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OVERVIEW 
 
The Overview section of the Sunflower Data Warehouse user guide addresses 
the following questions: 
 

•   What is Sunflower Data Warehouse? 

•   Who is the Intended Audience? 
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W H A T  I S  S U N F L O W E R  D A T A  W A R E H O U S E  

Sunflower Data Warehouse is an ad-hoc reporting tool that works together with Sunflower Assets® to 
provide users with standard and custom report options for Sunflower data.  Sunflower Data Warehouse uses 
Oracle Discoverer as a platform, but contains a set of reports and material views that can be used to create 
additional reports based upon your users’ needs. 
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I N T E N D E D  A U D I E N C E  

This guide is designed for functional users who want to learn how to run standard Sunflower Data Warehouse 
Reports and custom reports created specifically for the Department of Commerce. 
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RUNNING REPORTS2 
 
Sunflower Data Warehouse within Sunflower Enterprise enables users to 
generate reports that provide strategic, managerial and operational insight into 
their property management functions.  

The Running Reports section of this guide addresses the following topics: 

•   Launching Sunflower Data Warehouse 

•   Standard Reports 

•   Running Reports 

•     Running Reports 

•     Report Results 

•     Customizing Report Results 

•   Exporting, Saving, and Printing Report Data 

•   Preferences 
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L A U N C H I N G  S U N F L O W E R  D A T A  W A R E H O U S E  

Sunflower Data Warehouse is accessed using a browser and navigating to a specific URL provided by the 
Sunflower Management Center (SMC), (202) 482-4110 or the Personal Property & Transportation 
Management Division, (202) 482-5054. 

 

Step 1. Log in to Oracle Discoverer Viewer using your User Name and Password.   
User Name will be the same as accessing Sunflower PPMS application. 
Password will be provided in a separate communication. 

Step 2. Enter the name of your database in the Database field.   
Database will be provided in a separate communication. 

Step 3. Click on Go button. 

Result:  The Choose End User Layer window is displayed. 
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Step 4. Use the arrow to select the appropriate End User Layer and click the Continue button. 

Result:  The list of standard reports is displayed.  Note that this list includes standard reports developed by 
Sunflower as well as saved user reports.  Saved reports can be identified by the Owner column, which will 
display the login ID of the user that saved the report. 
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C H A N G I N G  D A T A  W A R E H O U S E  P A S S W O R D  

Data Warehouse users are given the default password of Welcome123.  In order to change their password 
users will have to create a new connection in Discoverer and change their password within this new 
connection. 

 

Step 1. Open web browser to Discoverer Viewer and click on the Create Connection button.  

 

 

Step 2. Fields with an asterisk (*) are required.  Enter the following parameters: 
Name: Data Warehouse 
User Name: [Your User Name] 
Password: [Current Password] 
Database: ppmsdwprd 
Hit Apply.  
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Step 3. Users should now see the Connection they just created.  Click the pencil under Update to access the 
Connection.   

 

 

Step 4. The Update Connection screen should appear.  Click the Change Password button. 

 

Step 5. Enter your old password and new password (twice) and hit Apply.  Your password is now changed. 
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S T A N D A R D  R E P O R T S  

This section will explain the reports that are included with Sunflower Data Warehouse and describe the main 
purpose of each report.   

Sunflower Data Warehouse provides organizations with different functional views into their data:  
Management, Change, Reference Data, Finance, Excess, Inventory, plus NOAA specific reports.  Sunflower 
Data Warehouse contains 47 Workbooks, often with individual Worksheets within a Workbook.  The table 
below provides the title of each report and a short description. 

Management Reports 

Asset Count and Value Count Summary 
Provides a count and value for each Bureau and 
Custodial Area. 

 Asset Detail 
Provides a count and value for each Bureau and 
Custodial Area by Asset. 

Assets Retired Inventory Assets 
Provides a list of retired assets from the Inventory 
Module. 

 Financial Assets 
Provides a list of retired assets from the Finance 
Module. 

 Agreement Assets 
Provides a list of retired assets from the Agreement 
Module. 

Assigned to Inactive 
Contacts 

Assets Assigned to 
Inactive Contacts and 
Users 

Provides a list of assets that have current users or 
property contacts assigned to them that are no 
longer active in Sunflower. 

 Assets Assigned to 
Inactive People that 
are Active Prop. 
Custodians 

Provides a list of assets that have property 
custodians assigned to them that are no longer 
active in  Sunflower. 

Assigned to Inactive 
Organizations 

- 
Provides a list of assets that have either 
Bureau/Region, PAO, or Custodial Area assigned to 
them that are no longer active in Sunflower. 

Average Cost by 
Manufacturer and Model 

- 
Provides a list of catalog entries 
(Manufacturer/Model Number) and how many 
assets are associated with them along with the total 
value and average cost of each Manufacturer/Model 
Number combination. 

Creation Lag Report by Bureau or Region 
Provides the count and average creation lag time in 
days between the Asset Acquisition Date and the 
Asset Creation Date in Sunflower by Bureau or 
Region.  Assets created within one day are not 
included. 

 by PAO 
Provides the count and average creation lag time in 
days between the Asset Acquisition Date and the 
Asset Creation Date in Sunflower by PAO.  Assets 
created within one day are not included. 
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 by PAO across 
Months Provides the count and average creation lag time in 

days between the Asset Acquisition Date and the 
Asset Creation Date in Sunflower by PAO across 
months.  Assets created within one day are not 
included. 

Days Since Login - 
Shows the number of days since the last time a user 
logged in. 

Invalid Catalog Entries - 
Provides a list of assets that have a catalog entry is 
that is no longer valid in Sunflower. 

