Sunflower Training (Step-By-Step)

Welcome to Sunflower Training!

The following training is designed to enable you to learn how to access information about capital
assets in the Sunflower Assets system. It is suggested that you print this training manual and then
perform the easy to follow instructions of the Step-By-Step method.

How to Login to Sunflower

Before you can use the Sunflower Assets system, you have to log into the system. The following
information will describe how to locate Sunflower and log into the system.

= = S Start at the UAB Main Web
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e I v 8 AdminSystems link beneath
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R UAB Discussion Book
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Anderson

e — In the AdminSystems page
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fctiress €] bt jowwy.ush, edfsdminsystems/index.pho v B Equipment Accounting SyStem
link in the left margin.

University of Alabamna at Birmingham

Information Technology

Administrative Systems Home TUCC Home IT Home UAB Home

ADMIN SYSTEMS APPLICAT]

Oracle HR & Finance

BlazerNET Student/Advancement Select the Admi ems application you wish to access fraom the menu on the left. If you need help, select "Other
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Optioc/WebIT
Budget Model * wWeekly HR/Finance System Maintenance The HR/Finance system is scheduled for downtime every week from
6 AM until 6 PM Saturday, We apalagize far any inconvenience.

Fosted on: 010972006

Other Resources

*  Finance Closeout Calendars Click here to view the Monthly Closeout Information and Deadlines,
FPosted on: 01/09/2006

* Ppayroll Processing Calendar The payroll processing calendar for the current month can be found here, (FDF
format, right click and choose "Save file as..." to download to your desktop for viewing)
Fosted on: 1040372005
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= ST T = A Security Information window
-0 NRG LAROLE-UE B . Y :
will pop up. Just click Yes to
Address gj hitps: fisunprod. tuee uab. edufplsfsnflwr_03080000_proxy_SUNPRODsa_owa_auth_passward.init v a Go proceed

Security Information

This page contains both sesure and nonsscure
& Items,

Do you want to display the norsecurs items?

 ves I Mo ][ Moelio

Iy

e : _ : Sunflower actually resides on the
= —= : internet at this address:

https://sunprod.tucc.uab.edu/p
Is/snflwr_03080000_proxy_SU

adcress | @] hitps:fjsuntest.buce.uab edujpls/snfivr_03080000_proxy_SUNTEST/sa_owa_auth_password.init

Sunflower Assets - Production 3.8.0.0 — NPRODIsa_owa_menu. If
needed, simply type this address
Authentication into the browser and press
Enter. You may also add this
Tou must identify yourself to Sunflower Assets(TM) before proceeding. page to your Favorites.
Username
Passwrd This is the Authentication screen
Enter your username and password then click the [Login] button below where you Iogin to Sunflower

Assets.

The link is: https://sunprod.tucc.uab.edu/pls/snflwr 03080000 proxy SUNPROD/sa owa menu
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™

File Edit Yiew Favorites Tools  Help " .
Qe - () Iﬂ E A ,'”SEarch “_w'ﬂ';fFaVDntes & = E 3 Type your B'lazer IDin th? y
aeldress ] https fisuntest bucc,uab edufpls/snfiwr_D3080000_proxy_SUNTEST/sa_owa_auth_password.init v Eeo ks ? Username_ field and your Str ong
password in the Password field.
Sunflower Assets - Production 3.8.0.0 Note: You (.jo not have to use. the
ORACLE CAPS key in the Username field.
Sunflower automatically
S e capitalizes your username.
Then, click on the Login button.
You must identify vourself to Sunflower Assets(TI) before proceeding,
Username FSUTHER
Dassword |esssssssss|
Enter your username and password then click the [Login] button below
< EER
File Edt View Favorites Tools Help " N t S ﬂ
00 NR G L% e B . L 3 .OW, (0] a-CCGSS untriower,
- T simply click on the Sunflower
Address | ] https: ffsunprod.tucc uab. edufplsisnflwr, rox: 'sa_owa_menu - Go T . .
ktps: ffsunpred. b /plst: _03080000_proxy_SUNPROD/sa_owa_r ASSetS Onllne Ilnk_
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So, What Am | Looking At?

Assals3.8

@Copyright 1997-2005

all rights reserved

This is the Main “splash” screen
of the Sunflower Assets system
that you see after you login.

In the Menu bar, you will see various modules. The only module that end-users will find most useful is

Mgmt.

