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

Attach Documents in Sunflower Job Aid

1. Login to Sunflower

2. Click on the Sunflower Enterprise Forms link

3. From the Mgmt menu, select the Maintain Inventory Assets option
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4. The Maintain Inventory Assets screen is displayed

& Sunflower Enterprise - Production 4.5.0.0 -
Exit Agree Contract Mogmt Sentry Finance Inactive Excess Review |T Components Admin Reports Functions Utility Window Help

=l =]

(B EEE = s

Irventory Assets

v EEEEHNZH ?  HeE§e =S EBR0DO6 &%

Barcode Type Type

Barcode # ”

-

Released? ,7

Barcode #

Existing interest asset |

Unigue Narne ‘

Default Location™ ‘

Setial Mumber ‘

Catalog dentifier” ‘ [ Commuodity Asset Parents
Manufacturer ‘ Madel Number
Description ‘ Model Marme
Drawing Mo

¥ Copy to Location?

Children ]_ CIPYA
|
|
|

Initial Event |

Aseet Value™

User Fields™ |

Acquisition Date

Asset Condition |

Effective Date

Litilization Code

Flags™® ‘ Activity Type

Bureau or Region

Froperty Accountability Office

Cust Area
Contact ID

—
—

User

Accepted? ’_ Prop Custodian

Last Mame™ First
Last Mame™ First

Responsibility Date
Expected Return Date

Location™

-

Docurnent

\
\
User Fields™ |
Global User Fields™ |

{ Add'l Information [Cgmmndity

Comrment £ Picture £ Attachment

‘ { Re-Reguest

The tracking identifier assigned to the interest asset
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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.
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Inventory Assets

Barcode Type Type Barcode # Released? ,v_

Barcode # |EETNINEREAE] [ Existing interest asset |

Unigue Narne ‘

Default Location™ ‘

Catalog Ientifer (05147329 [ Commadity Asset Parents 0 Chidren o CPA [
Manufacturer INTERMEC TECHNOLOGIES CORPORATION Model Number (7000
Description |SCANMER, HANDHELD Model Name [700C
Serial Number [26A00A00234 Drawing No. |
Initial Event ‘PURCHASE User Fields* |

Asset Valug™ %1 .804.00 Acquisition Date [08/28/2005 Responsibility Date |n9/28/2005
Agset Condition ‘1 |NEW OR UMUSED Effective Date |01/07/2010 Expected Return Date

Utilization Code [IN SERVICE Flags™ [ 0 Activity Type [AGENCY OWWNED |
Bureau or Region ‘05 Froperty Accountability Office |510A5A 1
Cust Area ‘SWOASAF’PMD Arcepted? ’v_ Prap Custadian |SUNFLOWER TEST? CPPTEST?
Contact 1D W Last Mame* ’W First ’ANNA— id ’K_
User W Last Mame™ W First W Mid ,T
Location™ 'WASHINGTON, DC__BUILDING_ HCHE__ROOM_ 2857
I Docurent™ I
User Fields*

Global User Fields® ‘

{ Add' Information [ Caornrnodity Comrment § Picture £ Aftachment ‘ { Re-Reguest

The tracking identifier assigned to the interest asset |
Record: 111 | N |

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

Edmaintaln Docurments - sacr2210

Documents

Type ] |: Doc. No. =
Storage Type |[EXTERNAL
Organization |

User Fields* | CPIA | =

mment / Picture £ Attachment

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.
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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.

