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Uploading into the Fleet Asset Management System (FAMS) Utilizing the FI$Cal FAMS Fleet Report 1.0
Supplemental Job Aid

Date: 09/25/2015

Target Audience: Department Asset Confidential Reporter

Purpose: This Supplemental Job Aid provides Department Asset Confidential Reporters the instructions for selecting and copying the data from the FI$Cal generated FAMS Fleet Report and pasting it onto the Department of General Services, Office of Fleet and Asset Management (OFAM) provided FAMS Vehicle Spreadsheet in order to upload into the FAMS.

Uploading into the Fleet Asset Management System (FAMS) Utilizing the FI$Cal FAMS Fleet Report:

Step 1: Navigate to the FAMS Report page:
· Navigation: Main Menu  FI$Cal Processes  FI$Cal Report  AM Reports  FAMS Report
· Click the Add a New Value tab 

[bookmark: _GoBack][image: ]

Step 2: Enter a new Run Control ID and click Add. 
NOTE: The Run Control ID is used as a report name that can be searched at a later time. Note that a Run Control ID cannot contain any spaces.
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Step 3: On the FAMS Report page, enter the following Run Control Parameters:
· Asset Type: “Fleet”
· Business Unit:
· Select to Include: Checked
· From Value: Your BU
· To Value: Your BU
· Date Range:
· Select to Include: Checked
· From Date: Desired start date
· To Date: Desired end date
      Click the Run button:
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Step 4: Verify the FAMS Report box is checked, and then click the OK button:
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Step 5: 
· Note the Process Instance number
· Click the Process Monitor link:
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Step 6: Click the Refresh button until the Process Instance reflects the following:

· Run Status: “Success”
· Distribution Status: “Posted”

 Click the Go Back to FAMS Report hyperlink:
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Step 7: Click the Report Manager hyperlink:
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Step 8: Click the Administration tab, then click the XLS file hyperlink with the appropriate Process Instance number:
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NOTE: Click Open when prompted. Click “Yes” when the below message appears:
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Step 9: Ensure the data on the report is the desired information before proceeding.
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NOTE: Save this as an Excel Workbook.
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Step 10: The data on the FAMS Fleet Report will now be selected in order to copy and paste it on the FAMS Vehicle Spreadsheet. To select the data on the FAMS Fleet Report from FI$Cal complete the following:
· Select cell A14 or the first (top) cell that contains a mobile equipment number in Column A
· Press [F5]
· Enter the last bottom right cell reference from Column AU in the “Reference” field. NOTE: The cell reference should be in a row that contains a fleet asset on the report.
· Press and hold the [Shift] key
· While holding down the [Shift] key, click OK
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Step 11: Right-click in the selected cell area. Select copy.
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Step 12: Open a blank excel FAMS Vehicle Spreadsheet. The FAMS Vehicle Spreadsheet can be found by:

· Clicking this link: http://www.dgs.ca.gov/ofam/Programs/FARS/FAMS/Portal.aspx 

· Click Vehicle Data
· Click the Vehicle Spreadsheet (Excel) link
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Step 13: Right-click Cell B13 of the FAMS Vehicle Spreadsheet. Select the Values Paste Option (clipboard with the “123”).
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NOTE: All of the data on the FAMS Fleet Report generated from FI$Cal should have copied over onto the OFAM Vehicle Spreadsheet.
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Step 14: Update the Month Ending and Agency Key cells at the top of the FAMS Vehicle Spreadsheet.
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Step 15: You now need to update some of the data on the spreadsheet to meet the FAMS Vehicle Spreadsheet instruction requirements.

NOTE: The data on the spreadsheet must be a valid value. Ensure you have provided all the required fields in order to have a successful FAMS upload. For example, you will need to complete the Vehicle Category, Model Year, Acquisition Method, and Confidential Asset Columns as this data is not yet captured in FI$Cal.
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NOTE: Refer to the FAMS Spreadsheet Instructions (PDF) for the FAMS requirements and valid values. You can find the instructions on the OFAM Web site underneath the FAMS Vehicle Spreadsheet link as outlined in Step 13 of this Job Aid.
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Step 16: Log on to the FAMS Portal to upload your FAMS Vehicle Spreadsheet at https://famsportal.dgs.ca.gov/login.aspx?ReturnUrl=%2fDefault.aspx 

NOTE: The link can also be found on the OFAM Web site.
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NOTE: If you have any further questions or need assistance with the FAMS Vehicle Spreadsheet or with the upload process, please contact your department’s assigned OFAM Fleet Analysis and Reporting Unit Analyst.

A link to a listing of the Analysts can be found on the OFAM Web site: http://www.dgs.ca.gov/ofam/AboutUs/ContactUs.aspx 
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You have successfully run the FAMS Fleet Report from FI$Cal and uploaded your spreadsheet into FAMS.
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