assets that you want to create or update by allocating the PO data. The right-hand set of

tabs displays the details of the asset highlighted in the left-hand column.

NAVIGATION
* Click Mgmt
- Assets
Asset Initial Event Yalue Components
H Identifi * Mew Asset
+ Click Process Inventory || % 22y T
Asset PO Interface Idenifer Type
r r .
Records Catalog® 1223
IC r
. - Manufacturer | FISHER SCIENTIFIC
* Click Find icon - - Model | 4951237, MAGATTRACT DNA BLOCD MINI 48 KIT
Official Marme 4551537, MAGATTRACT DA BLOOD MINI 43 KIT
 Enter POID 70870 r = Setial Number Acquisition Date  ng,08,2005
. . R = = Effective Date ng528/2005 Responsibility Date /28,2005
» Click Find icon C c Activity Status |1y SERVICE Flags*
C c Asset Condition 4 UNUSED - 600D
¢ Click the Show List O r — =
; SUNFLOWER SYSTEMS
button to view Selected || - F .
. hwner
POS WIndOW - - SUNFLOWER SYSTEMS
- - Steward | SUNFLOWER SYSTEMS
« Click Allocate - - Custodian Identifier
Last Mame First Mid
¢ Click Asset tab Duplicate 1 Times User Identifier
Last Mame First Mid
-
Location® | \vERMORE_ BUILDING__101__ROOM__121
Unprocessed Asset Records Activity Type
1 Edit Mew Assets
0 Edit Exigting Assets
MESSEQE Cnmp\ete
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Figure 9-6: The PO Interface Asset Tab
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The Assets block of the Process Inventory Assets PO Interface Records screen displays the following fields:

.

* New Assets - are identified with an ™'

* OK - Checked once the asset is processed successfully out of the PO Interface tables
« ldentifier - Asset Identifier/Tag Number

* Duplicate - Number of additional identical assets to create

* Unprocessed Asset Records - The number of new assets displays (next to the Edit New Assets button).
The number of unprocessed new assets created in the Assets column. The number of existing assets
displays (next to the Edit Existing Assets button).

* Click the Edit New Assets button to open the Edit Asset Interface Records screen to view the
unprocessed records.

= Click the Edit Existing Assets button to open the Edit Asset Value Component Interface Records
screen to view the unprocessed records.
» Use Next Available Identifier - Check to let the system select the next incremental asset identifier for the
items being allocated.

Step 1. Enter the identifier for the new or existing asset for the PO line item that you are allocating in the
Identifier field. You can enter an asset identifier by typing an identifier directly or by duplication.
For more information, see “Duplication” on page 588.

Step 2. Enter the asset details for the asset record you are creating or modifying with the Asset tab. If you
are modifying an existing asset, the asset information displays on the asset tab. If it is a new
asset, you must populate the PO information fields by entering the data on the Asset tab. The
Asset tab fields are populated like the Maintain Inventory Assets screen.

Step 3. Click the Save icon to save the Asset tab information.
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INITIAL EVENT TAB

The Initial Event tab displays descriptive information about an asset’s initial event if the data is mapped from
the PO record. If this information is not available from the PO record, you can create the asset with the default
initial event for the respective interest asset type. You can specify these default initial event values by using
the DASINEVTP application parameter. For more information about the DAS/NEV/TP application parameter,
see the Sunflower Enterprise Administration Guide. .

NAVIGATION
¢ Click Initial Event tab

 Assets

Asset Initial Event “alue Components
Ok Identifier * heww Asset
0230 I~

o Initial Event pURCHASE

Purchase Order 553g
Purchase Order Line 3

Purchase Account

OoOoooocdcaddd
T T A e A R [ [ A

Duplicate 1] Times

-

Unprocessed Asset Records
0 Edit New Assets
0 Edit Exigting Assets

Message

Figure 9-7: The PO Interface Initial Event Tab

The Initial Events tab is a view only screen that displays an asset's initial event, typically a purchase or
transfer. The following informational 