# 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 includes the following discussion points and concepts:
* 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 users to create and manage assets that are currently not in-use or that users
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

ABOUT INACTIVE ASSETS

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 users obtain the desired objectives.
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INACTIVE ROLES

INACTIVE ROLES

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

A Sunflower user is any individual to whom is assigned 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 the
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 the organizational
structure, users may find that in a small or centralized organization, organizations 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.

For more information about Sunflower application roles, see the Roles chapter in the Sunflower Enterprise
5.0 User Guide.
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INACTIVE MENU ACCESS

When assigning roles, it is important to map out the functional responsibilities of the 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.

I ROLE
INACTIVE INACTIVE

MENU ITEM MANAGER CLERK b
Maintain Inactive Assets Yes Yes -
Inactive Asset Summary and History Yes Yes Yes
Manage Material Yes Yes -
Asset Search Yes Yes Yes
Material Search Yes 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 -
Edit Material 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 - - Yes
Withdraw Inactive Receival Request - - Yes
Deny Inactive Receival Request Yes Yes -
Request Inactive Asset Redeployment Yes Yes Yes
Withdraw Inactive Redeployment Requests Yes Yes Yes
Maintain Asset Structures Yes Yes Yes
Search Map Yes Yes Yes
Inactive Reports Yes Yes Yes

NOTE: Inactive Clerks and Managers have access to the Maintain Catalog Entries screen if organizations
assign them the AS_CATALOGER role.

INACTIVE MANAGER VS. INACTIVE CLERK
Based on the table above, both roles have virtually the same type of access within the Inactive module. The

difference between the two roles is only apparent when taking into account the organizational structure. The
Inactive Manger has access to and can manipulate (create, update, or retire) inactive assets throughout the
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INACTIVE ROLES

organization. On the other hand, the Inactive Clerk has the same capabilities as that of the Inactive Manager
but only for the organization for which the clerk has an assigned responsibility.
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INACTIVE RECEIVAL REQUESTS

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, users 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 Manager, then an active asset may be converted to an inactive asset directly and by-pass the
request process.

In addition, there are times when users 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 the inactive asset organization such as a
warehouse management facility. Alternatively, an asset could be used and in good condition but the
organization has no current use for the asset. By sending the used asset to an inactive storage facility, users
give the 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 the entire enterprise. In order to
assure that the assets have proper storage and can be made available when needed, users 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

+ Withdraw Inactive Receival Requests

» Accept Inactive Receival Requests

» Deny Inactive Receival Requests
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CREATE INACTIVE RECEIVAL REQUESTS

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, users will learn how to accept an inactive receival request to create an
inactive asset. Inventory Asset, XX04, will not be needed by the organization for at least the next 6 months.
As a result users have decided to store it in a warehouse. Any charges required in collecting and shipping to

the warehouse should bill 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 Information

Make inactive in-place? 4
Pick-up Location * [
Deliver-to Location * ‘

Assets

Additional Information™ |

Message |Cump|ele

Ok A Identifier Manufacturer Model Official Narne
v v | |DELL D333 LAPTOP COMPUTER =
Request No 193 Inactive Type [INACTIVE
Available to others? |Y Duration (yrs) ‘ Recharge ldentifier
User Last Name* [OWNER First [REPOSITORY Mid [
Unigue Rgmts .
Comment

Step 1. Navigate to the Request Inventory Asset Inactive Receival screen.

Step 2. Enter the inactive request Pick-up and Deliver-to locations.

NOTE: Users 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.
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INACTIVE RECEIVAL REQUESTS

NOTE: In some cases, it may be more practical for users to store the inactive asset in a designated area
that the 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 users are requesting.
Step 4. 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 5. Use the Inactive Type field to select the type of storage required for the asset.
NOTE: Users can specify detailed storage instructions with the Unique Requirements text box below.

Step 6. Specify whether the asset is available for loan (Y for Yes or N for No) to others during its inactive
period.

Step 7. 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 8. Enter the account to charge storage and related costs for inactivating the asset in the Recharge
Identifier field.

Step 9. 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 10. Specify any general comments (e.g. pick up times, etc.) in the Comment text box.

Step 11. Enter Additional Information* by double clicking on the complex field. Click Save to return to
the Request Inventory Asset Inactive Receival screen.

Step 12. Click the Save icon to save the request.

NOTE: Notice the system generated request number. 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. The
user will need the Request No (request number) that was obtained upon saving the Inventory Asset
Inactive Receival request in order to perform this action.

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

NAVIGATION E] Withdraw Inactive Receival Request- asmn2120 -0~
 Click Inactive
Requests
« Click Withdraw Inactive Ok Request No  |dentifier Manufacturer Model Official Name
Receival s R 2
v 193 IR [DELL D333 LAPTOP COMPUTER
Inactwe Type |INACTNVE
Available to others? |y Duration (yrs) Recharge Identifier

Pick-up Location

Deliver-to Location

User |OWNER REPOSITORY
Unigue Requirements

Comment |

Additional Information® [

Message|Complete

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

Step 2. Enter the inactive request number that was generated when the original request to inactivate the
asset in the Request No field was made. Click the Tab key to bring up the asset information.

Step 3. Click the Save icon to withdraw the 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. The distinction is that
users are creating a new inactive asset from an existing inventory asset. In order to create an inactive asset,
the following information is needed:

* New identifier for the inactive asset
* Request # (number)

 Existing interest asset type and identifier

The Asset Request Number and the interest asset identifier can be found on the Excess/Inactive Receival
Form report. Use either piece of information from the report to retrieve the pending inactive assets.
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INACTIVE RECEIVAL REQUESTS

Scenario: Use the Asset Request Number generated from the inactive receival request to create an inactive

asset.
NAVIGATION
* Click Inactive Inactive Assets Type Type. entte
+ Click Maintain Inactive Iertifor | L] st bt B,
Assets Unigue Name
Default Localion™ |NEW TORK, NY__BUILDING__201 CENTRAL PARK AVE
Catalog Identifier™ |43 Commoadity Pamente ’El_ Children ,El_ CrapP ,_
Manufacturer [DELL Material Madzl [ ATITUDE D531
Official Name [LaFTOP COMFUTER Model Name |
Serial Number 1234545 Drawing Mo ‘
Initial Event |RECEIVE INACTIVE ASSET User Figlde™ ‘
Azcet Valug® m Acguisition Date ’W Responsibility Date ’—
Asset Condition | [ Effective Date [01/06/2012 Expected Retum Date
Inactive Type ‘\NADTWE Flags™ Duration (yrs) ,7 Available to others? ’7
Recharge Identifier ‘ Length ‘ Width ‘ Height ‘
Unigue Requirements ‘
Activity Status [NACTVE Activity Type |
Manager (1w ORGI Owmer [SUNFLOWER SYSTEMS
Steward ‘JW QORG2 Rep |
Custodian [ LestName® [ First Mid [
User ’W Last Name® W First ’W Mid ’_
Location® ‘NEW YORK, NY__BUILDING__201 CENTRAL PARK AVE
Document® ‘
User Fields™ |
Global User Fields* |
Add| Information | I Co 1 [ Comment / Picture / Attachment ‘ [ ASS

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.
NOTE: This new identifier can be the same identifier as that of the existing asset identifier.
NOTE: The new inactive asset identifier is based upon the business processes and procedures.
Step 3. Specify the Existing Interest Asset Type as ASR. (Asset Request)

Step 4. Enter the Asset Request Number.

NOTE: The ASR 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.
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INACTIVE RECEIVAL REQUESTS

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 the inactive asset record.

NOTE: If a value is not entered in a required field, Sunflower prompts the user to do so.
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DENY INACTIVE RECEIVAL REQUESTS

In addition to accepting receival requests, users can also 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 the organization.

Scenario: The following graphic illustrates how to use the Deny Inactive Receival Request screen to deny the
inactive receival request number, 62, to store a computer, tablet, because the property is needed elsewhere.

