
 

 

Attach Documents in Sunflower Job Aid 
 
The purpose of this document is to outline the steps for attaching a new document as 
well as an existing document to an asset record. 

Attach Document to an Asset Record 
1. Login to Sunflower 
2. Click on the Sunflower Enterprise Forms link 
3. From the Mgmt menu, select the Maintain Inventory Assets option 
 

 



 

 

4. The Maintain Inventory Assets screen is displayed 
 

 
 
 



 

 

5. Enter the barcode number of the asset in the Barcode # field and hit the Tab button. 
Enter in all required information.   

Note: Adding an attachment to the Comment/Picture/Attachment button on the 
asset record will not count as the Acquisition Attachment.  You must add the 
acquisition attachment to the “Document*” field selected below. 

 

 
 
6. Double click in the Document* field. The Maintain Documents screen is displayed. 
 

 
 
7. Select the type of document you are going to attach from the Type LOV by clicking 

on the LOV button . 
8. Click the OK button after you have made your selection. The selection is populated 

in the Type field. 
9. Enter the document number in the Doc. No. field. The document number must be 

unique. 
 



 

 

10. Select the document’s storage from the Storage Type field.  
a. IMPORTANT: In order to attach a document you must change this to Internal 

11. Enter your Custodial Area in the Organization field. You may click on the LOV 
button  to display the list of values. 

 

 
 
12. The Comment/Picture/Attachment button is enabled when you select Internal in 

the Storage Type field. 
13. Click on the Comment/Picture/Attachment button. The Capture Comments, 

Pictures and Attachments screen is displayed.  
 

 
 



 

 

14. Click on the Attachments tab. The Attachments tab is displayed. 
 

 
 
15. Click on the Add Attachment button to add the attachment to the asset record. A 

new Attachment Upload window is displayed. 

 



 

 

16. Click on the Browse button to find the attachment on your desktop or computer. This 
is similar to attaching a document to an email. 

17. Enter a description for the attachment, for example Purchase Order, Invoice, etc., in 
the Description field.  

 
 
18. Click the Upload button. A ‘Successfully uploaded file’ message is displayed. 

 



 

 

19. Click the ‘X’ to close the Attachment Upload window. Click on the Sunflower 
Enterprise Forms window to return to the Capture Comments, Pictures and 

Attachments screen. . A Forms dialog box is displayed. 
 

 
 



 

 

20. Click the OK button. The information from the attachment you uploaded is populated. 
 

 
 
21. Click the Save icon  to save the attachment and return to the Maintain 

Documents screen. The Maintain Documents screen is displayed. Note the ‘A’ in 
the C/P/A field. This lets the user know an Attachment is available. 

 

 
 



 

 

22. Click the Save icon to save the Documents record and return to the Maintain 
Inventory Assets screen. Note the Document information is populated in the 
Documents * field. 

 

 
 
23. Click the Save icon to save the asset record. 
 
End of activity. 
 



 

 

Attach Existing Document to an Asset Record 
 
1. Login to Sunflower 
2. Click on the Sunflower Enterprise Forms link 
3. From the Mgmt menu, select the Maintain Inventory Assets option 
 

 



 

 

4. The Maintain Inventory Assets screen is displayed 
 

 
 
 



 

 

5. Enter the barcode number of the asset in the Barcode # field and hit the Tab button. 
The asset record is displayed. 

 

 
 
6. Double click in the Document* field. The Maintain Documents screen is displayed. 
 

 
 
7. Click on the Flashlight icon  to search for the existing document. The 

search is enabled. 
 

 
 



 

 

8. Enter the document number in the Doc. No. field. You may also enter 
additional search criteria in other fields, for example the Type or Organization 
field. You can also use the wildcard, ‘%’ in your search. 

9. Click the Flashlight icon  to execute the search. The search results are 
displayed. 
 

 
 

10. Use the down arrow on your keyboard or the scrollbar to browse through the 
results until you find the record you are looking for.  

11. Click the Save icon to save the Documents record and return to the Maintain 
Inventory Assets screen. Note the Document information is populated in the 
Documents * field. 
 

 
 
12. Click the Save icon to save the asset record. 
 
End of activity. 
  



 

 

Possible Error Message 
1. If an asset tries to be saved and an attachment is not attached to the DOCUMENT 

field when certain Initial Events are selected the following error message will appear: 
 

 
 
2. To resolve, double click in the Document* field. The Maintain Documents screen is 

displayed. 
 
3. Select the type of document you are going to attach from the Type LOV by clicking 

on the LOV button . 
4. Click the OK button after you have made your selection. The selection is populated 

in the Type field. 
5. Enter the document number in the Doc. No. field. The document number must be 

unique. 
6. Select the document’s storage from the Storage Type field.  

a. IMPORTANT: In order to attach a document you must change this to Internal 
7. Enter your Custodial Area in the Organization field. You may click on the LOV 

button  to display the list of values. 
8. The Comment/Picture/Attachment button is enabled when you select Internal in 

the Storage Type field. 
9. Click on the Comment/Picture/Attachment button. The Capture Comments, 

Pictures and Attachments screen is displayed.  
10. Click on the Attachments tab. The Attachments tab is displayed. 
11. Click on the Add Attachment button to add the attachment to the asset record. A 

new Attachment Upload window is displayed. 
12. Click on the Browse button to find the attachment on your desktop or computer. This 

is similar to attaching a document to an email. 
13. Enter a description for the attachment, for example Purchase Order, Invoice, etc., in 

the Description field.  
14. Click the Upload button. A ‘Successfully uploaded file’ message is displayed. 
15. Click the OK button when asked to Requery. The information from the attachment 

you uploaded is populated. 
16. Click save to save the attachment 
17.  Click save to save the document. 
18.  Click save to save the asset. 
 
End of activity. 
  



 

 

Initial Events and Document Types that Require Document 
Attachments 
 
Initial Events Requiring 
Documents 

Document Types 

Purchase ALL 
Purchase Card ALL 
Bulk Purchase ALL 
Subject to Agreement ALL 
GSA Lease ALL 
Commercial Lease ALL 
Transferred In- From Other Agency CD-50 
Transferred In- From Other Agency CD-509 
Transferred In- From Other Agency CD-52 
Transferred In- From Other Agency CONTRACT 
Transferred In- From Other Agency FEDSTRIP 
Transferred In- From Other Agency FORM DD1149 REQUISITION AND 

INVOICE/SHIPPING DOCUMENT 
Transferred In- From Other Agency FORM DD250 MATERIAL INSPECTION AND 

RECEIVING REPORT 
Transferred In- From Other Agency GSA FORM 1152 
Transferred In- From Other Agency NOAA 37-6 
Transferred In- From Other Agency ORDER (VENDOR GENERATED) 
Transferred In- From Other Agency PURCHASE CARD 
Transferred In- From Other Agency PURCHASE ORDER 
Transferred In- From Other Agency PURCHASE ORDER (REOCCURRING) 
Transferred In- From Other Agency PURCHASER’S RECEIPT 
Transferred In- From Other Agency SF-120 REPORT OF EXCESS PERSONAL 

PROPERTY 
Transferred In- From Other Agency SF-122 TRANSFER ORDER EXCESS 

PERSONAL PROPERTY 
Transferred In- From Other Agency SF-126 REPORT OF PERSONAL PROPERTY 

FOR SALE 
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