Life Weighted Average By 
Asset Type 

- 
Calculates the Life Weighted Average in years, the 
Average Life in Years and the Average Item Cost. 

Modifier Report - 
Provides a count by User, Fiscal Year, and Fiscal 
Month of the number of modifications made and the 
number of assets modified. 

Null Serial Numbers - 
Provides a list of all assets, excluding Commodity 
and Material assets, that have a null Serial Number. 

User(s) Currently 
Assigned to Assets 

- 
Displays a list of all assets assigned to a specified 
user. 

Zero Dollar Items - 
Displays a list of assets that have a Zero Dollar 
Asset Value. 

Change Reports 

Assets Transferred for 
Period 

by Bureau or Region Provides a list of assets transferred from one 
Bureau/Region to another for a given time period.   

 by PAO Provides a list of assets transferred from one 
Property Accountability Office to another for a given 
time period.   

 by Custodial Area Provides a list of assets transferred from one 
Custodial Area to another for a given time period.   

Bureau or Region 
Change Report 

New Value Shows the number of assets that have moved into a 
new Bureau or Region in a given time period. 

 New and Old Value Shows the number of assets that have moved into or 
out of a Bureau or Region in a given time period. 

Changed Asset Detail  Shows a list of all assets that have been modified, 
along with their new and old values. 

History of User(s) 
Assigned To Assets 

Inventory Asset User 
Changes For User(s) 

Shows a list of all Inventory Assets that were in the 
past or are currently assigned to a specified user. 

 User(s) Formerly 
Assigned To Inventory 
Assets 

Shows the history of Inventory Assets a user had 
previously been assigned to. 

 Excess Asset User 
Changes For User(s) 

Shows a list of all Excess Assets that were in the 
past or are currently assigned to a specified user. 

 User(s) Formerly 
Assigned To Excess 
Assets 

Shows the history of Excess Assets a user had 
previously been assigned to. 

PAO Change Report New Values Provides a count by date of changes to the Property 
Accountability Office, showing the new value. 

 New and Old Values Provides a count by date of changes to the Property 
Accountability Office, showing old and new values. 
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Retagged Assets Inventory Assets Provides a count by year and month of Inventory 
Assets whose Barcode Number has been changed. 

 Financial Assets Provides a count by year and month of Financial 
Assets whose Barcode Number has been changed. 

Reference Data Reports 

Asset Center 
Representatives 

- Provides a list of Asset Center Representatives 
(Primary Contacts) for each Custodial Area. 

Catalog Entries - Provides a list of the Catalog items in Sunflower. 
Discoverer Users - Provides a list of Discoverer (Data Warehouse) 

Users. 
Employee List - Provide a list of employees with People records in 

Sunflower, by Organization. 
FSC Codes - Provides a list of valid FSC Codes in Sunflower. 
Property Accountability 
Officers 

- Provides a list of Property Accountable Officers 
(Primary Contacts) for each Property Accountability 
Office. 

Finance Reports 

Additions and 
Adjustments 

All Asset Additions 
and Adjustments 

Displays adjustments to assets, such as asset value 
component changes. 

 Capital Asset 
Additions and 
Adjustments 

Displays adjustments to capital assets, such as 
asset value component changes. 

Adjustments to Fully 
Depreciated Assets 

- Displays a list of assets where a cost adjustment 
was made to an asset that is fully depreciated. 

Assets with Multiple 
Projects 

- Show a list of assets with multiple Projects listed on 
the Asset Value Components. 

Historical Executive 
Summary 

by Asset Type (no 
Graph) 

Provides a summary of the financial activity by Asset 
Type and Asset Status. For each combination the 
count, Change in Capitalized Value, Change in Total 
Depreciation, and Net Book Value are displayed. 

 by Month by Asset 
Type (no Graph) 

Provides a summary of the financial activity by Year, 
Month, Asset Type, and Asset Status. For each 
combination the Count, Capitalized Value, Total 
Depreciation, and Net Book Value are displayed. 

 Per Asset Type with 
Graph 

Provides a grid and a graph of the current financial 
status by Asset Type and Asset Status. A bar graph 
shows the count, total capitalized value, and total 
depreciation of the assets paged by Asset Type. 

Excess Reports 

Assets Excessed from 
Bureau 

- Shows a list of assets excessed from selected 
Bureau/Region during given time frame. 

Inventory Reports 

Campaign Completion 
Projection 

Actual Provides an estimated number of days to complete 
the selected Review Campaign(s) based on the 
average completion rate of all selected Review 
Campaigns to date and the number of open items. 

 Hypothetical Days 
Required 

Provides an estimated number of days, based on 
the parameters entered, to complete a hypothetical 
review campaign. 
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 Hypothetical Find Rate 
Required 

Provides the estimated number of assets needing to 
be found each day in order to complete a review 
campaign in a given time frame. 

Completion Projection 
from Historic Campaigns 

- 
 

Provides an estimated number of days, based on 
the parameters entered and as compared to 
previous review campaigns, to complete a 
hypothetical review campaign. 

Daily Resolution Rate Per 
Operator 

by Campaign Shows the average of assets found per day by each 
operator within selected campaigns. 

 by Campaign and 
Date 

Shows the number of assets found by each operator 
every day for selected campaigns. 

 by Campaign and 
Month 

Shows the average of assets found per day by each 
operator within selected campaigns for each month. 

Failed Resolutions - Provides a list of resolutions that failed for a 
specified Source Load Group or Device Identifier. 