& Sunflower Assets 3.8.0.0 - Production - 10/10/2006 (FSUTHER@SUNPROD. TUCC.UAB. EDU)

Admin Reports Uil

] surl Asset Search

Management Reports

arAssels3.8

®Copyright 1997-2005

all rights reserved =

mmary and Histary

Version: 8/13/2007 Getting Started

First, click on the Maximize
button to enlarge the screen.
The purpose of maximizing this
screen is so that you can
reference information in the
bottom Status bar. Click on
Mgmt in the Menu and select
Inventory Asset Summary and
History.
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There are a number of elements to become familiar with on a Sunflower screen. Here is the
Inventory Asset Summary and History screen which is the first selection under Mgmt in the drop-
down Menu. Look at the areas pointed out on the screen.

Help

B0O0&E 5 Menu Bar

Tool Bar

Title Bar

Status Bar

The Menu Bar is a pull-down list of options used to navigate to other screens. To select, simply click
on the menu option.

When you place your curser on any of the buttons on the Tool Bar, a “Tool Tip” will appear to give
you information about the button’s function. See example below:

BEHEOD 4 oav BEEHEEN I8 ? HeEev=EBEOLO &&2

Here is a complete listing of Tool Bar buttons and descriptions.

Tool Bar buttons

E Print Screen  Prints the current screen to your default printer.

ﬂ Clear All  Clears information from the current form, effectively leaving you with a new one. This is
particularly useful when you need to exit the current information on the screen and start a new query or
input new information.

ﬂ Find Creates a new query if you are in standard mode. Executes a query if you are in query mode
(indicated by "Enter Query" at the bottom of the screen).

Version: 8/13/2007 Getting Started 5
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=

Remove Record Deletes the current record.

Clear Record Clears the current record and undoes any changes you have made to that record.

Summary & History Opens the Asset Summary and History screen record and displays the event that

closed this interest asset.

Resolution Lookup Opens the Lookup Asset Resolutions screen for the current record.

Comment/Picture/Attachment Opens the Comments, Picture and Attachments screen, enabling you
to view any comments, pictures and attachments supporting the current record.

Location Opens Maintain Locations screen enabling you to view the location for the current record.

m I o

nelu v
| AMAXA BIOSYSTEMS AAD-1001||ELECTROPORATOR
ELECTROPORATOR
20600231 |~

e “

§12,150,00 | CAPITALIZED 08/31/2006
UNK UNKNOWN

UNINWERSITY UAE
392100000: BIOCHEM & MOLECULAR GENETIC SUNDERLAND GARY L 1016607

ON CAMPUS__BUILDING__KAUL__ROOM__530 |

FRONT__GRANT

mation

Click into the Identifier field and
input an existing asset number.
Then press the Tab key. (Itis
suggested that you navigate
around the fields with the Tab
key instead of the Enter key.)
The asset fields will then
populate.

Title Bar

Status

The Title Bar indicates the name of the form (window) along with context information related to the
form, such as the page number, etc.

The Status Bar displays any status information related to the asset record. Also works in conjunction
with the “Tool Tips” bubble to provide icon or button information.

Version: 8/13/2007 Getting Started
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Now, let’s look at the fields of an actual asset record. Type 399877 in the Identifier field.

-
CREATE CAPITAL ITEM

ﬂ $12,150.00 | CAPITALIZED 08/31/2008 . 05/31/2006
UMM 10/02/2006 o [
L / \| o |

(1) I ——
UAB @

7N\
332100000 BIOCHEM & MOLECULAR GENETIC @ SUNDERLAND GARY L 1016607 1
\_/
Pam
16
OM CAMPUS__BUILDING__KALL__ROOM__530 @
7\
FRONT__GRanT (18

Creator Information |rterest Details

1. The Identifier is the unique asset ID or property tag number of the asset. Typically, this is the
asset tag number unless the asset is untaggable.

2. The Manufacturer is undoubtedly, the manufacturer of this equipment.

3. The Model is a concatenation of the manufacturer’'s model name and the official name that has
been attributed to this equipment.

4. The Official Name is the name by which the equipment will be referred to here at UAB.

5. The Serial Number is the unique identifier that the manufacturer has assigned to this equipment.
6. The Initial Event field identifies the event that precipitated creation or reactivation of the asset.
7. The Asset Value is the capitalized value of the equipment.

8. The Acquisition Date and Responsibility Date The Acquisition Date is the invoice date and the
responsibility date generally defaults to the Acquisition Date.

Version: 8/13/2007 Getting Started 7
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9. The Effective Date is the “as of” date of the asset record.

10. The Activity Status/Type is the status indicator of the asset; for example, IN SERVICE means
the asset has been located in inventory and TEMPORARILY MISPLACED means the asset has not

been found in inventory.