NAVIGATION
+ Click Inactive
Requests
+ Click Deny Inactive Ok Request Mo Identifier hanufacturer hodel Official Name
Receival Request
[ B2 |INY ARAZAZD |DELL 0333 |COMF’UTER, TABLET

Inactive Type
Available to others?
Pick-up Location
Deliver-to Location
User

Unigue Reguirernents

Comment

Deny Reason

Additional Information™

[NacTvE

,Y_ Dluration (yrs) ’—3 Recharge ldentifier |
|ARLINGTON, wA__BUILDING__1__ROOM__A

|AUSTIN, T BUILDIMG__1_ ROOKM_1

|aLl E EALI

TEST REG

P\sset is needed elsewhere.

Message|

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.

NOTE: Depending upon how the system is configured, denial transactions may or may not require a

Deny Reason.
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ASSETS WITH PENDING EXCESS/INACTIVE REQUESTS REPORT

The Assets with Pending Excess/Inactive Requests report enables users 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:

NAVIGATION

+ Click Inactive Emterpﬂ Se Sunflower Enterprise - Prody

* Click Inactive Reports

ASING000 Inactive Reports

¢ or..

+ Click Reports To run a report, click one of the links below.

* Click Inactive Reports

Inactive Assets (Global Information) Inactive Asset Summary by Asset Flag
+ Click Assets with Pending
Excess/Inactive Requests Asset Search Inactive Asset Summary by Asset Type
Asset Structure Inactive Asset Timeline
Asset Structure by Configured Totals Inactive Assels
Assets with Pending Excessinactive Requests Waterial On-Hand
xcessnacti ival For Material On-Loan
Inacti Initizl Even Material ipt Tick
Inactive Asset Ongoing Events Material Interface Pr in |
Inactive Asset Final Events Purch rder Aging Report

naclive Asset Interface Processing Results

Previously Run Report

Reports Main Meny

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

Step 2. Click the 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.
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’ Enterp rise Sunflower Enterprise - Production 5.0.0.0

Assets with ding Excess/

. —_—
q Inactive Report Menu [ Submit | [ clear |

“ Parameters
+ Display Options
% Sorting and Grouping

% File Output

| Asset Information | Request | _Pick-up Location | Deliver-to Location |

Excess Receival Requests
[¥] Inactive Receival Requests
Inactive Redeployment Requests

In-place Receival Requests

Include Only Requests Recorded Between DC | G and [M/DC | E

Include Request Comment

[#] Include Additional Information

Sunflower Systems (c) 2011 All rights reserved
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ASSETS WITH PENDING EXCESS/INACTIVE REQUESTS REPORT OUTPUT

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.

* This report is also available in Txt output format.

Report Output

RAEMN&100

Request No Identifier

Sunflower Enterprise

Flags

Assets With Pending Excess/Inactive Requesta

official Name

Manufacturer Model

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 :

! LIVERMORE

Asset Conditicn :
Steward :
Custodian :

User :

! LIVERMORE

Asset Conditicn :
Steward :
Custodian :

User :

! LIVERMORE

Asset Conditien :
Steward :
Custodian :

User :

! LIVERMORE

SUNFLOWER SYSTEME

BUILDING : G

SUNFLOWER SYSTEME

BUILDING : G

SUNFLOWER SYSTEME

BUILDING : G

SUNFLOWER SYSTEME

BUILDING : G

ROCM 1

ROCM 1

ROCM 1

ROCM 1

CCMPUTER MINI

FRAZIER KRISTEN & 020866

CCMPUTER MINI

FRAZIER KRISTEN & 020866

CCMPUTER MINI

FRAZIER KRISTEN & 020866

CCMPUTER MINI

FRAZIER KRISTEN & 020866

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 :

1 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

e

e

3,300.00

o0e/21/1%38

3,300.00

o0e/21/1%38

3,300.00

o0e/21/1%38

3,300.00

o0e/21/1%38
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EXCESS/INACTIVE RECEIVAL FORM

The Excessl/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 tells users if there are any outstanding excess or inactive
requests for the property storage organization.

Use the Excessl/Inactive Receival Form report to print the form for excess and inactive asset pick-up. To
print the form, perform the following:

NAViGATION” "~ "7 [ J[ -
r\r r|SQ Sunflower Enterprise - Produ
« Click Inactive nerprse - :
« Click Inactive Reports ASINGOOO Inactive Reports
e Or...
» Click Reports
« Click Inactive Reports
. . Asset Search Inacti mm. T
» Click Excess/Inactive
Receival Form Assat Structure Inacti Timelin
ructure by Configured Total Inactive Assets
A with Pandin Jn Material On-Hand
X niacivi ival Form Material On-Loan
In: Y mm: Fl Material Transactions
Im: i mmany T Material ti st
In tInitial Even Material iptTi
Inact in: n Material Inf Pri ing R
In t Final Even Bur r
| | [ Pri in
Ereviously Run Report
Reports Main Menu

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

Step 2. Click the Excess/Inactive Receival Form.
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ASSETS WITH EXCESS/INACTIVE RECEIVAL FORM REPORT PARAMETERS

The following report parameters were used to generate the report.

Su ﬂf i 4 %F Enterprise Sunflower Enterprise - Production 5.0.0.0

Excess/Inactive Receival Form Inactive Reports Menu | Submit Clear

Asset Information | Request Information | Pickup Location | Deliver To Location |

4 Display Options

Interest Type [INVENTORY ASSET = |
# Sorting and Grouping Identifier [ ]
4% File Output Steward [ |4y

[F]include the Steward's Child Organizations

Custodian [ |4,

user | &N

Sunflower Systems (c) 2011 Allrights reserved
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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 the organization. The following report reveals several assets that

have been requested for transfer to the inactive organization.

Sunflower Enterprise Excess
ASMN&110

Receival Form
01/25/2012 15:50

Request No :121
Requester : FELDMAN BENJAMIN N BFELDMAN
date : 01/05/2012

Phone :
Alternate Phone:

Identifier : INV BFELDMANOT
Manufacturer : NICOLAS ORG
Cfficial : LAPTOP
Name
Quantity :
Description :
Serial :
Number
Flags :
Manager : JSF MANAGER
Steward : JSF CHILD STEWARD
Custodian :

Condition : SCRAP

Model: LAPTOP
Asset Type: LAPTOP

UoM:

Value: % 10,000.00

Acguisition Date: 12/28/2011
Owner: SUNFLOWER SY¥STEMS
Rep:
Phone:
2lternate Phone:

Pick-up Location
ARLINGTON, VA

Deliver-to Location

EXCESS WAREHOUSE

Comment : comment

Sunflower Systems © 2012
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CREATE INACTIVE ASSETS

Sunflower simplifies the process of creating and maintaining assets for the organization. As an asset
management professional, users will often find the need to add individual assets to the property management
system of record. Sunflower provides several screens and interfaces that simplify the process of adding
individual assets (with or without purchase order information), updating asset information and transferring
assets to and from the organization. Whether creating a simple asset from scratch, a composite asset from
multiple purchase orders, or if users need to create multiple inactive assets at once from a single purchase
order line, Sunflower enables users to complete these and similar transactions with the Inactive module. In
this section, users will learn how to inactivate asset records using the following methods:

» Create Inactive Assets From Inactive Receival Requests
» Create Inactive Assets From Scratch (Maintain Inactive Assets screen)

* Mass Asset Creation
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CREATE INACTIVE ASSETS

Sunflower provides a purchasing interface to use data that was generated from a purchasing application to
create an asset.

