Facilities Management FAMIS Self Service

1. Loginto FAMIS Self Service with your username and password. (Click Login after entering.

2. Choose your service on the top menu line: Facilities Services, Invoice Query, Work Order
Query. (Note the Invoice Query and Work Order Query are the only options available.)
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Invoice Query - Invoice query enables you to look at EFS information without going into EFS.

1. Invoice Query (Work Order Query Go to Page 9 of these directions) Choose Compass Data
from 7/1/08 to Current (PeopleSoft)

2. Select the Query Type under View Charges. Select either All Charges or Work Order Charges.
(Utilities Charges, Key Charges and JVFMT Charges are used by the UMTC Campus.)
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3. Enter the Account Number (EFS information) you would like to query. Note a DeptID number
must be entered.

4. To further define the query by Chart Field 1, Chart Field 2, PCBU-Proj-Activity, FIN EMPL ID or
Cost Share select “Advance Query” in the Transaction Section. This information is optional. If
you have clicked “Advance Query” by accident, simply click on it again and the screen will
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return to normal.
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5. Select the Accounting Date Period. Enter the date range you would like the charges listed.
Dates need to be entered in the MM/DD/YYYY format. Once entered click on the “Execute
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Query” Box at the bottom of the screen. The Results screen will now look like this.

[Fund= 1000 D=ptID= 10457 Accounting Det==09,08/2010 — 09/30/2010

Total Labor Charges

Total Material Charges

Total Involce Charges

Total Miscellaneous Charges

Total Eguipment Rental Charges

Total Utliity Charges

Total Key Charges

Work Order Summary

STKR - OLEANUFP,
D STKR-SUPFT STKR-SUPFT d2051805 INVENTORY, RESEARCH, F0.00 3132.95 3185.00 F0.00 F0.00
TIME ENTRY, TOOL CARE

[] 1ooss3ss SRAOITTSE  OROSITAT Eﬁﬁmﬁg;‘:ﬁuvsum $0.m 500 §33.00 50,00 $0.00
SPHC 135: HOVE
[] 1oossass lgmsass  amslaxy  SCCCPANTEAUIPMENT 0.m 0.0 235,00 50,00 $0.00
230710
Sub Totals $0.00 $132.96 $504.00 $0.00 $0.00
Totals $0.00 $132.96 $504.00 $0.00 $0.00

5318.95

§93.00

5225.00

$636.96
$636.96

6. The Account Results screen will now appear showing all of the costs for the account number
during that time period. The Work Orders associated with the EFS number will also be listed.
You can print out the information on this screen by clicking Print at the top of the screen or
you can click Export. The Export feature will download the information into an Excel
Spreadsheet like the example below. (Note: If printing the information in Excel, you may
want to change the page orientation to landscape for your page layout in Excel.) Below is how
the information will look in Excel. Click the X at the top right hand corner of Excel to return to
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7.

the Results (previous) screen.

To view a particular work order from the Results screen click on the work order listed in blue.
This will bring up all the general information about the work order. (See below.) (To be
brought back to the page before click on the back button on your browser. This will return
you to the Results screen.)

Requestor Information
RHELANDE - HELANDER, RANDALL 726-7858

CHEMISTRY

Service Description

[ RESUES AbMBERY 5705775+ EREGUESTINGEY scrvice RecuEST
IWORKITHEEN <o 334: ReMOVE 0L oesk (scra®)  [NNSUBERVISBRN ovex.<an.
| DETAILED DESCRIPTION | CHEM 334: REMOVE OLD DESK (SCRAP) PLEASE CALL RANDALL TO ARRANGE

Location

© REQUEST STATUS | ScHEDULED " WORK ORDER STATUS  OPEN

Click on the back button arrow of the Internet Explorer (IE) toolbar to be brought back to the
page Account Results Screen.

To view the cost details of a particular work order (labor, material, outside services, and
miscellaneous costs).
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a. Click in the box next to the work order you would like to query. A green check will
appear in the box.

b. Next Click “View Details” box on the top of the page to list. This will bring up the
following screen.

10. You can now print this by clicking on the “Print” button at the top of the page. This will print
the information to your default printer.
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11. To Log Out of FAMIS Self Service click on the blue “Logout” in the right hand upper corner.

12. To stay in FAMIS Self Service and look up the status of a work order. Select “Work Order
Query” next to the “Invoice Query” box at the top menu bar.
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Work Order Query — Work Order Query enables you to look up both maintenance requests and
chargeable requests. (Invoice Query see page 2 of these directions.)

1. Choose “Work Order Query” on the top menu line: Facilities Services, Invoice Query, Work
Order Query. (Note the Invoice Query and Work Order Query are the only options available.)

2. Selecting Work Order Query will bring you to this screen:

3. There are several ways to look up the information of a work order. The BEST way to look up a
work order is by Requestor Name, and Enter Date. This is what the fields are looking for:

a. SERVICE REQUEST NUMBER: Enter the Service Request Number if it is known. If you
do not have the information it is not needed.
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WORK ORDER NUMBER: The Work Order Number is also not needed. Enter it if
you have it.

REQUESTOR NAME: The Requestor Name is the X.500 number of the person
requesting the service. This is not a case sensitive field. (Note: This is not an actual
name.)

WORK ORDER STATUS — OPEN/CLOSED: ENTER ONLY IF KNOWN.

LOCATION:
i. Zone: Leave blank
ii. Building: This is the official building number of the building, not the building
name.
iii. Floor: Enter only if a building number is entered.
iv. Room: Enter only if a building number is entered.

ENTER DATE: Enter the date range the when the work order was submitted to
Facilities Management. Both dates should be entered in the MM/DD/YYYY format.

ACCOUNT NUMBER: Enter the account number if known in the Fund-DeptID-Account-
Program format. All numbers must be entered with dashes for this to work.

Page 10 of 13



4. After entering the information like the example above, click the Execute Query box. (The
Reset box will clear the information.) The screen will now look like this:

5. Listed is the Work Order Number, Service Request Number (if applicable), Enter Date,
Description, Current Status, Scheduled Date, Due Date, Closed Date, and BLDG (building). The
Current Status field lists the actual work order status. Please see the work order status inset
above for an explanation of the current status/work order status definitions.

6. You can print out the information on this screen by clicking Print at the top of the screen or

you can click Export. The Export feature will download the information into an Excel
Spreadsheet like the example below. (Note: If printing the information in Excel, you may
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change the page orientation to landscape for your page layout in Excel.)

7. If you would like more detail about a specific work order, select the Work Order Number
(Blue) you would like to look at by clicking the blue number. The following screen will appear:

8. If you would like a paper copy of the Work Order Details, Click Print at the top of the page.
This will print to your default printer. (Note: The Export function is not functional on this

screen.)

9. To look at another work order on the screen before click the Back Button on your browser.
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10. To look up another work order with different criteria click on “Work Order Query” on the
Internet Explorer (IE) toolbar.

11. For Invoice Inquiry, click on “Invoice Query” on the top menu bar. (See directions on page 2.)

12. To logout of FAMIS Self Service select “Logout” in the upper right hand corner of the screen.
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