Historical Executive 
Summary by Asset 
Category 

Executive Summary 
Percentages by Asset 
Category 

Provides an historical summary of the status of the 
selected review campaign(s). Value, count, book 
value, and percentage of the whole are displayed for 
each Asset Category within each selected Review 
Campaign. The data is broken down by status: 
Found, Confirmed Unlocated, and Open. 

 Graphical Summary by 
Asset Category 

Provides a table and a bar graph showing the % 
Found, % Confirmed Unlocated, and %Open Counts 
for the selected Review Campaign(s). The 
information is grouped by Review Campaign and 
Asset Category so individual values can be explored 
and the information can be rolled up to show all 
Asset Categories for all selected Review 
Campaigns. 

 Executive Summary 
Found vs. Open by 
Asset Category 

Provides a summary similar to Executive Summary 
Percentages by Asset Category.  However, the data 
is only broken into two statuses: Found or 
Unlocated/Open. 

Historical Executive 
Summary by Site and 
Location 

Executive Summary 
Percentages by Site 

Provides an historical summary of the status of the 
selected Review Campaign(s).  Value, count, book 
value, and percentage of the whole are displayed for 
each Site within each selected Review Campaign. 
The data is broken down by status: Found, 
Confirmed Unlocated, and Open. 

 Graphical Summary by 
Site 

Provides a table and a bar graph showing the % 
Found, % Confirmed Unlocated, and %Open Counts 
for the selected Review Campaign(s). The 
information is grouped by Review Campaign and 
Site so individual values can be explored and the 
information can be rolled up to show all Asset Sites 
and Locations for all selected Review Campaigns. 

 Executive Summary 
Found vs. Open by 
Site 

Provides a summary similar to Executive Summary 
Percentages by Site.  However, the data is only 
broken into two statuses: Found or Unlocated/Open. 

 Executive Summary 
percentages by Site & 
Location 

Provides an historical summary of the status of the 
selected Review Campaign(s). Value, count, book 
value, and percentage of the whole are displayed for 
each Site and Location within each selected Review 



Sunflower Data Warehouse User Guide 16 
 

 

Campaign. The data is broken down by status: 
Found, Confirmed Unlocated, and Open. 

 Graphical Summary by 
Site & Location 

Provides a table and a bar graph showing the % 
Found, % Confirmed Unlocated, and %Open Counts 
for the selected Review Campaign(s). The 
information is grouped by Review Campaign, Site, 
and Location so individual values can be explored 
and the information can be rolled up to show all 
Asset Sites and Locations for all selected Review 
Campaigns. 

 Executive Summary 
Found vs. Open by 
Site & Location 

Provides a summary similar to Executive Summary 
Percentages by Site and Location. However, the 
data is only broken into two statuses: Found or 
Unlocated/Open. 

Historical Executive 
Summary by PAO 

Executive Summary 
Percentages by PAO 

Provides an historical summary of the status of the 
selected Review Campaign(s).  Value, count, book 
value, and percentage of the whole are displayed for 
each PAO within each selected Review Campaign. 
The data is broken down by status: Found, 
Confirmed Unlocated, and Open. 

 Graphical Summary by 
PAO 

Provides a table and a bar graph showing the % 
Found, % Confirmed Unlocated, and %Open Counts 
for the selected Review Campaign(s). The 
information is grouped by Review Campaign and 
PAO so individual values can be explored and the 
information can be rolled up to show all PAO for all 
selected Review Campaigns. 

 Executive Summary 
Found vs. Open by 
PAO 

Provides a summary similar to Executive Summary 
Percentages by PAO.  However, the data is only 
broken into two statuses: Found or Unlocated/Open. 

Historical Executive 
Summary by Custodial 
Area 

Executive Summary 
Percentages by 
Custodial Area 

Provides an historical summary of the status of the 
selected Review Campaign(s).  Value, count, book 
value, and percentage of the whole are displayed for 
each Custodial Area within each selected Review 
Campaign. The data is broken down by status: 
Found, Confirmed Unlocated, and Open. 

 Graphical Summary by 
Custodial Area 

Provides a table and a bar graph showing the % 
Found, % Confirmed Unlocated, and % Open 
Counts for the selected Review Campaign(s). The 
information is grouped by Review Campaign and 
Custodial Area so individual values can be explored 
and the information can be rolled up to show all 
Custodial Areas for all selected Review Campaigns. 

 Executive Summary 
Found vs. Open 
Custodial Area 

Provides a summary similar to Executive Summary 
Percentages by Custodial Area However, the data is 
only broken into two statuses: Found or 
Unlocated/Open. 

Historical Executive 
Summary Percentages by 
Contact 

Executive Summary 
Percentages by 
Contact 

Provides an historical summary of the status of the 
selected Review Campaign(s).  Value, count, book 
value, and percentage of the whole are displayed for 
each Contact within each selected Review 
Campaign. The data is broken down by status: 
Found, Confirmed Unlocated, and Open. 
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 Graphical Summary by 
Contact 

Provides a table and a bar graph showing the % 
Found, % Confirmed Unlocated, and %Open Counts 
for the selected Review Campaign(s). The 
information is grouped by Review Campaign and 
Contact so individual values can be explored and 
the information can be rolled up to show all Contacts 
for all selected Review Campaigns. 

 Executive Summary 
Found vs. Open by 
Contact 

Provides a summary similar to Executive Summary 
Percentages by Contact. However, the data is only 
broken into two statuses: Found or Unlocated/Open. 