Furchase Orders
Receipts

Purchasing

— Property Records
i
I
. » Sunflower

_ Capitalization
I
I
|
I
I
]

Deprecation

" Fixed Assets

Those assets that are purchased 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 the business
processes users 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 users want to capitalize the newly
created asset, users 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, users can create inventory asset
records from scratch with the Inactive module.
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CREATE INACTIVE ASSETS FROM INACTIVE RECEIVAL REQUESTS

Staff throughout the organization will make requests for inactive asset receival as the need to store assets
arise. Once the request is made, how do the counterparts in the property storage know that pending requests
are awaiting approval? Depending on the 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.
NAVlG A'T'I ON """""" [T=) SurTIower ETETprise - ProGuction 5.00.0 - U108/ 2012 (SNFLWR_REPUS@aDUS) — —
. . Exit Agree Confract Mgmt Maiptenance Sentry Einance Inactive Excess Review [T Components Configuration Admin Reports Fupctions Ulility Window Help
* Click Inactive
B ? HeEE§eveESOEBENO 9 &E
* Click Maintain Inactive
Assets Type Type Identifier
Identifier |f ’7 Existing Interest Asset | |
Unique Name
Default Location™ |ARLINGTON
Catalog Idenfifier” |43 Commodity Parents ,7 Children ’7 CIAP '7
Manufacturer |DELL Material Modal |LAT\TUDE Ds31
Official Name ‘LAPTOP COMPUTER Model Name |
Serial Number ‘1234 Drawing No |
Initial Event \RECEIVE INACTIVE ASSET User Fields™ ‘
Asset Value® ’W Acquisition Date ’W Responsibility Date ’7
Asset Condition ‘ | Effective Date ’W Expected Return Date ’7
Inactive Type ‘INACTIVE Flags* ’7 Duration (yrs) Ii Available to others? |T
Recharge Identifier ‘ Length ‘ Width | Height ‘
Unigue Requirements ‘
Activity Status ‘INACTIVE Activity Type
Maniager | v ORG1 Owner [SUNFLOWER SYSTEMS
Steward )W ORG1 Rep |
Custodian ’7 Last Name™ ’7 First ’7 Mid ’7
User |ICLERK Last Name™ |CLERK First INACTIVE Mid ’_
Location” |ARLINGTON
Document®
User Fields*
Global User Fields™
I [ Addtinformation | [ Commodit Comment / Picture / Attachmert__ | [ Asset Configuration | [

Step 1. Enter Inactive asset Identifier.

Step 2. Tab to Existing Interest Asset Type field.
Step 3. Enter or select ASR (for asset request), then tab to the next Identifier field.

Step 4. Enter the Request Number in the Identifier field, then tab - the asset information should
populate the screen.

Step 5. Make updates to the record as needed, then Save.
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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, users may want to track assets that the 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 users 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,
users will learn how to create an inactive asset record for a new computer that users want to store until it is

ready for active service deployment.

NAVIGATION
« Click Inactive

« Click Maintain Inactive
Assets

Unigue Name |

Default Location” [ARLINGTON

Catalog Identifier [43

Manufacturer

Official Name

Serial Number |1231

Type Type Identifizr
[ Existing Intetest Asset | [
Commodity Parents ’_ Children ’_ CIAP ,_
DELL Iaterial Model ‘LATITUDE Ds31
LAPTOP COMPUTER Model Name ‘
Drawing No. |

Initial Event |RECE\VE INACTIVE ASSET

Asset Value” §1 50000

User Fields®

Acquisition Date  01,08/2012

Responcibility Date

Asset Condition | [

Effective Date D1/08/2012

Expected Retun Date

Inactive Type [INACTIVE

Recharge [denifier |

Unique Requirements |

Activity Status |INACTIVE

Mznager [ ORG1
Steward |JW ORG1

Flags® Duration (yrs) ’7 Available to others? ’7
Length Widih ‘ Height |
Activity Type |
Owner [SUNFLOWER SYSTEMS
Rep |
Custodian ,7 Last Name* ,7 First ’7 Mid l_
User ’W Last Name™ ’m‘i First ’W Whid ’_

Location® [ARLINGTON

Document™ |

User Fields™ |

Clobal User Fields® |

[ Agdt information

| Fesmin | |

Comment / Pictare / Attachment | |

Step 1. Navigate to the Maintain Inactive Assets screen.

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

Step 3. Enter the core asset information accordingly.
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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 the inactive asset record.

NOTE: If users do not enter a value in a required field, Sunflower prompts users 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 © 2012

DESCRIPTION/EXPLANATION
Identifier assigned to an inactive asset.

The asset identifier Type assigned to the asset, (e.g.taggable, non-taggable,
etc.). An example of how users might use this feature is to indicate that an
asset is being tracked but is not directly taggable. Users 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 taggable, users can alert
the staff to look for the asset identifier in another logical location when
indicating the asset is not taggable.

Asset identifier types are maintained as Domains in the Administration module.
Users must create the asset identifier types before users 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, users may have an inventory asset with its own inventory asset
identifier that users want to convert into an inactive asset. Users 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
users know the Catalog Identifier®, users 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 Commaodity button at the bottom of this page.

The Parents field displays the number of parent records for the current asset
record that users 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 users can view the parent record
information for the selected asset.
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Maintain Inactive Assets Field Terms (Continued)

FIELD NAME

Children

C/A/P

Manufacturer

Commodity

Material

Model

Official Name

Serial Number

Drawing No

Initial Event

User Fields

Sunflower Systems © 2012

DESCRIPTION/EXPLANATION

The Children field displays the number of child records for the current asset
record that users 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 users can view the child record
information for the selected asset.

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 users 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.

The Commodity checkbox is marked if the asset is designated as an asset
using the Commodity button at the bottom of this page.

The Material asset checkbox is marked if the asset is designated as stock
material that can be tracked using the Manage Material function in the Inactive
Module

Double-click to select from the list of values. If the value users 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. 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 the business practice specific information. Asset Initial Events are
maintained as Domains in the Administration module. Users must set up the
asset initial events before users 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. Users can
define the context for the user fields specific to the screens and interest assets.
User fields enable users to personalize the application to provide additional
information that is not available when using the standard application.
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Maintain Inactive Assets Field Terms (Continued)

Sunflower Systems © 2012

FIELD NAME

Asset Value*

Acquisition Date

Responsibility Date

Asset Condition

Effective Date

Expected Return Date

Inactive Type

Flags*

Duration (yrs)

Available to others?

DESCRIPTION/EXPLANATION

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

Asset Value Types are Domains that users specify in the Administration
module. Users will define these types based on the 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.

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

The Cap? (Capitalize?) field tells users if an asset is capitalized. Users 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 the date from Calendar pop-up window.

Enter the date in which the organization took ownership of the asset. MM/DD/
YYYY format. Double-click to use the Calendar function to select the 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 users cannot find the appropriate selection, users 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 the date from
Calendar pop-up window.

When loaning property, enter the date that users expect to have the property
returned. MM/DD/YYYY format. Double-click to use the Calendar function to
select the 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.
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Recharge Identifier
Length
Width
Height

Unique Requirements

Activity Status

Activity Type

Manager

Owner

Steward

Rep

Custodian

User

Location*

Document*
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Maintain Inactive Assets Field Terms (Continued)

DESCRIPTION/EXPLANATION

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.)

Organizations 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, users may want to use an
asset for various research projects. Organizations can update the Activity Type
field to reflect the project that is currently using the asset.

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

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

Organizations create individuals in Sunflower applications by using the
Administration module Maintain People screen.

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

Organizations 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. Organizations can create locations using the Administration
module Maintain Locations screen and its supporting maintenance screens to
capture the 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.

Organizations can use the Administration module Maintain Domains screen to
create and edit the Document Type and Document Storage Type domains to fit
the business practices.
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Maintain Inactive Assets Field Terms (Continued)

Sunflower Systems © 2012

FIELD NAME

User Fields

Global User Fields*

Additional Information

Commodity

Comment/Picture/
Attachment

Asset Configuration

Asset Kit

DESCRIPTION/EXPLANATION

User Defined Fields (UDFs) data entry is based upon the business practices/
needs. User fields enable users 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. Users can provide the asset weight in this case.

Global User Defined Fields (UDFs) data entry is also based upon the 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 Additional Information which contains
the Catalog Entry and Shelf Life information for this asset.

Click to open the Commodity Information screen to enter commodity specific
units of measure and quantities.

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

Click to open Asset Configuration screen and enter or view configuration
information. May be disabled if user does not have appropriate roles.

Click to open Asset Kit screen and enter or view kit information. May be
disabled if user does not have appropriate roles.
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MAINTAIN INACTIVE ASSETS - ADDITIONALINFORMATION

Use the Additional Information button to view additional catalog information. Most of these fields are
displayed only when viewed in this manner. Organizations must use the Maintain Catalog Entries screen to
create or edit the Catalog Information. users can, however, use this screen to provide override values for
Service Life, Salvage Value % or Replacement Value.