11. The F/GIS field provides three flags indicating whether the equipment is Federally titled (F),
Government furnished (G), or grant Sensitive (S). Y means Yes and N means No.

12. UAB is the owner of all capital equipment!

13. The Manager field indicates whether the asset is part of the HOSPITAL or the UNIVERSITY
asset inventory.

14. The Steward field identifies the specific organization that has responsibility for the equipment.
The data displays the steward org number and organization name concatenated.

15. The AEO field displays the Accountable Equipment Officer for the steward organization.

16. The User field identifies a specific individual who has been approved to take UAB equipment at
off campus, usually to their home.

17. The Location field identifies the physical location of the equipment.

18. The Global User Fields field identifies additional information about an asset, such as service
center affiliation, vehicle license number, etc.

Version: 8/13/2007 Getting Started 8
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There are a few additional concepts about how information is displayed in the Sunflower screens that
will be helpful to understand. Here they are:

User Defined Fields (UDFs) — These fields contain unique information about an asset
specific to the requirements of the Equipment Accounting Department and UAB.

The Asset Value field is a User
] 71 Defined Field. Double-click in
Zlnclue thIS fI8|d.

395465

FISHER SCIENTIFIC
INCUBATOR

400264752

CONYVERTED CARITAL ITEM FROM EAS |

IN SERVICE
UNINWERSITY UAB
331000000: CTR BIOPHYSICAL SCIENCES/ENG HARRINGTON MICHAEL D 1005667

Creatgr Information st Dets

A Momt Einance [naci Admin Reports  Eunctions LA

ﬂﬂﬂ]ﬁﬂ[ﬂjlﬂﬂﬂﬂﬂ B 7 HwEg Specific information about the
it Surnmay Asset Value will appear. The
Agget Value Type Asget Walue Quantity Uppel’ fOI’m indlcates the ASSEt
FoPuRCHsSE  snEem . Value type and Asset Value. The
lower form indicates the cost
2500KCIINCUBATOR: LABORATORY records for the asset.

$248.16 | V__FAS 536803__8790__FEDERAL GRANTS & CONTR, OWNER REPOSITORY

Version: 8/13/2007 Getting Started 9



Sunflower Training (Step-By-Step)

Asset Walue Type Asszet Walue Quantity

& Companent Details

To view the specific information
about a cost record double-click
in the record under User Fields*.

¥ &
$245 16 |V__FAS 536803__8790__FEDERAL GRANTS & CONTR.

OWNER REPOSITORY

FAS 536803
790

FEDERAL GRANTS & CONTRACTS
U0301800:CTR. MACROMOLECULAR CRYSTALLOGRA

UNNERSITY

RCONY

01/01/1900

113662

CON

HCONY

010171900
000123831
060372004

FISHER SCIENTIFIC
CHECK

Version: 8/13/2007 Getting Started

Specific information will appear.
Considerable detail about the
actual purchase is noted.

To close this form, click on the X
in the upper right corner of the
form.

Note: XCONV will be displayed
in some fields and denotes that
this information was not present
in the legacy system EAS, but
was required upon conversion.
Similarly, the date information of
01/01/1900 was used to
populate required date fields
upon conversion; however the
data was not required in EAS.

10
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Asset Value Type Asset Walue Quantity

$245.16||¥__FAS 536303 _8790_ FEDERAL GRANTS & CONTR,

To close these forms, click on
the X in the upper right corner of
the top form.

OWNER REPOSITORY

B H
J o

FlInclude hi

395465

FISHER SCIENTIFIC
INCUBATOR

400264782

CONYERTED CAPITAL ITEM FROM EAS

§11,668.03 | CAPITALIZED

UNK UNKMNOWN
IN SERVICE

UNINWERSITY
331000000; CTR BIOPHYSICAL SCIENCES/ENG

o

395465

2500KCIINCUBATOR: LABORATOR

05/12/2004 05/12/2004

2577005 |

UAB

HARRINGTON MICHAEL D 1005667

Creator Information

Interest Detzils

QN CAMPUS

BUILDING CBSE

| EEE

e

I |
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Getting Started

Another example of an UDF is
the Location field. It provides
specific location information
about the asset. Double-click in
the Location field.

The Location window opens.
This is where the specific
location information is input for
the asset record. To close a
UDF, simply click on the X
button.