Open Items Open Items Only Provides a detailed listing of the open items in the 
selected Review Campaign(s), and with the selected 
Official Name(s) if selected. The report is grouped 
by Site and Building (Structure Level 1), or can be 
rolled up to review all open items 

 Open or Unfound 
Items 

Provides a detailed listing of the open items in the 
selected Review Campaign(s), and with the selected 
Official Name(s) if selected. The report is grouped 
by Site and Building (Structure Level 1), or can be 
rolled up to review all open items 

Performance to Goal - Provides a bar graph of the Total % Found Count for 
the selected Review Campaign(s) against a line 
showing the entered goal percentage. This report is 
most informative when comparing multiple Review 
Campaigns. 

Resolutions Created By 
Person Outside of Asset 
Custodial Area 

- Shows assets belonging to one Property Custodian 
that were scanned by a Property Custodian of 
another Custodial Area. 

Scanned Or Keyed 
Assets Not Found in 
Sunflower 

- Displays a list of assets found during inventory 
(scanned or keyed in through MobileTrak only) that 
are not in Sunflower. 

Sensitive Item Campaign 
Comparison 

Found Count Provides a comparison between two or more 
Review Campaigns of the found count of the 
selected Official Name(s). 

 Percent Found 
Comparison 

Provides a comparison between two or more 
Review Campaigns of the % found of the selected 
Official Name(s). 

NOAA Reports 

NOAA IT Components - Provides a list of assets with IT Components. 
NOAA Open Requests - Shows all Open NOAA Requests. 
NOAA Transaction Count - Shows transactions and counts for each Custodial 

Area. 
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R U N N I N G  R E P O R T S  

The Worksheet List is the screen within Sunflower Data Warehouse where you select the report that you 
would like to run.  It is the page that is displayed upon logging in to Sunflower Data Warehouse.  The 
following table describes the main components of the Worksheet List: 

 

 

PAGE ELEMENT DESCRIPTION 

1. Search Area Allows you to search for a specific report or data set. 

2. Results List Displays the results of your search.  By default this area lists all workbooks 
and worksheets. 

3. Preferences Link Allows you to set personal preferences related to xxxxx. 

4. Exit Link  Logs you out of Sunflower Data Warehouse. 

5. Help Link Connects you to Oracle Discoverer Help. 

6.  Group Icon Click this icon to expand the section below.  This function is used 
throughout the following pages. 

 

1 

2 

3 4 5 

6 
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R U N N I N G  R E P O R T S  
 

To navigate to a specific report or worksheet follow the steps below: 

Step 1.   Enter search criteria in the search form and press Go (optional). 

Step 2.   Expand the workbooks by clicking on the Arrow icon. 

Step 3.   Click on the worksheet name. 

 Result:  The report will execute or will display the parameter entry page.    

Example:  Below is a sample report parameter page. 

 

Step 4. Click on the flashlight to the right of the parameter field. 

Example:  Below is a sample of a parameter list of values. 
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Step 5. Click on the desired parameters and click the Move button to include them in the report.  Hold the 
Ctrl button down on your keyboard to select multiple parameters; or click on the Move All button to include all 
of the parameters in the report.  (Use the Remove buttons to not include any parameters added).  As 
needed, use the Search for feature to search for a specific value. 

Step 6. Click the Select button to finish selecting parameters. 

Step 7. Enter other parameters as needed. 

Step 8. Click the Go button to submit the report. 

 Notes:   

 Report parameters may not be required for every report – parameters with an asterisk are required. 
 Exact report parameters will differ for each worksheet or report. 
 Use the flashlight icon to select from a list of values. 

Result:  The report execution page is displayed. 
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Step 9.  Monitor the report execution. 

 Notes:   

 The page automatically refreshes as the report is generated. 
 You may receive a note if the estimated time to execute the report is considered long. 
 The estimated time of completion may not always be accurate. 

 

 Press Cancel to stop the report execution. 

Result:  The report results are displayed. 
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R E P O R T  R E S U L T S  

 

 

Once the report results are displayed, users have the option to view current result set, alter the display, print 
or export the results.  The following table describes the main components of the report results page: 

 

PAGE ELEMENT DESCRIPTION 

1. Report Name Displays the name of the report that you are 
submitting. 

2. Parameters The parameters used to generate the report. 

3. Table Tabular results of the report query. 

4. Tools Allows users to alert the display of the table 
results. 

5. Graph Displays the graphical output of the report.  This 
may not be available for all reports. 

6. Actions Block Displays links to actions such as re-running the 
report, saving, exporting, or printing the report. 

7. Worksheets block Displays other worksheets within the same 
workbook. 

1 

3  

4  

5 

6  

7  

2 
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C U S T O M I Z I N G  T H E  R E P O R T  O U T P U T  

Once a standard report has been generated, users can update the display or output of the report.  Users may change the 
sort order, column layouts, and the general formatting of the text in the tables.  With graphical outputs, users may change
the style of the graphs and what data is included in the graph itself.  The pages below describe the main ways to
customize your reports using Table Tools, Graph Tools, and Page Items. 

T a b l e  T o o l s  

Use the tool option to rearrange the columns of the results table, update the sorting, or highlight results by 
color. 

LAYOUT 

Step 1.   Click the Layout link. 

 

Step 2.   In the second field, select the column name you want to move. 

Step 3.   In the third field, select the location where you want the column to display. 

Step 4.   Press the Go button. 

Result:  The table of results will display based upon the data entered. 

 

FORMAT 

Use the format function to alter font styles, background colors, or apply conditional formatting to your results 
set. 

Step 1.   Click the Format link 

 

Step 2.   Highlight the cells that you want to format. 

Step 3.  Apply format to by using the following: 

 B:  Bold 
 I:  Italics 
 U:  Underline 
 Background:  Click the paint palate to select a color 
 Font:  Click the paint palate to select a color 
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 Conditional Formatting:  Click on this link to create conditional formats based upon certain data 
values and Press Apply 

 

Step 3.   Press the Go button. 