NAVIGATION
* Click Inactive

* Click Maintain Inactive
Assets

+ Click Additional
Information

Sunflower Systems © 2012

asin2010 (Page 1 013)

Inactive Assets

Identifier |NA1234
Unique Name

Default Location™

Catalog Identifier 43

DELL

LAPTOP COMPUTER

1234545

RECEIVE INACTIVE ASSET

10 (P= i

Manufacturer
Ofiicial Name

Serial Number

Initial Event

NEW YORK, NY__BUILDING__201 CENTRAL PARK AVE

Type Type Identifier
Existing Interest Asset
[ Commadity Patents [ Children [ CiAIP
Cmatensl Model LATITUDE D531
Mode| Name
Drawing No

User Fields™
eiv s gd| Responsibility Date

xpected Return Date

Catalog Information

e

Auailable to athers? vy

Expiration Dale
Shelf Life? |

Asset Type |[IT EQUIPMENT Height
Fadaral Supply Classification [10 [rg | [NETS AND BOOMS, ORDNANCE
Stock Number
Senvice Life {yrs) ,73 Salvage Value % '7 Replacement Value WER SYSTEMS
Override: Sevice Life {yrs) ’_ Salvage Yalue % I_ Replacement Value
Mid
Shelf Life Wid

Inspection Due
Extendible?
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Maintain Inactive Assets Additional Information Field Terms

Sunflower Systems © 2012

FIELD NAME
Asset Type

Federal Supply
Classification

Stock Number

Service Life
Override:

Salvage Value %
Override:

Replacement Value
Override:

Shelf Life

Extendible?

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.

Users 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.

Users 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.

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

The Shelf Life checkbox displays if the asset has a shelf life based on the
catalog entry of that asset.

The Extendible? checkbox displays if the asset's Shelf Life is extendible based
on the catalog entry of that asset. The Inspection Date field can be used to
enter an inspection date for extending the asset's shelf life.
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MASS ASSET CREATION

Sunflower provides two methods for creating multiple assets. Users can use either the Maintain Inactive
Assets Duplication feature to create multiple asset records with similar information or if there are 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

* PO Interface - Duplication
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CREATE INACTIVE ASSETS

If organizations have several assets of the same type that need to created and placed in storage until they
are ready to be issued, use the Maintain Inactive Assets Duplication feature to create new asset records
with the same descriptive text. Users must supply the duplicate assets with a unique asset Identifier and

Serial Number. After duplicating the new assets, verify and update the
information for each duplicate asset.

Location, Custodian, and User

Scenario: The following graphic illustrates how to create duplicate records with the Maintain Inactive Assets

Duplication feature.

NAVIGATION Edmantain hacti
« Click Inactive Inactive Assets Duplicate Recard it i
NATDR st Assa
« Click Maintain Inactive .HMN]; L e
Assets i
Default Location |NEW YORK, NY__BUILDING_ 2071 CENTRAL PARK AYE « Copy to Location?
« Click Open a Record Catalog Identifier” [43 Commodity Parerts li Children ’7 CiAP li
Manufacturer [DELL Material Madel [LATITUDE D531
. CIle F4 or Shlft+F6 Official Name |LAPTOP COMPUTER Modal Narme |
Serial Number |12345:15 Drawing No |
Initial Evert |RECEIVE INACTIVE ASSET User Fields™
Asset Value* $1,500.00 Acquisition Date |01/06/2012 Responsibility Date ‘
Agzat Condition Effective Date m Expected Retum Date ’—
Inactive Typa |NACTIVE Flags™ [ ] Duration (yrs) Awailable to others? |T
Recharge Idenifier | Length Width Height |
Unique Reguirements |
Activity Status |WAc-7|vE Activity Type |
Manager [1w ORG1 Owner [SUNFLOWER SYSTEMS
Steward |J\'V QRG2 Rep |
Custodian ,7 Last Name* ’7 First Ii Mid
uvser [CLERK Last Name* [CLERK Frat [NACTVE wid [
Location* [NEWY YORK, NY__BUILDING__201 CENTRAL PARK AVE
Document™ |
Usar Fialde™ |
Global User Fields* |
[ Addl Information ‘ [ Commant £ Pictura # Attachmant ‘ ‘ i

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 the asset record.
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PO INTERFACE - DUPLICATION

The PO Interface Duplication feature enables users 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, users 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 the PO Interface Chapter.

NAVIGATION EdPurchase Orders - aspo0010 (Page 1 of3)
* Click Inactive - Purchase Orders
. CI k P I t Cmpl? NP PO Identifier Relaasad Date Contract Number Award Yersion
Aslget I;%;:?r?tz r?:é:elve 0| 09/30/2005 SS00-05-40021 o
Records q »
» Enter Number in
Create field PO ltem Details
QUANTITY
* Place cursor in the NP Item # Description Ordered Received  Assets *UoM Unit Price Purchase |
identifier f|e|d [ 1 |PURCHASE KONICA MINOLTA DI3010F (LAN) 345 2 |EACH +$5,277.00 |4UUEEE|5 =
[ 2 PURCHASE KONICA MINOLTA DI3010F (STAN 9 3 |EACH +$4 518.00 |4UUEI3EIS
+ Click Create button | 3[TRADE-IN ALLOWANCE 349 0 [EacH -§10,00 [4000805

» Click Save icon

| |
| |
| |
" | |
| [ i
i [ i
| | |
| | [
| | [
| | |

* Adjusted Valus << I < \_ﬁaw[ > 2> [ﬁhqulst

Step 1. From the Inactive menu, select Process Inactive Assets PO Interface Records. The Purchase
Order form appears.

Step 2. Enter the appropriate PO Identifier or click F8 to select from all available Purchase Order
numbers.

Step 3. Click the Show List button at the bottom of the form. This will bring up a second window,
Selected POs.
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Step 4. From the Purchase Order form, click “>” to select one line item or “>>” to select all lines.

[ dselected POs

 Purchase Orders

Cmpl? NP PO Identifier

~ PO ltem Details

NP ltem #  Description

* Adjusted Value

Released Date Contract Nur PO
[UBBUEDEG S500-05-400 ltem #
Add to list
Unallocated
PO ltem # Quantity
0001 1 0 z
QUANTITY
Ordered Received  Assets *UoM |
1 [PURCHASE KONICA MINOLTA DIB01OF (LAN) | s | [ 2[EACH
2 [PURCHASE KONICA MINOLTA DI3010F (STAN | 5 [ ]| 3[EACH|
3 [TRADE-IN ALLOWANCE [ 349 | \ 0[EACH]
| \ \ [
| \ \ [
| \ \ [
| I —— ]
| \ \ \
| \ \ \
| ‘ ‘ ‘ Allocate

[Ce< )< iew][ > [ >> |[ghow List

Step 5. Click the Allocate button from the Selected POs window.
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Ok Mernifier
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Model
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03022012

View Purchase Qirler
View PO ltem Detalls

Acquisilion Date |

Resporrsitiity Date |

Flags

lem #
1

szl Condelion

Manager

Owner 501

WW ORG1

NFLOWER SYSTEMS

Steward

Custodian Kertifer
Last Nama

User Idenlifier

Last Nama

VR

[Greate

T Use naxt available identifier?

1 Assns

STEWARD
Pt |

i

First [ Mid [

Location
racessed Inler: rds Agtivity Type
0 Asses

D [ Agsal value C

J

Massage

Step 6. Enter the number of duplicate assets to
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create in the field next to the Create button.
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Step 7. Press the Create button.
* The new assets are created and indicated in the Assets block by either the Tag Needed indicator
or by incremented asset identifiers.
* Assign a valid asset identifier to each asset.

* If necessary, modify the details of each asset before saving. When using an alphanumeric value;
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.

NOTE: Users will need to update information on the Assets tab for each asset accordingly. For example,
Serial Number, Activity Type, Manager, Custodian, Steward and Location may vary for each asset
record.