11
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appears in the asset record is
concatenated from several fields
. -creatgrmformam -wmerest DS Lo on the location screen.

nance [nactive E C n EL Help - .
HEHEE & av 55 B 7?2 HugevicecBEDS @ H= D.Ouble-C.th|ntIhIEGIObaIUser
£ Field to view additional asset
Einclude his 0 | information.
305455 305465
FISHER SCIENTIFIC ZA00KCIINCUBATOR LABORATZRY
INCUBATOR
400264782
—_—
| L~ |
$11,658 03| CAPITALIZED 051272004 |
UNK UNKNOWN @-"."
]
UNIVERSITY AR
HARRINGTON MICHAEL O 1005667
- @
-~ |
Creator Information Interest Detzils
Action Edit Guery Block 0| Laokup Help . . .
BEHB0 « Av BEEEN ZH 7 HeGBevo-BBRIOO&A The information in the Global
ftribute Information - 5aue2010 71 % User F|e|d reVeaIS Whel’e the

property tag is placed upon the
asset. In addition, if an asset has
been purchased by a grant, that
will be shown. Also, if the asset
is a vehicle, then specific
relevant information will be
indicated.

Note: When an Equipment
Disposition Form (EDF) is
submitted for an asset, the EDF
number and date will be
indicated here. As a subsequent
EDFs are submitted, the
previous EDF number and date
will be overwritten.

Record: 11

Version: 8/13/2007 Getting Started 12
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Additional Sunflower Concepts: Initial Event, Ongoing Event, and Final Event

CREATE MEMO ITEM

LATE LEGACY LOAD INITIAL
REVERSE WRITE OFF CAPITAL [TEM
REVERSE WRITE OFF MEMO ITEM

OM CAMPUS

omt Einanc e ons n

!EJE]J[ﬂIﬂjIEIiI@EEIE Iﬂ”ﬂﬂ YeEBB 0O @88

EJI&-\alrﬂam I 010

TRANSFER HOSP TO UNIY
TRANSFER UNIY TO HOSP

Momt Einanc n Re ons  Utility n

BHOA #A/av HEEEE IR 7?7  He§eav-EBEIS &&2

Final Even pes

%

Find

| CAPITAL THRESHOLD WRITE OFF
DECAPITALIZE ITEM

LATE LEGACY LOAD FINAL

LOST WRITE OFF

OTHER

RETURNED TO YEMDOR

SALE OF BUSINESS COMPOMENT
SCRAPPED/CANMNIBALIZED

S0LD - OTHER

SOLD - SEALED BID

STOLEN

TRADE OUT

TRANSFER CUT - GOVERNMENT
TRANSFER CUT - GRANT

z

Version: 8/13/2007

Getting Started

When an asset record is created
in Sunflower, an Initial Event is
recorded. This event recognizes
the method by which the asset is
“created” in the system.

Note: The Initial Event for most
assets in Sunflower will be
“CREATE CAPITAL ITEM.” The
Initial Event “CONVERTED
CAPITAL ITEM FROM EAS”
indicates that the asset existed
in the earlier EAS system and
was converted to Sunflower
effective 12/31/2006.

There are only two possible
Ongoing Events for an asset.
The asset can be transferred
from the University to the
Hospital or transferred from the
Hospital to the University.

There can be a Final Event for
an asset. This event recognizes
the final disposition or
“retirement” of the asset from a
physical and financial
accountability perspective.
Proper disposal of an asset is
subject to regulations.

13
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Additional Sunflower Concepts: Summary and History

Inventory Asset Summary and Histary
Asset Search

Management Reports

—’

Sunhflowersses38

To look up or research a specific
asset, click on Mgmt in the
Menu, then select Inventory
Asset Summary and History.
Please note that these are the
only options available for users.

@ Copyright 1997-2005
all rights reserved

Mogmt Finan

Version: 8/13/2007

The Inventory Asset Summary
and History screen appears.
Click in the Include History box
to place a check in it.

Creator Information [nterest Details

Getting Started
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Agmin Regorts Eunctio Help

Hu€ev~-BR0OO&E

WASHAW SCIENTIFIC
CRYOSTAT
BEG

CONVERTED CAPITAL ITEM FROM EAS

§14,437,00 |CAPITALIZED 01/22/1999
UNK UNKNOWN

IN SERVICE
HOSPITAL
705401000: LABS-HOSPITAL POLHILL SHERRY R 1025232

ON CAMPUS__ BUILDING__NP__ROOM__ B333

FRONT__NOMGRANT

Version: 8/13/2007 Getting Started

Type the asset number in the
Identifier field. Then press the
Tab key.