Edmaintain Docurmerts -
Documents

Storage Type NTERMAL

Type [PURCHASE ORDER Doc. No. |POSETGE4

Organization |51OASAPF'MD

Comment # Picture / Attachment

-

User Fialds™ | CAPA, =

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.
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‘DOCUMENT PURCHASE ORDER-POBE7654

Comments Pictures Attachments

Cornment Type
n F

New Comment

Comment History

R

b

Record; 1/1 | . | Listofvalu... |
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14. Click on the Attachments tab. The Attachments tab is displayed.
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Ed Capture Comments, Pictures and Attachme

‘DOCUMENT PURCHASE ORDER-POSE7654

Comments Pictures Attachrments

Attachment Type Marme

MIME Type Size (Bytes)

Description

i

Add Attachment e Attachment Attachment List

I

The type of picture, e.0. FRONT, BACK or SIDE
Recard: 11

15. Click on the Add Attachment button to add the attachment to the asset record. A
new Attachment Upload window is displayed.
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= - »
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C

Attachment Upload

File

Browse.. |
Atachment Type I OTHER 'I

Description
Enter a description here... ;I
[
Upload | Cancel |
[
Done ’_ ’_ ’_ ’_ ’_ ’_ @ Inkernet 0% v g
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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.
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Attachment Upload

File
CADocuments and Seftings\LEleryan\My Documents\POS87654. doc Browse |
Attachment Type I OTHER j‘
Description
Purchase 0rder| ;I

Upload | Cancel |

=l

=

|Done ’_ l_ l_ '_ l_ l_ |— Internet | "\ 1o0% -
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18. Click the Upload button. A ‘Successfully uploaded file’ message is displayed.
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@?; - I@, http:,l’,isFIwrdoctest.ocs.doc‘gov,l’pls;’snFIwr_D‘tDSDDDDJ:nroxy_osppsd‘t,l’sa_owj *2 | X ILive Search L2~
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El

Successfully uploaded file PO987654.doc

[

Done ’7 ,7 ,7 ,7 ,7 ,7 @ Internet @"; 100% =
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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, i Sunflower Enterpris... | A Forms dialog box is displayed.
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Comments Pictures Attachments

Attachrment Type Marne
MIME Type Size (Bytes)
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Add Attachment Wiew Attachment Attachment List
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Action Edit Query Block Record Field Lookup Help Window
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‘DOCUMENT PURCHASE ORDER-POSE7654

Comments Pictures Aftachrents

Attachment Type Marme

[oTHER [+ [Poss7es4 doc
MIME Type Size (Bytes)
|app|ica1iunfmswurd 225792

Description

Furchase Order

i
I

|»

Add Attachment Yiew Attachment Attachment List |

The type af picture, &.g. FRONT, BACGK ar §IDE
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21. Click the Save icon ﬂ to save the attachment and return to the Maintain
Documents screen. The Maintain Documents screen is displayed. Note the ‘A’
the C/P/A field. This lets the user know an Attachment is available.

EdMaintain Documents - saer2210

in

Comment / Picture / Altachment

Documents

Type [PURCHASE ORDER Doc. No. [POg87654 A
Storage Type hNTERrw.

Organlzaﬂnn

ElE
User Fields™ | Ic.fPfA ]A_I
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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.

2010 (LELERYAN@osppsd4) =7 ﬂ
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Inventory Assets

Released? ’Y_

Barcode Type Type Barcode #

Existing interest asset |

Barcode # [CDO0000915514 [ ]
Unigue Name |

Default Location™ |

Childlen 0 CRvA

Parents |0
Model Number [7ooc

Catalog Identifier” (05147329 [ Commodity Asset

hanufacturer ‘INTERMEC TECHMOLOGIES CORPORATION

Description [SCANMER, HANDHELD

Serial Mumber ‘QEBDDSDDBA

Initial Event ‘PURCHASE

Asset Valug™ %1804 .00

Model Mame |7DDC
Drawing Mo. |

User Fields™ |

Acquisition Date [08/28/2005 Responsibility Date |09/28/2005

Effective Date |01/07/2010 Expected Return Date

Activity Type [AGENCY OWNED |

Asset Candition [{ [MEw OR UNUSED

Utilization Code [IN SERVICE Flags™ [ O
Property Accountahility Office |510A5A
Accepted? [y Prap Custodian [SUNFLOWER TEST2 CPPTESTZ