Step 8. Click the Save button.
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MANAGE INACTIVE ASSETS

The Inactive module facilitates the detailed tracking between the relationships of assets, organizations and
people as they change over time. After acquiring the assets, users will need to assign a location, a
responsible party and organization for each asset. Sunflower enables users to maintain the inactive assets by
using several Inactive module screens to update the attributes of the inactive assets. Complementing the
Maintain Inactive Assets screen are the supporting Inactive module screens that can assist users in the
day-to-day management of the inactive assets.

The Request Inactive Assets Change screen enables users 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 users make simultaneous mass updates to
multiple assets within the organization. Another useful Inactive module feature is the Maintain Asset
Structure screen that enables users to manage the diverse set of Parent/Child asset structures. Finally, the
Inactive module reports enable organizations to view the details and history of the inactive assets.

The following sections will detail how to use the above inactive module features to manage and capture the
inactive assets and related activities efficiently.
+ View Inactive Asset Details

« Edit Inactive Asset Details

Further functions that can be used to manage inactive assets are covered extensively in the Inventory Assets
chapter as follows:

+ Edit Inventory Asset Records

+ Edit Comments, Pictures and Attachments

» Maintain Asset Structures

 Transfer Assets

+ Transfer Inventory Asset Value

* Maintain Inventory Asset Ongoing Events

» Maintain Inventory Asset User Fields
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VIEW INACTIVE ASSET DETAILS

The Asset Summary and History screen is one of the most widely used screens. The Asset Summary and
History screens enable organizations to view the current and historical information for assets based on a
specific interest asset (e.g. Agreement, Management, Finance, Inactive, and Excess). A quick search to find
current and historical information for a single asset or a group of assets can be performed. 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 ; Al G 2
« Click Inactive Aosets Identifier Type paems [ (@] chien | (@] e [ (@)=
Identifier a1234 Curiert Identifier (1234
+ Click Inactive Asset Unique Name
Summary and Defautt Location” [NEW YORK, NY__BUILDING_ 201 CENTRAL PARK AVE [ -
History
Timelina
Include history ’7
Manufacturer & Model LATITUDE D531 &/~
Official Name |LAPTUF’ COMPUTER Watenal hModel Name ‘
Senal Number |1234545 Drawing No Stock Number
Initial Event [RECENVE INACTIVE ASSET [g‘ User Fields™ &)
Final Event | @ User Fieids™ @
Asset Value® $1,500 00 (NOT EAF’\TALE@ Acquisition Dale |01/06/2012 Responsivility Date
Asset Candition Effective Date 01/06/2012 Expected Retum Date
Act Status/Type [INACTVE Flags Activity Type |
Manager [Jw ORG @) Owner [SUNFLOWER SYSTEMS &)
Steward | W ORG2 @ Rep ‘ E
Custodian S‘
User [CLERK INACTIVE ICLERIC &)
Location™ INEW YORK, NY__BUILDING__201 CENTRAL PARK AVE @
Document™ @
User Fields™ @
Global User Fields® | &)
Creator Information | Add'l Infarmation

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.

NOTE: 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 selected.

Sunflower Systems © 2012 Sunflower Enterprise Assets 5.0 User Guide 6-39



MANAGE INACTIVE ASSETS

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

Step 6. Click the Details icon adjacent to the 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 Maintain Organization screen in display only mode.

Step 7. Click the closeout box (X) to exit out of the Maintain 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.
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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 is a simple
query interface that enables users 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 : i i s X
« Click Inactive Assets Identfier Type Farents [0 (@] chidren o (&) CiaR [q]~
Identifier |NA1234 Current Identlﬂerl\mm 234
 Click Inactive Asset Unique Name
Summary and Hlstory Default Location”™ IMEW YORK, NY__BUILDING__201 CENTRAL PARKC AVE [ view Map -
LGEGEN Details
* Select the Include = - _
History checkbox [ il S

I¥ Include Events ¥ Include Open Requests Othor Idantfiors [INA / INA1234 vlg

« Click the Timeline tab ¥ Include Resolutions “Include Closed Regquests Sor By 1
¥ Include Contract Reports [V include IUIDAWAWF 2 |DATETIVE DESG =5
¥ Include Meter Readings ¥ Include Configuration and Kitting 3 |DATETIME DESC v‘ [ Gal focone ‘
Datetime Category Deccription Afiributes Document?
01052012 1545 0 SO INACTVE SEND TO EXCESS [owNER REFOSITORY & =
[m6e012 154505 [OPEN REQUEST  [BXCESS RECEMAL [181_N_MEW_NEW YORK, NY__BUILDNG_201 | (@)
[01/082012 15:45:34 [ONGOING EVENT  [INTO INACTIVE [ [«
010672012 15:45:34 [ONGOING EVENT  [ASSET VALUE/QUANTITY INCREASE [scauiemon cosT_1500_0 [ =y
010672012 15:45:33 INTIAL EVENT |INA MNA1234) RECEIVE INACTIVE ASSET | [[=
\ \ \ | [][&
\ [ \ | [«
\ \ \ | [[&
\ [ \ | [[&
\ \ \ | &l =

I Timeline Repon | ‘ Record Propenties \

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 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 users 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. 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 uploads to the IUID Registry.

* Include Meter Readings

Include events related to Maintenance and Meter Readings.

* Include Configuration and Kitting

Include events related to adding, updating, or removing the asset as part
of a Configuration or Kit.

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

NOTE: The system returns all of the selected events that occurred for the selected asset.
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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, the
field 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 identifiers 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 DESCRIPTION/EXPLANATION

When users 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 users 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 users
are viewing the most current record for the asset. Users can scroll through
i the earlier records of an asset by selecting the Next Record icon to view

Next/Previous the history of that inventory asset. A * v indicates that users can select

Record Indicator either the Previous Record icon or Next Record icon to view the other
records for the selected inventory asset. A * indicates that users are
viewing the earliest record entry for the inventory asset and users can only
scroll back through the inventory asset records using the Previous Record
icon.

Include History

The Parents field displays the number of parent records for the current
asset record that users 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
Children asset record that users 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.

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

Parents

The asset identifier is a unique tracking number for the assigned inventory

Identifier asset. For example, a barcode, tag number or property identification
number.

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

Current Identifier 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

Unique Name robust enough to ensure that information is consistent through the life
cycle of the asset and supports the multifaceted business applications and
users.

i Specifies the default location for an inventory asset. For assets that are

Default Location 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.

Manufacturer Displays the name of the manufacturer of the asset.

Model Displays the model number assigned to the asset by the manufacturer.

Official Name Displays the organization’s official description for the asset by a particular

manufacturer and model combination.
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Asset Summary and History Field Terms (Continued)

Sunflower Systems © 2012

FIELD NAME

Material

Model Name
Serial Number

Drawing Number

Stock 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

DESCRIPTION/EXPLANATION

The Material checkbox is marked if the asset is designated as stock
material that can be tracked using the Manage Material function in the
Inactive Module.

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 internal Stock Number assigned to the asset's catalog entry.
Display Only.

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

Use the Administration module to define other Asset Initial Event Types
for the organization by using the Maintain Asset Event Types screen,
select the Asset 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, Excess Sale or Transfer.
A final event is the method for recording the retirement of an asset.

Sunflower enables users to capture each interest asset’s final event. Use
the Management module to further define asset final events for the
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. 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 In 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. View
the Activity Type field for the project that is currently using the asset.

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.
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Owner

Steward

Rep

Custodian

User
Location*
Document*

User Fields*
Global User Fields*

Creator Information

Additional
Information

Sunflower Systems © 2012

MANAGE INACTIVE ASSETS

Asset Summary and History Field Terms (Continued)

DESCRIPTION/EXPLANATION

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.

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. 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 Additional Information button to open the interest asset details
screen. In this case, the Inactive Asset Details screen is open and
available for editing.
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UPDATE MULTIPLE INACTIVE ASSET RECORDS

If users 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.

NAVIGATION
« Click Inactive New Information
TR AT i % Steward Rep
: ﬁ’:g:(l:(tlsginsgseet g Custodian li Lact Name™ ,— F‘\r;t ’— Mid ’7
Information User l— Last Name® l— First ’— Mid /_
Activity Status | Expected Retum Date ,7
Asset Conditior | W Effective Date [01/26/2012
Location® |
Document™ |
Commeni |
Assets
| Select All

Ok A Identifier Manufacturer / Model / Ofiicial Name

Step 1. In the New Information block, enter the appropriate values. Options include Steward,
Custodian, User, Activity Status, Expected Return Date, Asset Condition, Location,
Document and Comment.