The asset record will appear.
Notice the v in the field to the
right of Include history. This field
indicates that there are historical
records available to view. When
the v is indicated, this means
that you are viewing the latest
record for the asset and there
are additional records “previous”
to the current record. The
sequence of the records will be
indicated in the Effective Date
field. To view the history for this
asset, press the down arrow key
on the keyboard.

Note: To view “historical”
records-

v - Press the down arrow key to
view previous records

Av - Press the up or down arrow
key to view previous or later
records

A — Press the up arrow key to
look at later records

15
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WASHAW SCIENTIFIC
CRYOSTAT
BB

CONVERTED CAPITAL ITEM FROM EAZ

§14,437 00| CAPITALIZED

UNK UNKNOWN
TEMPORARILY MISPLACED

HOSPITAL
705401000: LABS-HOSPITAL

_EIHIZE/’ZEIEIE

UAB

FPOLHILL SHERRY R 1025232

Creator Information

Ifiterest Details

Version: 8/13/2007

Getting Started

The field now indicates that there
is a history record Av before and
after the current record. You can
press either the up or down
arrow keys to view these
records.

16
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Additional Sunflower Concepts: Asset Resolutions

Action Edit Query Biock Record Field Lookup Help
Ed i
Tl Include history

381771

BHAN « av BEEKH

Hi ?2 HeGevie-BBEDNS @&

0|

381771

WASHAW SCIENTIFIC

o |

CRYDSTAT

BEE

H3GE00IICRYOSTAT

CONVERTED CAPITAL ITEM FROM EAS

$14,437 00 |CAPITALIZED

UMK UNKMOYWN

0202006 |

MesRvcED

HOSPITAL LAB
705401000: LABS-HOSPITAL

POLHILL SHERRY R 1025232

TH 7 He@e/<BEDOHEE

o |

381771

WASHAW SCIENTIFIC

CRYOSTAT

23]

CONVERTED CARITAL ITEM FROM EAS

$14,437.00 |CAPITALIZED

MK UNKMOWN

09/26/2005__

EMPORARILY MISPLACED__> |

HOSPITAL

UAE

705401000: LABS-HOSPITAL POLHILL RRY R 1025232

OWN CAMPUS__BUILDING __JT__ROOM__J725

FRONT__NOMGRANT

Version: 8/13/2007
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The physical resolution of an
asset is recorded for the most
recent physical inventory or
“Review Campaign.” For
example, following a physical
inventory conducted by the
Equipment Accounting
Department, a specific asset is
not found. The Not Found
Inventory Report is mailed to the
steward org’s AEO identifying
any equipment that was not
found during the physical
inventory. Subsequently, when
the AEO discovers the
equipment and reports that the
equipment is in a different
location, the asset resolution is
updated by EAD. This completes
the resolution of the asset
related to that review campaign.
Additional events can happen to
the asset and they would be
recorded as well, such as:
transfer to another location via
EDF, change steward org via
EDF, or sent to Surplus via EDF.

In this example of an inventory
asset resolution, Exhibit A
indicates that as of Effective
Date 10/20/2006, Asset #
381771 has an Activity Status of
In Service and was located On
Campus in Room 6338 of North
Pavilion.

However, in a previous record of
the asset shown in Exhibit B,
the asset’s Activity Status was
Temporarily Misplaced and the
location shown was Room J725
in Jefferson Tower on the
Effective Date of 09/26/2006.

17
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Action Edit Qu ord Field Lookup Help

381771

T ENEYEY

o

381771

WASHAW SCIENTIFIC

CRYDSTAT
GEG

CONYERTED CAPITAL ITEM FROM EAS

§14,437 00| CAPITALIZED

UNK, UNKMNOWWN
IN SERVICE

HOSPITAL
705401000 LABS-HOSPITAL

H3BE00(IBR Y OSTAT

DG

EERN

UAB

POLHILL SHERRY R 1025232

ON CAMPUS__ BUILDING __JT__ ROOM__J725

FRONMT__NOMGRANT

Creator Information

Interest Detzils

Record: 11

Action Edit Query Block Record Fisld Lookup Help Window

BHEQ Aavy HEEEE ZH 7 HeEe¢-<BB 06 &&%2

381771
WASHAWY SCIENTIFIC

CRYOSTAT

OMLINE PHYSICAL <}

H3BE00||ICRY OSTAT &

10/202006-10:02:68

In the original asset record
shown in Exhibit C, as of
12/31/2005, this asset was
indicated to be In Service in
Room J725 in Jefferson Tower.