Result:  The table of results will display based upon the data entered. 

 

STOPLIGHT 

Use the stoplight feature to highlight results by color (red, green, yellow) based upon specific data ranges.  
For example, in the Physical Inventory Executive Summary by PAO report, you may want to highlight in red 
the Organizations’ % Positive Resolution Assets if they are between 0 and 95%; meaning that you find it 
Unacceptable that you have found fewer than 95% of an Organization’s assets.  Any values above 95% will 
show up in green as Desirable, and anything in between would show as Acceptable. 

Step 1.   Click the Stoplight link. 

 

Step 2.   Enter the appropriate values in the Unacceptable and Desirable fields: 

Note that the acceptable values fall between the values entered in Unacceptable and Desirable 
fields. 

Step 3.   Press the Go button. 

Result:  The table of results will display based upon the data entered. 

SORT 

Use the sort option to order your search results.  If sorting is required on a single column, use the sort and 
order fields on the main page to update your results set.  If a more complex sort is required or you would like 
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to hide a field, click the More… link for further options.  These instructions will describe how to complete a 
more complex sort. 

Step 1.   Click the Sort link. 

 

Step 2.  Click the More… link. 

 

Step 3.  Starting with the first sort, complete the following fields: 

 Column Header:  select the column name you want to sort 
 Sort Order:  select the sort order for the column you selected 
 Sort Type:  select either sort or group.  Group will allow you to group the results by the values in this 

column 
 Hide Colum:  Enable this checkbox if you do not want this column to display in your results set. 

Step 4.   Press the Go button. 

Result:  The table of results will display based upon the data entered. 

 

ROWS AND COLUMNS 

Use this option to update the number of rows and columns that are displayed in your result set. 

Step 1.   Click the Rows and Columns link. 

 

Step 2.   In the Rows field, select the maximum number of rows you want displayed. 

Step 3.   In the Columns field, select the maximum number of Columns you want displayed. 

Step 4.   Press the Go button. 

Result:  The table of results will display based upon the data entered. 
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G r a p h  T o o l s  

Use the tool option under graphs to update the style of the graph and the update the data that is displayed. 

GRAPH 

Step 1.   Click the Graph link. 

 

Step 2.  Update the graph style and press Go button. 

Step 3. In the Type field, select the general type of graph from the drop down. 

Step 4. In the Next field, select the specific type within the general type. 

Step 5.  Enter the Width and Height dimensions of the graph and press Go. 

Step 6.  Enable the 3D Effect and Gradient checkboxes if desired. 

Result:  The graph will display based upon your selections. 

 

DATA 

Use the data option to determine which data to display in the graph. 

Step 1.   Click the Data link. 

 

Step 2.   Select either All Data or Displayed Data radio button. 

Step 3.   Press the Go button. 

Result:  The graph will display based upon your selection. 
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P a g e  I t e m s  

Some reports and graphs give you further options to display results, either in the table or the graph, for a 
specific data value.  These reports will have a Page Item drop down list that defaults to all values.  To 
choose a specific value, use the drop down list to select a valid value.  The results will automatically update. 
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D r i l l  D o w n  

With some reports, you will have the option of drilling down to a further level of detail for some fields.  To 
access that level of detail, follow the steps below:  

 

Step 1.   Click on the blue arrow next to the Column Headers.   

 

Step 2.   Click Drill to Related. 

Result:  The list of fields available to drill down to is displayed. 

Step 3.   Click on the field that you want to drill down to. 

Result:  The table will display the further detail based upon the field that you selected. 
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E X P O R T I N G ,  S A V I N G  A N D  P R I N T I N G  R E P O R T S  

Once users have their desired report results, they have many options for future use.  The actions section 
contains links to these options. The table below describes each value in the action block.  Detailed steps are 
provided for the most common actions: 

ACTION DESCRIPTION 

Re-run query Executes the query again and refreshes the 
results. 

 

Save Saves changes to a previously saved worksheet.  
Note that this option does not display if working 
with a standard report. 

 

Save As Allows users to save the updated report results in 
their worksheet list for future access.  Other users 
will not see worksheets you save. 

 

Revert to Saved Reverts the display results to the last saved 
version.  All changes to formatting since the last 
save will be lost. 

Printable Page Allows users to format the results for easy printing, 
including PDF versions. 

Export Allows users to export table results to csv file, 
Excel file or other formats. 

Send as email Allows users to send completed worksheet results 
via email.  This requires additional setup for email 
support. Note: Department of Commerce has not 
set up this feature.  

Worksheet options Allows you to specify if you want to display the 
table, the graph, or both.  Also allows you to 
specify a character to use for null values. 
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S A V E  A S  

This option allows you to save your specific report results as a workbook for easy access in the future.  Once 
saved, any entered parameters and additional formatting will be retained.  Saved reports are accessible to 
only the creator or owner via the worksheet list, so other users will not see another user’s saved reports. 

Step 1.   Click the Save As link. 

 

Step 2.   Enter a value in the Workbook Name field and press Apply. 

Result:  A confirmation message will appear indicating that the report has been saved and the name of the 
workbook will be updated. 

 

Note:  The workbook will now appear in your workbook list. 
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P R I N T A B L E  P A G E  

Printable Page allows you to set header and footer options, display options and basic page setup 
parameters. 

Step 1.   Click the Printable Page link. 

 

Step 2:  In the Content Tab, select the options that impact the content that is printed, including whether to 
print the table and/or graph as well as header/footer information. 