Step 2. Enter Document information.
Step 3. Enter Comments as appropriate.
Step 4. Enter the asset Identifiers, or use the Find icon to search for multiple asset records.

NOTE: The query searches and retrieves from the database the assets assigned to the selected site and
displays them in the Assets block. Users can now update the assets with the new information.

Step 5. Ensure the delta checkbox next to the asset identifiers are selected. Otherwise updates will not be
made to the asset(s)
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Step 6. Click the Save icon to save the changes to the selected assets.

Sunflower Systems © 2012

Mew Information

O Steward | Rep ‘
0 Custodian ’7 Last Marne* ’— First ’— Mid ’_
O User '7 Last Name* '— First ’— Mid ’_
m Activity Status | 0 Expected Return Date ,7
U Asset Condition | | b Effactive Date W
v Location™ [TAMPA
i Document™ |CUSTODIAM RECEIPT__ABCKYZ
. Comment |Custadian of assets is maving to a rew Location

Assets

Select All

Ok

A
I

O0O0000j

Identifier Manufacturer / Model / Official Mame
|\NADA |DELL7D333700MF‘UTER, TABLET =
|\NAD5 |DELL_D333_COMF'UTEH, TABLET

Message |Cnmp\ete
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Use the Inactive Assets report to show the details of inactive assets. To run a report, perform the following:

NAVIGATION
« Click Inactive

« Click Inactive Reports
. or..

» Click Reports

« Click Inactive Reports

» Click Inactive Assets

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

MANAGE INACTIVE ASSETS

Emterpﬂ Se Sunflower Enterprise - Production 5.0.0.0

ASINGOQO Inactive Reports

To run a report, click one of the links below.

Inactive Assets (Global Information}

Asset Search

Asset Structure

Asset Structure by Configured Tolals

Assets with Pending Excess/inactive Requests

Excessinactive Receival Form

Inactive Asset Activity Summary by Asset Flag

Inactive Asset Activity Summary by Asset Type
Inactive Asset Initial Events

Inactive Asset Ongoing Events

Inactive Asset Final Events

Inactive Asset Interface Processing Results

Inaclive Asset Summary by Asset Flag

Inactive Asset Summary by Ascet Type

Inactive Asset Timeline

Inactive Assets

Material On-Hand

Material On-Loan

Material Transactions

Materigl Usage Statistics

Material Receipt Ticket

Material Interface Processing Results

Purchase Order Aqing Report

Step 2. Click the Inactive Assets report.

Sunflower Systems © 2012

Sunflower Enterprise Assets 5.0 User Guide 6-50




MANAGE INACTIVE ASSETS

The following report parameters were used to generate the report.

S U] nf I@W Enterprise Sunflower Enterprise - Production 5.0.0.0

Inactive Assets nactiv Menu [ Submit | [ Clear

% Parameters

Select the information you would like displayed on the report:

# Sorting and Grouping

Only Asset Count by the Selected Break Group
# File Output Asset Details (Steward, Custodian, User, Location, Inactive Type, Inactive Date...)
Inactive Asset Comments

Inactive Asset Initial Event Details

2 Fim B e |

Only Inactive Assets that are Available to Others
Inactive Asset Unique Requirements

Other Identifiers

m [ |

Closed Inactive Assets

E st s S .
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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.

ASING010

Sunflower Enterprise

Inactive Assets

Page 2 of 2
01/26/2012 13:05

Identifier Flags official Name Manufacturer Model Asset Value Acqg Date
AsL.11 LAPTOP COMPUTER DELL LATITUDE D531 ASL.I1 $ 01/15/2012
ASL.I2 LAPTOP COMPUTER DELL LATITUDE D531 ASL.I2 Bl 01/15/2012
BFELDMANOS LAPTOP NICOLAS ORG LAPTOR BFELDMANO4 $ 12/28/2011
CONFIGINVOO1 LAPTOP COMPUTER DELL LATITUDE D531 B 01/11/2012
INA1234 LAPTOP COMPUTER DELL LATITUDE D531 1234845 s 01/06/2012
INAL2345 LAPTODP COMPUTER DELL LATITUDE D531 1234 s o1/08/2012
JUDY31 PENS JW PENS PEN1 5 01/10/2012
JUDY32 BRUSHES JW BRUSHES BRUSH1 H 11.00  01/10/2012
MTINAL LAPTOP COMPUTER DELL LATITUDE D531 5 00 12/15/2011
MTINA2 LAPTOP COMPUTER DELL LATITUDE D531 E 00 12/15/2011
Total 10.00 24,022.00
Report Total : 10 24,022.00

NOTE: There are several assets that are available for use while in storage.

Sunflower Systems © 2012

Sunflower Enterprise Assets 5.0 User Guide 6-52



RE-UTILIZE INACTIVE ASSETS

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

Users may find that another organization has inactivated an asset that users can utilize in the own
organization. By using the Asset Search screen to find assets that have been designated as inactive, users
can discover that rather than purchasing a new asset, users 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

Exit Agree Contract Momt Maiptenance Zentry Einance |nactive Excess Review [T Components Configuration Admin Reports Fupctions Utility Window Help

BEED s A BEEEEER =

B 2 HeE¥Ee

o DRDELNO 4 &S

Agreement Assets

Excess Assets

Search Critena & Active Retired Both
Manufacturer |DELL Model
Official Name Model Name
Serial Number Asset Type
Asget Value Minirum Acquisition Date FSC |

Asset Type Category |

Financial Assets

¥ Inactive Assets Inventory Assets

Subset Assets

Assets

Identifier Manufacturer Model Official Name

[NA EDO1 [pELL o3z [LaPTOR COMPUTER =
[Ina vRINT1 [pELL (o333 [LaPTOP COMPUTER

INa vRINT2 [pELL o333 [LAPTOP COMPUTER

na EDIN [oELL (o333 [LaPTOP COMPUTER

Ina EDN2 [pELL [p3:3 [LaPTOP COMPUTER

INa vRINIS [oELL o333 [LAPTOP COMPUTER B
INa vRTEST4 [pELL [LamimupE Ds31 [LaPTOP COMPUTER

INA VRTESTS [pELL [LaTiTUDE D531 [LAPTOP COMPUTER

INA VRRT3 [pELL [LaTiTUDE D31 [LAPTOP COMPUTER

INa vRiNg [oELL [LaTimupe ps31 [LaPTOP COMPUTER .

Step 1. Navigate to the Asset Search screen.

NOTE: The Asset Search screen is available from the Agreement, Management, Finance, Inactive and
Excess modules.
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Step 2. Check the Inactive Asset checkbox to limit the asset search to excess assets.
Step 3. Specify at least one criteria in the Search Criteria block.

Step 4. Click the Find icon to return the results of the Asset Search criteria.
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ASSET SEARCH REPORT

Alternatively, users can click the Report button to open up the Asset Search HTML based report. Enter the
reporting criteria to return a report that can be setup as either a PDF or HTML output. Any selection criteria
that users enter on this screen will be the default values in the HTML based report if users click the Report
button after selecting the 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 - 11/1980
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 * SUNFLOWER SYETEMS Locaticn: LIVERMORE
Custodian ! DOE JOHN 050593 BUILDING : E WHS : 01
Fhone : 555.1234
User ! FRAZIER FRISTEN £ O20E66
Fhone : 825.371.0136
INA 10201 DESE & FT STEELCAEE DESK € FT 5 01/01/1890
Steward * SUNFLOWER SYETEMS Locaticn: LIVERMORE
Custodian ! DOE JOHN 050593 BUILDING : E WHS : 02
Fhone :
Uszer ! 0Z0B66
Fhone : 825.371.0136
INA 10301 DESK € FT STEELCAEE DESK € FT 5 £00.00 01/01/1990
Steward * SUNFLOWER SYETEMS Locaticn: LIVERMORE
custodian : DOE JOHN 050594 BUILDING : E WHG : 03
Fhone : 555.1214
Uzer ! FRAZIER FRISTEN £ |
Fhone : 925.371.0136
INA 10401 DESK € FT STEELCAEE DESK € FT 5 £00.00 01/01/1990
Steward * SUNFLOWER SYETEMS Locaticn: LIVERMORE
Custodian ! DOE JOHN 050593 BUILDING : E WHS : 04
Fhone : 555.1234
User ! FRAZIER FRISTEN £ O20E66
Fhone : 825.371.0136
INA I0S01 DESE & FT STEELCAEE DESK € FT §
Steward * SUNFLOWER SYETEMS Locaticn: LIVERMORE
Custodian ! DOE JOHN 050593 BUILDING : E WHS : 05

Fhone : 555.1234
User ¢ FRAZIER KRIETEN 5 ¢
Fhone : 825.371.0136
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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. The
user wants an asset to be placed back into service and delivered to the office.