The three history records for the
asset showed it to be In Service,
then Temporarily Misplaced and
then In Service again in another
location.

To verify the latest resolution for
an asset, click on the Resolution
button.

ON CAMPUS__BUILDING __NP__ROOM__5338

1030081 RUDOLPH

FY2005-2008 PHYSICAL INVENTORY

JESSE A

10/01/2004

Version: 8/13/2007

Getting Started

The AEO returned the inventory
report indicating the new
location. The Asset Resolution
screen shown in Exhibit D
indicates that the record was
updated on 10/20/2006 by Jesse
Rudolph. The type of resolution
is Online Physical which means
that EAD received a notification
from the org declaring that they
had located the asset.

Note: By clicking on this scroll
bar, you can view prior inventory
resolutions for this asset.

18
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These are examples of
resolutions that will be recorded
for an asset.

L

BARCODE KEY
OMNLIME PHY SICAL
INVENTORY ASSET INITIAL EVENT

0/071/2006
0/071/2006
10/071/2006
/0172006
0012006
0/071/2006
10/07/2006
/0172006
0/071/2006
/01/2006
0/071/2006

mEE

i

A

=]

EEE

EXCESS ASSET INITIAL EVENT
EXCESS ASSET IDENTIFIER CHANGE
CHAMGE LOCATION

CHAMNGE STEWARD

=]

b

0/12/2008

=]

H

| )
1
—_J

Another feature within Sunflower
is the ability to view Comments
about an asset. Simply click on
the button with the “paper clip”
icon. This is the Comment/

REICHERT JUNG Picture/Attachment button in the
EZZ;ESSOR Toolbar to view the comments
about an asset during its life

e ——————— 2 cycle.

§3,525.25 [CAPITALIZED 051341591 05/13/1931
UNK UNKNOWN

TEMPORARILY MISPLACED
UNINWERSITY UAE
392301000 MOLECULAR & CELLULAR PATHOI RODEM LYNNE C 1013750

Creator Information Interest Detzils

Version: 8/13/2007 Getting Started 19
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Comments

Cormrment Type
COMMENT

[®]

ew Comment

Comment Histor
™ OMVNER REPOSITORY on 08/26/2008 10:20:24

Mctivity status updated to Terporarily Misplaced by job EXT_STATUS_TO_TEMP_MISPLACED.MAIN on 26-5EP-06
* OWYHER REPOSITORY on 01/15/2006 01:30:21

DR. S.P. BIXHOP X 4612

= OWVMER REPOSITORY on 01/156/2006 01:30:21

TISZUE PROCESZO0R W/LID AND HEATER/COOLER

The Comment form will appear
listing comments, from the latest
to the earliest, about the asset.

T OWWNER REFOSITORY on 01/15/2006 01:30:21

Accessing Asset Information — Finding the Asset

A query function exists in Sunflower to enable a user to access asset records without knowing the
specific asset identifier. This “look up” feature works on the basis of retrieving all assets by a specified
Steward Org, Custodian, Manufacturer, Model, or even by Serial Number. Once you have retrieved
the records, you can scroll through them until you find the record you are looking for. The following

“look up” scenarios will describe how to utilize this query function.

Help

(TN ET

o |

de
3935 395877

AMAXA BIOSYSTEMS AAD-1001||[ELECTROPORATOR
ELECTROPORATOR

20600231

CREATE CAPITAL ITEM

§12,150.00 |CAPITALIZED

LN UNKMNOWWH 10/02/2006

UNNWERSITY UAB
392100000: BIOCHEM & MOLECULAR GENETIC SUNDERLAND GARY L 1016607

ON CAMPUS__BUILDING __KAUL__ROCM__530

FRONT__GRANT

Interest Details

Version: 8/13/2007 Getting Started

From an asset record screen,
click on the flashlight button in
the tool bar.
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Sunflower Training (Step-By-Step)

Accessing Asset Information by Steward Org

ookup

BEE *H 1 Hu€eo/-BEOO0&L The Query Criteria screen
appears. Click in the Steward

field. When the three dots
appear (the “ellipsis”), click on
this button. An LOV will appears
providing a listing from which
you make your selection.

Last Criteria

The LOV for any field contributes to the integrity of the data that is entered for each asset record. For
example: When you click on the ellipsis in the Steward Org field...

the ellipsis
(..)
4 ov BEEED TH 7 HBEOY<BBOLO0HE The LOV opens, showing all the

Steward Orgs at UAB to which
assets are affiliated. Select the
appropriate name in the Steward
list of values. Then, click OK.

p— Note: If a steward org does not
ST R TG, have any capital assets affiliated
311402800:MED-PULMONARY/ALLERGY/CRITICAL . . . . . .
with it, it will not appear in this
e LOV.