Step 3:  In the Page Setup tab, enter the layout criteria, such as paper size, orientation, and margins. 
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Step 4:  Click the Preview Sample button to view a sample report 

Step 5:  Click the Printable PDF button to generate a PDF based upon the parameters set. 
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E X P O R T  

Export allows users to export data tables and graphs in specific file formats. 

Step 1: Click the Export link.  

Step 2:  Use the drop down list to select the export file format.   

 

Step 3:  Press the Export button. 

Result:  A window will display when your export is ready. 

 

Step 4:  Click the button to view or save the export.  Based upon your export type, additional windows will 
display. 
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C R E A T I N G  N E W  R E P O R T S  

Reports can be created from scratch or modified using Discoverer Plus, which is currently not available for 
the general user public.  The creation of new or modification of existing reports will be handled by the 
Sunflower Management Center.  Any requests for new or modified reports should be brought to the Property 
Management Officer, and the standard Change Request procedure will be followed from there. 

Any requests for new or modified reports should contain the following information: 

 Name of report 

 Purpose of report 

 Parameters needed to run report 

 Data expected on report output, (e.g., Barcode Number, Custodial Area, etc.) 

 Calculations (e.g., average dollar value of assets queried) 
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P R E F E R E N C E S  

Use the Preferences form to personalize your Data Warehouse session.  Query Governor will allow you to 
limit the length of time queries run or alert you at specific times.  You can also control the display of the axis 
labels and summary data options.  Once you update a value, press the apply button to save your changes. 
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A P P E N D I X  I :  1 0  C R I T I C A L  R E P O R T S  

This section contains descriptions and screen shots of 10 critical reports for the Department of Commerce. 
 

1. Assets Excessed from Bureau 
2. Assets Retired – Inventory 
3. Assets Transferred for Period – By Custodial Area 
4. Assigned to Inactive Contacts – Assets Assigned to Inactive Contacts and Users 
5. NOAA Open Requests 
6. Null Serial Number 
7. Property Accountability Officers 
8. Resolutions Created by Person Outside of Asset Custodial Area 
9. Scanned or Keyed Assets Not Found in Sunflower 
10. Zero Dollar Items 
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A S S E T S  E X C E S S E D  F R O M  B U R E A U  

Report Description: Shows a list of assets excessed from selected Bureau/Region during given time frame 

Required Parameters: Start Date, End Date 

Optional Parameters: Bureau/Region, PAO, Custodial Area 
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A S S E T S  R E T I R E D  –  I N V E N T O R Y  A S S E T S  

Report Description: Provides a list of retired assets from the Management Module 

Required Parameters: Start Date, End Date 

Optional Parameters: Bureau/Region, PAO, Custodial Area 
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A S S E T S  T R A N S F E R R E D  F O R  P E R I O D  –  B Y  C U S T O D I A L  A R E A  

Report Description: Provides a list of assets transferred from one Bureau/Region or Custodial Area to 
another for a given time period.  Grouped by the destination Bureau or Custodial Area 

Required Parameters: Start Date, End Date 

Optional Parameters: Bureau/Region, PAO, Custodial Area 
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A S S I G N E D  T O  I N A C T I V E  C O N T A C T S  –  A S S E T S  A S S I G N E D  T O  I N A C T I V E  

C O N T A C T S  A N D  U S E R S  

Report Description: Provides a list of assets that have current users or property contacts assigned to them 
that are no longer active in Sunflower 

Required Parameters: None 

Optional Parameters: Bureau/Region, Custodial Area, Location, People 
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N O A A  O P E N  R E Q U E S T S  

Report Description: Shows all open NOAA Requests 

Required Parameters: None 

Optional Parameters: None 
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N U L L  S E R I A L  N U M B E R  

Report Description: Provides a list of all assets, excluding Commodity and Material asset, that have a Null 
value in Serial Number 

Required Parameters: None 

Optional Parameters: Bureau/Region, PAO, Custodial Area 
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P R O P E R T Y  A C C O U N T A B I L I T Y  O F F I C E R S  

Report Description: Provides a list of Property Accountable Officers (Primary Contacts) for each Property 
Accountability Office. 

Required Parameters: None 

Optional Parameters: PAO, Max number of characters in PAO name 
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R E S O L U T I O N S  C R E A T E D  B Y  P E R S O N  O U T S I D E  O F  A S S E T S  C U S T O D I A L  

A R E A  

Report Description: To see if an asset assigned to a Property Contact has a recorded resolution from a 
Property Contact of a different Custodial Area 

Required Parameters: None 

Optional Parameters: Bureau/Region, Review Campaign, Custodial Area, Location 
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S C A N N E D  O R  K E Y E D  A S S E T S  N O T  F O U N D  I N  S U N F L O W E R  

Report Description: Displays a list of assets found during inventory (scanned or keyed in through MobileTrak 
only) that are not in the database 

Required Parameters: None 

Optional Parameters: Source Load Group, Device Identifier 
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Z E R O  D O L L A R  I T E M S  

Report Description: Displays a list of assets that have a Zero Dollar value 

Required Parameters: Start Date, End Date 

Optional Parameters: Bureau/Region, Custodial Area 
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A P P E N D I X  I I :  R E P O R T  P A R A M E T E R  M A T R I X  

This section contains a matrix of each report and its required and optional parameter values.  The matrix is 
broken out by the following functional areas: 

1. Management 
2. Change 
3. Reference Data 
4. Excess 
5. Finance 
6. Inventory 
7. NOAA 
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M A N A G E M E N T  R E P O R T S  

Report Name  Report Detail 
Required 

Parameters 

Additional 
(Optional) 
Parameters 

Asset Count and Value  Asset Detail  Effective Date 
Bureau/Region, 

PAO, Custodial Area 

Asset Count and Value  Count Summary  Effective Date 
Bureau/Region, 

PAO, Custodial Area 

Assets Retired  Agreement Assets  Start Date, End Date 
Bureau/Region, 

PAO, Custodial Area 

Assets Retired  Financial Assets  Start Date, End Date 
Bureau/Region, 

PAO, Custodial Area 

Assets Retired  Inventory Assets  Start Date, End Date 
Bureau/Region, 

PAO, Custodial Area 

Assigned to Inactive 
Contacts 

Assets Assigned to Inactive 
Contacts and Users 

‐ 
Bureau/Region, 
Custodial Area, 
Location, People 

Assigned to Inactive 
Contacts 

Assets Assigned to Inactive 
People that are Active Prop. 