NAVIGATION EEF-!EI:]LJEEJ Inac
* Click Inactive

t Redployment - as

. . Request Information
« Click Request Inactive .

Asset Redeployment

Deliver-to Location * |[DALLAS, TX

Assets
Ok A ldentifier Manufacturer Madel Cficial Mame
ASET |DELL LATITUDE D531 LAPTOP COMPUTER =l
Request Mo -
Camment
hessage

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

Step 2. Specify the address for delivery of the asset that users 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 users 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 the redeployment request. The system generates a redeployment
Request No (Number).
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WITHDRAW INACTIVE REDEPLOYMENT REQUESTS

If a request was made to redeploy an asset and that asset cannot be placed back into service, users can
withdraw the 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.

NAVIGATION b Withdraw Inactive Redeployment Reguest
+ Click Inactive
Reguests
+ Click Withdraw Inactive || ok Request Mo  Identifier Ianufacturer Iadel Official Name
Redeployment Request
[ 981 DELL LATITUDE D531 LAPTOP COMPUTER

Deliver-ta Location  |DALLAS, TX

Comment

Message|

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

Step 2. Enter the request number (901) from the original inactive asset redeployment request in the
Request No field.

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

Step 4. Click the Save icon to withdraw the request.
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WORKING WITH THE EXCESS MODULE

Sunflower contains functionality to help organization manage excess property. If an organization chooses to
utilize the Excess module, assets within the inactive module can be transferred to the excess module for
processing. 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 the 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 the
organization), the asset can be retired. While the excess process is not specific to Inactive assets, the
discussion provided in this section addresses the excess process and highlights the nuances of excessing
Inactive 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
+ Utilize Excess Assets

» Create Excess Asset Reservations
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REQUEST INACTIVE ASSET EXCESS RECEIVAL

Recall that users can only work with assets that are a part of the organization 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

BEEOD A Ay EEEEE

- ARequest Inactive Asset Excess Receival - asex2120

ZH 72 BeE§ev-c D0 EDLS 6 &%

Request Information

Excess in-place?

Pick-up Location * |AUSTIN. TX

Deliver-to Location ™ |EXCESS WAREHOUSE

Assets

Ok A Identifier Manufacturer

Model Official Name

v ¥ [assT3 [pELL

Request Mo 701

LATITUDE D531 LAPTOP COMPUTER =

Asset Condition |NEW ‘NEW

Comment

Additional Information* |

Message [Complete

Step 1. Navigate to the Request Inactive Asset Excess Receival screen.

Step 2. Select the Excess in-place? checkbox for 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 to excess by double-clicking in the Location field
and entering the relevant information.
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Step 4. Specify the Deliver-to Location of the asset that to excess by double-clicking in the Location
field and entering the relevant information.

Step 5. Enter the asset identifier of the inactive asset that 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. Double click in the Additional Information* field to enter in request UDF information.

Step 10. Click the Save icon to save the redeployment request. The system generates a redeployment
Request No (Number).
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WITHDRAW INACTIVE ASSET EXCESS RECEIVAL

If a request was made to excess an asset and that asset can be placed back into service, users can withdraw
the 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.

NAVIGATION
+ Click Excess
Reguests
» Click Withdl’aW Excess Ok Request Mo Identifier Manufacturer Model Official Name
Receival Request 5
v 701 DELL LATITUDE D531 LAPTOP COMPUTER
Asset Condition |NEW NEW

Pick-up Location |AUST\NI 1 p.8
Deliver-to Location |E}(CESS WAREHOUSE

Comment

Additional Information™

Message|Complete

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

Step 2. Enter the request number (1162).
Step 3. Click the Tab key to populate the screen.

Step 4. Click the Save icon to withdraw the request.
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RETIRE INACTIVE ASSETS

Retirement of assets is the process used within Sunflower to physically or financially remove accountability of
property from an organization. With Inactive Assets, this could include retiring the Inactive Asset to redeploy it
into the field as an Inventory or Agreement 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

» Redeploy an Inactive Asset into Service

* Reverse Inactive Asset Final Events

* Reinstate Retired Inactive Assets
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CREATE AN INACTIVE ASSET FINAL EVENT

Scenario: The following graphic illustrates how to use the Create Inactive Asset Final Events screen to
specify the final disposition of an asset, which has been lost.

NAVIGATION
* Click Inactive Final Events
» Click Create Inactive Date [11/28/2012
Asset Final Events Final Event |LOST

User Fields™

Document™

Comment

Assets

Ok Identifier Manufacturer £ Model £ Official Name™
INADA DELL_ D333_ COMPUTER, TABLE'W =l

<

Oooooooogad

Message (Complete

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.

Step 4. 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 5. Enter Comments, as needed.

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

Step 7. Click the Save icon to save the final event.
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REDEPLOY AN INACTIVE ASSET INTO SERVICE

In many cases an organization may need to redeploy an Inactive Asset back into service as an Inventory or
Agreement Assets. In this case, the user will retire the Inactive Asset, and generate a transfer request to the

Steward organization that requires the asset.

NAVIGATION
« Click Inactive

« Click Create Inactive
Asset Final Events

Final Events

Date |11/28/2012

Final Event INACTIVE REDEPLOY

User Fields™ [NEW YORK__Transfening to the requesting Custodian__ANDERSON JOE 444405

Document”™ |CUSTODIAN RECEIPT _X0I296

Comment

Assets

Ok Identifier

Manufacturer / Model / Official Mame*

¥ [inaDs

DELL D333 COMPUTER, TABLET =

¥ [InADE

DELL__D333__ COMPUTER, TABLET

<

INAD7|

DELL__D333__ COMPUTER, TABLET

<

INAOE

DELL__D333__ COMPUTER, TABLET

OO0O0Oo0oogad

Message |Complete

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 Inactive Redeploy final event type from the list of values (LOV) from the Asset Final

Event field for the inactive asset.

Step 4. Double-click in the User fields, and enter the new Location, Comments and Custodian.

NOTE: If the asset previously had another Interest, such as Inventory, once saved this will generate a
Change Location and Change Custodian request, which the new Custodian can then accept.

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 Comments, as needed.
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Step 7. Enter the identifier of the inactive asset and click the Tab key. The Manufacturer, Model, and
Official Name populates.

Step 8. Click the Save icon to save the final event.

NOTE: The Summary and History of an asset with an existing Inventory interest is shown below, with the
Open Request Timeline events for Change Location and Change Custodian.