311403600:MED-DIVISION OF HUMAN GENE THERA,
311403800:MED-GENETIC & TRANSLATIONAL MED
311450000:MONTGOMERY INTERNAL MEDICINE
311500000:NEURDLOGY CHAIR OFFICE
311602000:ALZHEIMER'S DISEASE CENTER

Last Ciiteria

Version: 8/13/2007 Getting Started 21



Sunflower Training (Step-By-Step)

Click on the Execute button to
begin the search for assets for
the selected Steward Org.

*R d

ed To ed
[11403200: MED-DEVEL & CLINICAL \MMUN

Last Criteria

el

4 v BHE BB FET LT The Maintain Inventory Assets
screen reappears. Several asset

records specific to the selected
il Vo 0 0 .
— o Steward Org may be viewed
‘ from this screen.

BECKMAN INSTRUMENTS J6-BIICENTRIFUGE

CONVERTED CAPITAL ITEM FROM EAS simply press the dOWﬂ'aIITOW
! ; key on the keyboard to view all

§12,947 48 |CAPITALIZED 1984 asset records.
UNK UNKNOWN A I

IN SERVICE
UNNWERSITY UAB
311403200: MED-DEVEL & CLINICAL IMMUNOL, MASON MARY J 10056732

ON CAMPUS__BUILDING__SHEY, ROOM__4710

FRONT GRANT__020942_ 104122006

Version: 8/13/2007 Getting Started 22



Sunflower Training (Step-By-Step)

Accessing Asset Information by Manufacturer

In the Query Criteria screen,
click into the Manufacturer field.
When the three dots appear (the
“ellipsis”™), click on this button. A
list of values will appear.

Last Criteria

Action Edit Que

Select one of the names in the
Manufacturer list of values.
Then, click OK.

Manufacturer

3JCOM CORPORATION

® Agreement ® Financial

ory Subsef

Last Criteria
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Sunflower Training (Step-By-Step)

Eield Lookup

ﬂﬁ]ﬁﬂ[ﬂjlililﬂﬁﬂl Hi 7?2 Hedev=BELS@HE

Last Criteria

B H & 8= y-<EB 06 & &8

1890562
ATLT
COMPUTER NETWORKING EQUIFMENT

CONYERTED MEMO ITEM FROM EAS

UNIWERSITY
311401800: MED-PREVENTIVE MEDICINE

[ DN 0000 |
I

ON CAMPUS__BUILDING__MT__ROOM__502

—

UAB

MCCAMPEBELL SUZANNE B 1022367

INPROC__GRANT

Version: 8/13/2007 Getting Started

Now, click on the Execute
button to begin the search for
assets.

The fields of the Maintain
Inventory Assets screen will
populate with all asset records
specific to the Manufacturer
which was selected.

To view other assets for this
Manufacturer, press the down-
arrow key on the keyboard to
see additional asset records.

Notice that the total number of
assets, specific to the
Manufacturer, is shown in the
Status Bar.

Note: Be aware that selecting a
manufacturer such as “DELL”"
will return a large amount of
asset records. It may be helpful
to limit the search by specifying
two criteria — a selected steward
org and a manufacturer.
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Sunflower Training (Step-By-Step)

Accessing Asset Information by Model

In the Query Criteria screen,
click into the Model field.

Last Criteria

Type in the specific Model
number that you are looking for.
(The model number must be
exact.)

Click on the Execute button.

Last Criteria

Version: 8/13/2007 Getting Started 25



Sunflower Training (Step-By-Step)

BEHE0 « av SEEEE ZH 7 The fields of the Maintain
2 Sl Inventory Assets screen will
populate with all asset records
specific to the Model which was
198438 InpUt
DELL COMPUTER CORP
COMPUTER | To view other assets for this
; Model, press the down-arrow
O ERTED ChPTAL T FrOM Exe ) . key on the keyboard to see
_#MN _% peream additional asset records.
N SERVICE %
UNIVERSITY UAR | Notice that the total number of
4ES000000; PSYCHOLOGY ALSTON JAMES M 1019480 assets’ SpeCIfIC to the Modell |S

ON CAMPUS__BUILDING__CH__ROOM__159
FRONT__NONGRANT

e o e T

In the Query Criteria screen,
click into the Serial Number
field.