Custodians 
‐ 

Bureau/Region, 
Custodial Area, 
Location, People 

Assigned to Inactive 
Organizations 

‐  ‐ 

Bureau/Region, 
PAO, Custodial Area, 

Location, Asset 
Interest Type 

Average Cost by 
Manufacturer and Model 

‐  ‐ 

Manufacturer, 
Model, Official 

Name, Asset Type, 
Bureau/Region 

Creation Lag Report  by Bureau or Region  Start Date, End Date  ‐ 

Creation Lag Report  by PAO  Start Date, End Date  ‐ 

Creation Lag Report  by PAO across Months  Start Date, End Date  ‐ 

Days Since Login  ‐ 
User Organization, 
Person(s), Login 

Name  ‐ 

Invalid Catalog Entries  ‐ 
‐ 

Bureau/Region, 
PAO, Custodial Area 

Life Weighted Average  By Asset Type  Start Date, End Date 
Bureau/Region, 

PAO, Custodial Area, 
Asset Type 

Modifier Report  ‐  Start Date, End Date  ‐ 
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Null Serial Numbers  ‐ 
‐ 

Bureau/Region, 
PAO, Custodial Area 

User(s) Currently Assigned 
to Assets 

‐  Current User 
Parameter  ‐ 

Zero Dollar Items  ‐ 
Acquisition Start 
Date, Acquisition 

End Date 

Bureau/Region, 
Custodial Area 
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C H A N G E  R E P O R T S  

Report Name  Report Detail 
Required 

Parameters 

Additional 
(Optional) 
Parameters 

Assets Transferred for 
Period 

by Bureau or Region  Start Date, End Date 
Bureau/Region, 

PAO, Custodial Area 

Assets Transferred for 
Period 

by Custodial Area  Start Date, End Date 
Bureau/Region, 

PAO, Custodial Area 

Assets Transferred for 
Period 

by PAO  Start Date, End Date 
Bureau/Region, 

PAO, Custodial Area 

Bureau or Region Change 
Report 

New and Old Value  Start Date, End Date 
"New" 

Bureau/Region, 
"Old" Bureau/Region

Bureau or Region Change 
Report 

New Value  Start Date, End Date  "New" 
Bureau/Region 

Changed Asset Detail  ‐ 

‐ 

Date(s),,Changed 
Field, "New" Value, 
Bureau/Region(s), 
PAO, Custodial 

Area(s) 

History of User(s) Assigned 
To Assets 

Excess Asset User Changes 
For User(s)   User Parameter  ‐ 

History of User(s) Assigned 
To Assets 

User(s) Formerly Assigned 
To Excess Assets   User Parameter  ‐ 

History of User(s) Assigned 
To Assets 

User(s) Formerly Assigned 
To Inventory Assets   User Parameter  ‐ 

History of User(s) Assigned 
To Assets 

Inventory Asset User 
Changes For User(s)   User Parameter  ‐ 

PAO Change Report  New and Old Values  Start Date, End Date  ‐ 

PAO Change Report  New Values  Start Date, End Date  ‐ 

Retagged Assets  Financial Assets  Start Date, End Date  ‐ 

Retagged Assets  Inventory Assets  Start Date, End Date  ‐ 
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R E F E R E N C E  D A T A  R E P O R T S  

Report Name  Report Detail 
Required 

Parameters 

Additional 
(Optional) 
Parameters 

Asset Center 
Representatives 

‐  ‐ 
Custodial Area to 
Include, Custodial 
Area to Exclude 

Catalog Entries  ‐  ‐  Manufacturer 

Discoverer Users  ‐  ‐  ‐ 

Employee List  ‐  ‐  Organization, Active 

FSC Codes  ‐  ‐  ‐ 

Property Accountability 
Officers 

‐  ‐ 
PAO, PAO characters 

limit 
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E X C E S S  R E P O R T S  

Report Name  Report Detail 
Required 

Parameters 

Additional 
(Optional) 
Parameters 

Assets Excessed from 
Bureau 

‐  Start Date, End Date 
Bureau/Region, 

PAO, Custodial Area 
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F I N A N C E  R E P O R T S  

Report Name  Report Detail 
Required 

Parameters 

Additional 
(Optional) 
Parameters 

Additions and Adjustments 
All Asset Additions and 

Adjustments 
Start Date, End Date 

Financial Type, 
Bureau/Region, 

PAO, Custodial Area 

Additions and Adjustments 
Capital Asset Additions and 

Adjustments 
Start Date, End Date 

Financial Type, 
Bureau/Region, 

PAO, Custodial Area 

Adjustments to Fully 
Depreciated Assets 

‐  Start Date, End Date 
Bureau/Region, 

PAO, Custodial Area 

Assets with Multiple 
Projects 

‐  ‐ 
Bureau/Region, 
Custodial Area 

Historical Executive 
Summary 

by Asset Type (no Graph)  Start Date, End Date  ‐ 

Historical Executive 
Summary 

by Month by Asset Type (no 
Graph) 