NAVIGATION

+ Click Inactive Asset
Summary and History

Sunflower Systems © 2012

Parents ’U_@ Children ’D_@ CIAP .I

Identifier Type
Identifier ‘|NAD7| Current Identifier |\NA|]7
Unigue Mame ‘
Default Location” [ARLINGTON, '4_ BUILDING__1__ROOM__A [ Wiew ap o
Details
ull I Mone Captured
¥ Include Events ¥ Include Open Requests Other Identifiers |\NV1’ARA-7JMU '”@
¥ Include Resolutions W Include Closed Requests Sort By 1
¥ Include Contract Reports Include IUIDAVAWYF 2 [DATETIME DESC -
¥ Include Meter Readings W Include Configuration and Kitting S |DATETIME DESC v| [ Get Recards
Datetime Categary Description Aftributes Document?
[11282012 16821:28 [OPEN REQUEST  [CHANGE CUSTODIAN [aNDERSON JOE 442409 [ a8
[112600121621:25 [OPEN REQUEST  [CHANGE LOCATION [WEw voRK [

|1W2EVZD12 16:20:31

[FinaL EvEnT [(IMA INAD?) INACTIVE REDEPLOY [MEW ¥ORK_Transferting to the requesting Custodiar[¥

|1HMQD12 16:31:08

[oMBOING EVENT  [ANNAM TEST INA ONGOING EVENT [ [

|1U1MZD12 13:30:31

|ONGOING EVENT ‘CHANGE LOCATION |DEN\/ER_EUILDING_M1 BRONCO DRIVE

|1HMQD12 13:30:31

|ONGOING EVENT ‘CHANGE USER |MNGR INVENTORY INVINGR

|1W14f2012 13:30:31

|ONGOING EVENT ‘CHANGE CUSTODIAN |RAZA NAEEM NRAZA

|1H1df?[|12 13:30:31

[onGomG EvENT

|11i’14f2012 13:30:28

|
|
|
[CHANGE STEWARD [armam STEWARD 1 [
INTO INACTIVE [ I

[omeome event

|1U1MZD12 13:30:25

4

2222222222

|ONGOING EVENT ‘ASSET WALUE COMPONENT CORRECTION |ACOUIS\T\ON COST__1200_0

Timeline Report | I Record Properties
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REVERSE INACTIVE ASSET FINAL EVENTS

In the scenario where a user accidentally retires an inactive asset, users can reverse the final event to bring
the asset back into Inactive status.

NAVIGATION
* Click Inactive Final Events
« Click Create Inactive  Date 1287012
Asset Final Events Final Event [LOST
User Fields*

Document™ |

Comment |

Agsets

k  Identifier Manufacturer / Model / Official Name®
\NADtil DELL__D333__COMPUTER, TABLET =1

Message ‘

a]
o
o
o
o
O
o
o
o
o
O

Using the Create Inactive Asset Final Events screen.

Step 1. Navigate to the Create Inactive Asset Final Events screen.

Step 2. Click the Find icon to search off the Date and Final Event type.
Step 3. Click the Find icon to search the database.

Step 4. Use the arrow keys on the keyboard or the Next Record button to scroll through the records and
search for the asset to reverse the Final Event on.

Step 5. Place cursor in the Identifier field for the asset 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.
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NOTE: The Summary and History will display a Removed Final Event Timeline event, as shown below.

NAVIGATION
* Click Inactive

+ Click Inactive Asset
Summary and History
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Assels Identifier Type Parents lﬁ@ Children ]T@ CIAP ’Ci@i
Identifier ‘INADA\ Current Identifier |\NAEI:1 .
Unigue Name ‘lNADA
Default Location™ [AUSTIN, T(__BUILDING__1__ROOM_1 [ wiew Map 5
Details
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W Include Events ¥ Include Open Reguests Other ldentifiers |”\L’D\f|r‘1»ﬁﬂ‘1 "@
¥ Include Resolutions ¥ Include Closed Requests Sort By 1
W Include Gontract Reports ¥ Include INIDAVAWE 2 ,m
W Include Meter Readings ¥ Include Canfiguration and Kitting 3 |DATETIME DESC 'l I Get Records ‘
Datetime Category Description Attributes Document?
[11/282012 16:40:52 [ONGOING EVENT  |REMOVED FINAL EVENT [11z80012 16:1:00_LoaT_INacTvE AssET | (@] =
[11/28/2012 16:0226 [ONGOING EVENT  [CHANGE LOCATION [Tampa B
(11/15/2012 10:40.01 [RESOLUTION [InacTivE REDEPLOY [ MNGR INACTIVE INAMNGR BEY
‘11/151’2U12 10:40:01 ‘CLOSED REQUEST ‘INACT\\/E REDEFLOY |WU27WASH\NGTON, DC__BUILDING 1 MAIN STﬁ’— @
[11/14/2012 10:05:45 [ONGOING EVENT  [INTO INACTIVE [ B
‘11/14/’2[”2 10:05:45 ‘ONGO\NG EWENT ‘ASSET WALUE/QUANTITY INCREASE |ACQU\S\T\ON COST__2500_0 ’7 @
(11122012 10:05:45 INITIAL EVENT [(NA INAD4) RECEIVE INACTIVE ASSET [ BEY
\ \ \ | [ [l
| [ =
\ \ \ | (& =
Timeline Report ‘ [ Record Properties
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REINSTATE INACTIVE ASSETS

In the event that an Inactive Asset is lost, then found, users can reinstate inactive assets, placing them back
into Inactive status.

Use the Maintain Inactive Assets screen to reinstate retired assets.

NAVIGATION
. CIle Inactive Inactive Assets - T
«+ Click Maintain Inactive Identifier |MAD3 Existing Interest Asset
Assets Unigue Mame
Default Location® WCaopy to Location?
Catalog Identifier” Clcommadity Parents Children CIAP
Manufacturer [CMaterial Model
Official Name Model Mame
Serial Mumber
Initial Event
Agset Value® lity Date
Asset Condition & AZ-01043:Warning: This assethas had a final event.  |ym Date
hEsER e Continuing will re-activate the asset |wailable to others?
Recharge Identifier Height
Unique Requirements oK
Activity Status CIWITY TYE
Manager Owiner
Steward Rep
Custodian Last Name™ First Mid
User Last Name™ First Mid
Lacation®
Document®
User Fields*

Global User Fields®

Add| Information Cormrrodity Comrment £ Picture / Attachrment Asset Configuration Asset Kit
Step 1. Enter the Identifier and Tab.

Step 2. Click OK to acknowledge re-activation of the asset.

Step 3. Make other updates to the asset as required.

Step 4. Click Save to save the record.
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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 the reports.

» PDF (Adobe Acrobat)

¢ HTML

» Text

The 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 Inactive module:

Inactive Assets (Global Information) Report

The Inactive Assets (Global Information) Report shows detail and summary information of inactive assets.

Asset Search Report

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

Asset Structure Report

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

Asset Structure by Configured Totals Report

The Asset Structure by Configured Totals Report shows value of asset in relation to its configuration
structure.

Assets with Pending Excess/Inactive Requests Report

The Assets with Pending Excess/Inactive Requests Report list assets with pending inactive/excess
requests.

Sunflower Systems © 2012 Sunflower Enterprise Assets 5.0 User Guide 6-69



INACTIVE REPORTS

Excessl/Inactive Receival Form Report

The Excess/Inactive Receival Form Report prints a generic form, with barcode, that can be used for
excess and inactive asset pick-up.

Inactive Asset Activity Summary by Asset Flag Report

The Inactive Asset Activity Summary by Asset Flag Report summarizes inactive asset activity grouped by
asset flag.

Inactive Asset Activity Summary by Asset Type Report

The Inactive Asset Activity Summary by Asset Type Report shows the details of inactive asset activity by
asset type.

Inactive Asset Initial Events Report

The Inactive Asset Initial Events Report shows detailed information for initial events, e.g. material returned,
material loaned.

Inactive Asset Ongoing Events Report

The Inactive Asset Ongoing Events Report shows detailed information for ongoing events, e.g.
maintenance, repairs and mileage captured, for inactive assets for a time period.

Inactive Asset Final Events Report

The Inactive Asset Final Events Report shows the details of inactive asset final events, e.g. removed from
storage, transferred to excess and abandonment.

Inactive Asset Interface Processing Results Report

The Inactive Asset Interface Processing Results Report shows the results of processing the contents of
interface table AS_LOAD_INACTIVE_ASSETS.

Inactive Asset Summary by Asset Flag Report

The Inactive Asset Summary by Asset Flag Report summarizes inactive asset value and count by asset
flag.

Inactive Asset Summary by Asset Type Report
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The Inactive Asset Summary by Asset Type Report summarizes inactive asset value and count by asset
type.

Inactive Asset Timeline Report
The Inactive Asset Timeline Report displays the event timeline of inactive assets over a time period.
Inactive Assets Report

The Inactive Assets Report shows the details of inactive assets.

Purchase Order Aging Report

The 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.
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