Contact ID [AHOUSTON Last Mame® [HOUSTON First [annA, Mid [l
User [cPPLIS Last Name™ [ARRINGTON First [LASHAWNDA Mid [

Location™ 'WASHINGTON, DC__BUILDING__ HCHB_ ROOM__ 2857

Bureau or Region ‘OS
Cust Area [510ASAPPID

Document® ||
User Fields*® ‘
Global User Fields™ ‘
[ Add'l Information [ Comrmodity Comment ¢ Picture / Attachment ‘ [ Re-Reguest
The docurment supporting this action |
Record: 171 [

23. Click the Save icon to save the asset record.

End of activity.
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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

nflower Enter

f2010 (LELERY A

Agree  Contract Sentry Finance |nactive Excess Reyview |T Components Admin Reports Utility Window Help

Maintain Inventory Assets

Manage Material
Asset Search
Material Search

Copyright & 1937-2006 ¢
All rights reserved.

Maintain Catalog Entries

Maintain Asset Structures

Managerment Reports

Inventary Asset Summany and Histary

Transfer Inventory Asset value
Maintain Inventory Asset Ongoing Events
Create Inventory Asset Final Events

Edit Inventory Asset Interface Records

Edit Az=et Structure Interface Records

Edit Container@hipment Interface Records
Process Inventory Asset Interface Records
Process Inventory Asset PO Interface Records
Edit AssetWalue Component Interface Records

Change Inventary Asset Information
Reguest Inventory Asset Change

Close Inventory Asset Reguests

Maintain Inventory Asset User Fields
Maintain Inventary Asset Comment/Picture

—Ntenorse

Maintain Inventory Assets
Recard: 171
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4. The Maintain Inventory Assets screen is displayed
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Barcode Type Type

Barcode # ”

-

Released? ,7

Barcode #

Existing interest asset |

Unigue Narne ‘

Default Location™ ‘

Setial Mumber ‘

Catalog dentifier” ‘ [ Commuodity Asset Parents
Manufacturer ‘ Madel Number
Description ‘ Model Marme
Drawing Mo

¥ Copy to Location?

Children ]_ CIPYA
|
|
|

Initial Event |

Aseet Value™

User Fields™ |

Acquisition Date

Asset Condition |

Effective Date

Litilization Code

Flags™® ‘ Activity Type

Bureau or Region

Froperty Accountability Office

Cust Area
Contact ID

—
—

User

Accepted? ’_ Prop Custodian

Last Mame™ First
Last Mame™ First

Responsibility Date
Expected Return Date

Location™

-

Docurnent

\
\
User Fields™ |
Global User Fields™ |

{ Add'l Information [Cgmmndity

Comrment £ Picture £ Attachment

‘ { Re-Reguest

The tracking identifier assigned to the interest asset
Recard: 11
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5. Enter the barcode number of the asset in the Barcode # field and hit the Tab button.
The asset record is displayed.
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Inventory Assets

Barcode Type Type Barcode # Released? ’T
,7 Existing interest asset ‘ |

Barcode # (g5

Unigue Mame ‘

Default Location™ |

Catalog ldentifier* (12010986 [ Commodity Asset Parents [0 Children ,r CIRIA ,7
Manufacturer |HEWLETT-PACKARD DEVELOPMENT COM Model Number |LASERJET 6P|
Description |PRINTER, LASER, COLOR Model Name | ASERJET
Serial Number |USDH111233 Drawing Mo
Initial Event ‘F’URCHASE User Fields* ‘

Asset Value™ $675.00 Acquisition Date |11/05/1938 Responsibility Date
Asset Condition ‘1 ‘NEW OR UNUSED Effective Date 01,07/2010 Expected Return Date

