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Validate Capital Equipment in Service Center-Job Aid 

 

Purpose This document provides instructions and screen shots which not only enable DPAs to run the 
286_DPA_Comprehensive_Report and the 296_Award_Management_Report in the OBIEE 
reporting platform, but also enables Service Centers to complete the checklist for the Capital 
Equipment Validation Program. 

Instructions 1. Open browser and access OBIEE home page. 
2. Log in to OBIEE.  Click on FIN_PMO_286_DPA_Comprehensive_Report. 
3. Make sure you are in Active Assets tab. 
4. Go to Box 100: SUID Tag # - Replace the default 9999999 with a % sign. 
5. Go to Box 202: Department Name – Enter your Service Center name as it appears in 

Sunflower.  Click View Report and select Excel (*.xlsx). 
6. Click Open with Microsoft Office Excel when prompted. 
7. Report data will appear in an Excel (*.xlsx) file. 
8. Using “Save as” function, save the report using the recommended naming convention: 

ServiceCenterAward_DPAComp_Report. 
9. Review report and ensure Acq Date, Acq Cost, Acq Method and Owner information are 

correct. 
10. Return to OBIEE list of DPA reports and select FIN_PMO_296_Award_Management_ 

Report. 
11. Repeat Steps 3-7 to run 296 Report and open in Excel.  Using “Save As” function, save 

the file using the recommended naming convention:  Service Center 
Award_AwardMgt_Report. 

12. Email 286 DPA Comprehensive Report and  296 Award Management Report to Service 
Center Manager/Financial Contact, who should follow the checklist to complete the 
validation program. 

13. Service Center Manager/Financial Contact shall review 296 report and highlight in 
yellow assets for which depreciation is included in Center’s current budget.  Review 
asset PTA(s) and ensure they reconcile to those reported to Research Administration 
Policy & Compliance (RAPC). 

14. DPA should re-run 286 & 296 reports if any asset changes were made in Sunflower 
during validation program.  Save the updated reports and send them, along with 
signed checklist to sc_eqmt_validation_@lists.stanford.edu. 

 
Screenshots for the above steps are available on pages #2 - #8. 
 

Questions Have questions about running the reports or the validation program?  Please contact your UPA 
for assistance. 
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1. First, open your browser, enter bi.stanford.edu in address bar and hit the Enter key 
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2. Log in to OBIEE. Click on FIN_PMO_286_DPA_Comprehensive_Report  

 

3.  Make sure you are in the Active Assets (default) tab
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 4.  Go to Box 100: SUID Tag # and replace the default 9999999 with a % sign.

 
 
5.  Go to Box 202: Department Name; Enter your Service Center name as it appears in Sunflower. 

Click View Report button and select Excel (*.xlsx) to run report. Note: For training purposes, we use the 
BioADD Service Center to illustrate running report. 
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6.  After processing is complete, click Open with Microsoft Office Excel when prompted. 

 
  7.  Report data will appear in an Excel (*.xlsx) file. 

Click View 
Report button 
& select  
Excel(*.xlsx) to 
run  report. 
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8.  Using “Save as” function, save the file using the recommended naming convention: 
ServiceCenterAward_DPAComp_Report. For this example, ACAES is the Award of the operating PTA for the 
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BioADD service center and  therefore, in the file name. 

 

9.   Review report and ensure Acq Date, Acq Cost, Acq Method and Owner for each asset matches those on the 
corresponding purchase orders. 

 

 Page 8  
  



Property Management Office   Service Center Validation Program                          Updated September 2015 
 
 

 
10.  Return to list of DPA reports in OBIEE and click on the FIN_PMO_296_Award_Management_Report. 

 
11.  Repeat steps 3 – 7 to run 296 Award Management report and open in Excel.  Using “Save as” function, save 

the file using the recommended naming convention: “Service Center Award_AwardMgt_Report”. 
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12. The DPA shall email the Excel versions of the 286 DPA Comprehensive Report and the 296 Award 
Management Report to the Service Center Manager/Financial Contact, who will in turn follow the checklist 
to complete the validation program. 
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13.  The Service Center Manager/Financial Contact shall review the 296 Award Management report and 

highlight assets in yellow for which depreciation is included in the Center’s current budget.  Review asset 
PTA(s) and ensure they reconcile to those reported to Research Administration Policy & Compliance (RAPC).  

  
 

14. DPA to re-run the DPA Comp and Award Mgt reports if any asset changes were made in Sunflower during 
the validation program.  Save the updated reports and send them, along with signed checklist, to 
sc_eqmt_validation@lists.stanford.edu.  
 

 

 Page 11  
  

mailto:sc_eqmt_validation@lists.stanford.edu