Start Date, End Date  ‐ 

Historical Executive 
Summary 

Per Asset Type with Graph  Start Date, End Date  ‐ 
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I N V E N T O R Y  R E P O R T S  

Report Name  Report Detail 
Required 

Parameters 

Additional 
(Optional) 
Parameters 

Campaign Completion 
Projection 

Actual  Review Campaign  ‐ 

Campaign Completion 
Projection 

Hypothetical Days Required 

Campaign Name, 
Number of Assets, 

Operators, 
Assets/Tech/Day 

‐ 

Campaign Completion 
Projection 

Hypothetical Find Rate 
Required  

Campaign Name, 
Number of Assets, 
Operators, Calendar 

Days 

‐ 

Completion Projection from 
Historic Campaigns 

‐ 

Name of Campaign, 
Assets in Campaign, 
Operators Working, 
Base Campaign 

‐ 

Daily Resolution Rate Per 
Operator 

by Campaign  Review Campaign  ‐ 

Daily Resolution Rate Per 
Operator 

by Campaign and Date  Review Campaign  ‐ 

Daily Resolution Rate Per 
Operator 

by Campaign and Month  Review Campaign  ‐ 

Failed Resolutions  ‐  ‐ 
Source Load Group, 
Device Identifier 

Historical Executive 
Summary by Asset Category 

Executive Summary 
Percentages by Asset 

Category 

Review Campaign, 
Capital Assets Only 

‐ 

Historical Executive 
Summary by Asset Category 

Executive Summary Found 
vs. Open by Asset Category 

Review Campaign, 
Capital Assets Only 

‐ 

Historical Executive 
Summary by Asset Category 

Graphical Summary by 
Asset Category 

Review Campaign, 
Capital Assets Only 

‐ 

Historical Executive 
Summary by Custodial Area 

Executive Summary Found 
vs. Open Custodial Area 

Review Campaign, 
Capital Assets Only 

‐ 

Historical Executive 
Summary by Custodial Area 

Executive Summary 
Percentages by Custodial 

Area 

Review Campaign, 
Capital Assets Only 

‐ 

Historical Executive 
Summary by Custodial Area 

Graphical Summary by 
Custodial Area 

Review Campaign, 
Capital Assets Only 

‐ 
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Historical Executive 
Summary by PAO 

Executive Summary Found 
vs. Open by PAO 

Review Campaign, 
Capital Assets Only 

‐ 

Historical Executive 
Summary by PAO 

Executive Summary 
Percentages by PAO 

Review Campaign, 
Capital Assets Only 

‐ 

Historical Executive 
Summary by PAO 

Graphical Summary by PAO 
Review Campaign, 
Capital Assets Only 

‐ 

Historical Executive 
Summary by Site and 

Location 

Executive Summary Found 
vs. Open by Site 

Review Campaign, 
Capital Assets Only 

‐ 

Historical Executive 
Summary by Site and 

Location 

Executive Summary Found 
vs. Open by Site & Location 

Review Campaign, 
Capital Assets Only 

‐ 

Historical Executive 
Summary by Site and 

Location 

Executive Summary 
Percentages by Site 

Review Campaign, 
Capital Assets Only 

‐ 

Historical Executive 
Summary by Site and 

Location 

Executive Summary 
percentages by Site & 

Location 

Review Campaign, 
Capital Assets Only 

‐ 

Historical Executive 
Summary by Site and 

Location 
Graphical Summary by Site 

Review Campaign, 
Capital Assets Only 

‐ 

Historical Executive 
Summary by Site and 

Location 

Graphical Summary by Site 
& Location 

Review Campaign, 
Capital Assets Only 

‐ 

Historical Executive 
Summary Percentages by 

Contact 

Executive Summary Found 
vs. Open by Contact 

Review Campaign, 
Capital Assets Only 

‐ 

Historical Executive 
Summary Percentages by 

Contact 

Executive Summary 
Percentages by Contact 

Review Campaign, 
Capital Assets Only 

‐ 

Historical Executive 
Summary Percentages by 

Contact 

Graphical Summary by 
Contact 

Review Campaign, 
Capital Assets Only 

‐ 

Open Items  Open Items Only 
Review Campaign, 
Capital Assets Only 

Asset Type Category, 
Site, Location, 
Bureau/Region, 

PAO, Custodial Area, 
Official Name 
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Open Items  Open or Unfound Items 
Review Campaign, 
Capital Assets Only 

Asset Type Category, 
Site, Location, 
Bureau/Region, 

PAO, Custodial Area, 
Official Name 

Performance to Goal  ‐ 
Review Campaign, 
Performance Goal 

Percentage 
‐ 

Resolutions Created By 
Person Outside of Asset 

Custodial Area 
‐  ‐ 

Review Campaign, 
Bureau/Region, 
Custodial Area, 

Location 

Scanned Or Keyed Assets 
Not Found in Sunflower 

‐  ‐ 
Source Load Group, 
Device Identifier 

Sensitive Item Campaign 
Comparison 

Found Count 
Campaigns, Sensitive 
Items Offical Names 

‐ 

Sensitive Item Campaign 
Comparison 

Percent Found Comparison 
Campaigns, Sensitive 
Items Offical Names 

‐ 
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N O A A  R E P O R T S  

Report Name  Report Detail 
Required 

Parameters 

Additional 
(Optional) 
Parameters 

NOAA IT Components  ‐  ‐  ‐ 

NOAA Open Requests  ‐  ‐  ‐ 

NOAA Transaction Count  ‐  Start Date, End Date  Users, Line Office 

 

 