Last Criteria

Version: 8/13/2007 Getting Started 26



Sunflower Training (Step-By-Step)

Action Edit Query Biock Record Field Lookup Help

!Elﬁljlﬂlﬂjlililﬁﬁﬂl,ﬂlﬂllmﬂﬂﬂﬂﬂl@m@ﬂﬂl

DES4TO%

Last Criteria

Execute Cancel

AGILENT TECH
ELECTROPHORESIS UNIT

DEA4704301

CREATE CAPITAL ITEM

§20,853 20| CAPITALIZED

UNK UNKNOWN
IN SERVICE

UNINWERSITY
392300000: PATHOLOGY CHAIR OFFICE

_EIHIZE/’ZEIEIE

UAB

RODEM LYNNE C 1013750

Version: 8/13/2007

Getting Started

Type in the specific Serial
Number that you are looking for.
Then click on the Execute
button to begin the query.

Note: If the complete serial
number is known, you may input
it. However, if only a portion of
the serial number is known, you
may include the wildcard
character, “%” before or
following the input. The “%” will
represent any and all characters
of the serial number that proceed
or follow what was input. The
“%" may be used in any field
where the complete data is not
known.

The Maintain Inventory Assets
screen will appear with the data
specific to the Serial Number
which was input.
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Sunflower Training (Step-By-Step)

Action Edit Query Block Eield Lookup Help . . . .
BH&E0 4 oav BEEEN 2B 7 Hud€eve-EBEDO @& Reminder: The Query Criteria
asulds 7 % can be very useful for querying

all fields except the User Defined
Fields (UDF).

Last Criteria

Logging Out of Sunflower

Closing the Sunflower instance that you're working in is relatively easy. The following training will
show you how to log out of Sunflower.

Agree MWogmt Einance aclive Excess Revie onents N unction 1 .
HEEE <« av BEE 8 H 2 You can exit and log out of
Journ: story- asac20 : Sunflower from any screen.

Mgy

FIN 56453
3M [FACSIMILE TRANSMITTER

FACSIMILE FACSIMILE TRANSMITTER

;
 w z
— w soof
UNIVERSITY

8500

INFROC__ NONGRANT

ICAPITALIZE ITEM|
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Sunflower Training (Step-By-Step)

ol
Aszet Search

Maintain Azzet Structures

Aareement Reports
SG-459

[FACSIMILE TRANSMITTER

FACSIMILE TRANSMITTER
M
1,060.00

FACSIMILE

UNIWERSITY

_ﬂiﬁ 50000
8500
INFROC__MONGRANT

T |

2 Sunflower Assets 3.8 - Microsoft Internet Explorer

File Edit Wview Favorites Tools  Help

O O B G Pwe rree @ 2- 5 B-UE B

Address @ hitps: fisuntest kuce.uab. edufformsa0/f 0serviet?config=snflwr_03080000_proxy_SUMTESTasaSessionParam=session=C6F60442E9ECL 1B FEEF46B1545F 398000004 "l Go

Links

Google - | v| [Cl search -~ & | §) Fhoblorked | MF check ~ I Auoinl ] auonil figoptions &

o
e
-

ot 4
o P

A Qﬁ“\ /
\
e @

T
pet® F“‘\ég\d‘ X
PR

EE
e ‘5\3‘“" ¢

e

o

~. s A

Version: 8/13/2007 Getting Started

Click on Agree in the Menu and
then select Exit.

Initially, the screen that you were
in closes. Then click on the X in
the upper right corner.
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Sunflower Training (Step-By-Step)

T
r

File Edit WView Favorites Tools  Help

Google -

Q- Q¥ @@ 2 search g Favaries ) - - E v’ §

Adcress | ] hbeps:fjsuntest bucc,usb, edufpls/snfvr_03080000_praxy_SUNTEST/sa_ows_menu
v | [C] search - & 59 Bhoblocked | MF Check - % [ options

v Beo ks

Sunflower Assets - Production 3.8.0.0

RACLE

Frank Sutherland

Sunflower Assets Online

T
"

Now, click on Logoff.

File Edit WYiew Favorites Tools  Help

OBaEk - Q Iﬂ é" 0| S ) search . Favarites %) - E j‘i
Address g]https:#suntest.tutc.uah‘edutpls/snflwr_DSDBDDDD )_proxy_SUNTEST/sa_api.owa_logaff?p_y_if_done=v
Google - v |G| search -~ & 5 S 9blocked

v| G ks

M Check T [ options

This screen confirms that you
have logged off from the
Sunflower System.

Logged Off

& % Local intranet

&) Done

Version: 8/13/2007

Getting Started
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