Utilization Code ‘IN SERVYICE Flags® ‘5 0 Activity Type |AGENCV OWMED
Bureau or Region ‘OS Property Accountability Office |510ASA
Cust Area ‘EWOASAPPMD Accepted? ’T Prop Custadian |SUNFLOWER TEST2 CPPTESTZ2

Contact ID [AHOUSTON Last Name* [HOUSTON First [anna Mid ’T
User |AHOUSTOM Last Name™ |HOUSTON First |anMA Ilid ’K_

Location* 2865

Docurnent™ I
NG ‘
Global User Fields™ ‘EARBB

I Add' Information [ Commodity Comment / Picture [ Attachment | I Re-Reguest

The tracking identifier assigned to the interest asset
Recard: 11 [ | |

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

[ maintaln Docurnen

Documents

Storage Type |[EXTERNAL
Organizaﬂnn
User Fields*

CIPIA [

’ Comment £ Picture £ Attachment

Type " |: Doc. No. =

-

-

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

aintain Documents

Documents

Type || Doc. Mo.

Storage Type ‘

Organization |
User Fields™ | CIPIA

Comrment £ Picture £ Attachrent

M|
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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.

Edmaintain Docurnent

Documents

Doc. Mo, FINRECH3E76 =

Storage Type ||NTERNAL

Organization |54

User Fialds® | CIPIA [a

-

Comment / Picture / Attachment ‘

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.
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Inventory Assets
Barcode Type Type Barcode # Released? ’v_
Barcode # ‘cguuuu??gpy Existing interest asset ‘ |
Unique Mame ‘
Defautt Location™ |
Catalog Identifier” 12010985 [ Commadity Asset Parents [0 Chilren [0 oA [
Manufacturer |HEWLETT-PACIKARD DEVELOPMENT COM hodel Number |LASERIET 6P
Description |PRINTER, LASER, COLOR Model Name | ASERJET
Serial Number |USDH111233 Drawing Mo.
Initial Event [PURCHASE User Fields™ |
Asszet Valug™ ’W Acquigition Date ’m Regponsibility Date ,7
Asset Condition ‘1 \NEW OR UNUSED Effective Date ]W Expected Return Date li
Utilization Code ‘IN SERVICE Flags* ‘3 o Activity Type |AGENCV OWNED
Bureau or Region ‘05 Property Accountability Office |510ASA
Cust Area ‘5WOASAF‘F‘MD Accepted? ’v_ Prop Custadian |5UNFLOWER TEST2 CPPTESTZ
Contact ID ’W Last Mame™ ,W First ,ANr\lAi Ilid ’r
User [AHOUSTON | Last Mame* [HOUSTON First [anna Mid [l
L HOHEPoong 2ee
TV | R CHASE ORDER+: I
User Fields*
Global User Fields® EARIS
I Add' Information [ Cormmodity Camment / Picture / Attachment | I Re-Request

The document supporting this action |
Record: 111 | |

12. Click the Save icon to save the asset record.

End of activity.
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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:

) AS-TO025: Please attach supporting acguisition

documentation by double clicking the "DOCLUMERNT field.

9.

10.
11.

12.

13.

14.
15.

16.

17
18

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

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

on the LOV button |_
Click the OK button after you have made your selection. The selection is populated
in the Type field.
Enter the document number in the Doc. No. field. The document number must be
unique.
Select the document’s storage from the Storage Type field.

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

button |_ to display the list of values.

The Comment/Picture/Attachment button is enabled when you select Internal in
the Storage Type field.

Click on the Comment/Picture/Attachment button. The Capture Comments,
Pictures and Attachments screen is displayed.

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

Click on the Add Attachment button to add the attachment to the asset record. A
new Attachment Upload window is displayed.

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

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

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

Click the OK button when asked to Requery. The information from the attachment
you uploaded is populated.

Click save to save the attachment

. Click save to save the document.

. Click save to save the asset.

End of activity.
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Initial Events and Document Types that Require Document

Attachments

Initial Events Requiring

Document Types

Documents

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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