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l. INTRODUCTION
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The purpose of this guide is to introduce and familiarize the user with basic
information to the many applications found within the FAMIS Portal.

With this in mind, only the initial screens, which allow you to sign in, get a short
blurb regarding the respective application and access the opening screen are

shown.

Subsequent screens necessary to complete the entire application are
not shown and appear only after inputting required data. The

Help 2 screen

however, provides information not only for the initial screen, but @i supsequent
screens as well..

FAM |S is an acronym for:

Financial Accounting Management |nformation System

FAMIS is an automated financial system designed to link all financial accounting
transactions, from budget initiation to procurement and payment of final invoices.
By using FAMIS, concerned personnel will gain comprehensive access to data
for budget preparation and financial management decisions.

**

The following applications are incorporated into the FAMIS Portal and may
appear depending upon your FAMIS Security Profile.

# Purchasing / Payments
0 Adjustments & Payments
o0 Banking Survey
o Certification of Deliveny
o Core Curriculum
o Courier: Special Delivery
o Financial Processing
o Hon List Requisition
o PAPTA Grant Program
o Pre Encumbrance

0 Procurement Card

" Approval
> Approval Baox
o Approval Tracking

o Rejection Box

“ Ingquiry

@ Docurment Inguiry

o Cpen Docurment Inguiry
2 Spending Plan Inguiry

= Wendor Inquiry

. Miscellaneous

0 Book Buy Back

0 Broadcast Message
o Document Status

o Inventory

0 Principal Per Session

o0 PCard Expense Admin.

0 Security Maintenance

o Stop Payment Form

o Yendor Rating System

o

o

Purchasing
Report Card Ordering

sSIPP

o Voucher

Access to certain screens within FAMIS is dependent on
your title and FAMIS Security Profile. The six screens in
RED are not available to all users. We have provided
facsimiles of these screens along with the “mouse over’ text
in the “Additional Screens” section of this guide for those
users who both require and have security access to them.
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Please be aware that the FAMIS Portal is the first step in bringing financial
information to school based personnel. We are constantly working to improve
the FAMIS Portal and expect the following enhancements to go into production in
the near future:

PROCUREMENT CARD EXPENSE REPORTING SCREEN

There has been an expansion to the FY2008 Procurement Card program as well
as a revision to the expense reporting. This expansion will allow cardholders to
purchase using multiple funding sources including objects codes, 100, 300, and
400. There is a new P-card Expense Reporting Screen. On a monthly basis,
each cardholder must review detailed P-card expense reports; confirm the
validity of the charge; and, assign the correct funding source and object
code/expense type. This application will be a stand-alone application that will be
accessed by entering some of the digits of the cardholder’s Social Security
Number from the application and the last 6-digits of the P-Card. Cardholders will
also be able to link to this application from within the Portal P-card application.
There will be a link on DFO’s website to allow non-FAMIS cardholders access to
this application. As the entries are submitted DFO and the Division of Budget
Operations and Review will journalize expenses to the proper object codes.

We are anxious for you to make suggestions for improvements or call attention to
a particular concern. If you would like to make comments please contact the
individual named below.

The Division of Financial Operations (DFO) is ready to give group training in
order to assist field personnel in understanding the many benefits of using this
system. If you are interested, please contact your ISC. Central users should
contact:

Scott Matluck, Deputy Administrator — Payables Administration
Division of Financial Operations
65 Court Street
Room 1001
Brooklyn, NY 11201
(718) 935-2850
SMatluc@schools.nyc.gov



Il. LOGGING ON and HOME PAGE

Go Back to Table of Contents

Do the following if you do NOT have a FAMIS ID and PASSWORD:

Schools: Make a request to your Integrated Service Center (ISC)
Central and ISCs — Make a request to the Office of Accounting — FAMIS
Security at 718-935-3525 or email

FAMIS@schools.nyc.gov

LOGIN SCREEN
Please CLICK HERE to access this screen or go directly to the FAMIS Portal by
clicking on this link: https://dfoforms.nycenet.edu/FamisPortal

Go Back to Table of Contents

SCREEN 1 - LOGIN

11/6/2007 B:57:00 AM

';-. r I-'.. frj—l 'I,Llrr .J. . ,

[y =
[ 5=/ Mayor's Office | DoE | oFo | Portal News

A ICIE -1

| user ID goes here

Password goes here

What's New? | Send Feedhal:l-c| Contact Us | Version 2.4
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I1l. SCREENS

Go Back to Table of Contents

SCREEN 2 - WELCOME

NYC Department of Education

1. Klain, Chancellos

Mayor's Office | DOE | DOE Email | Persannel Directary

(CAE 217

v Purchasing / Payments
s Approval
v Inquiry

~ dMiscellaneous

welcome,  YOUR NAME HERE  Edit Profile | Sign ©ut

DI FAMIS NEWS

Note the FOUR (4) areas to the LEFT. The DOWN arrow next to each
section indicates that there are additional options.

Click the DOWN arrow to display each section

Screen 2 shows the sub-parts to "Purchasing and Payments.”

7 Doc Status (3  Approval (%) 7 Cert OF Delivery ()

(=i Posted: 0 £=3 Approval: 0
=1 Awaiting Approvali 0 [l Rejected: 0
(=3 Failed; 00

(2 Marked For Deletion: O

(&) Paid But Uncertified: 7

11/5/2007 11143157 AM
# Other Links
Fr07 Close Calendar

School Procurement
Inuoicing

-9
DFO

Purchasing News

DiOE Home

Wendor Events Calandar
Portal Mews

Students

Parents

Teachers
Diistricts/Schools
Statistical Surmmaries

Add More Links

2 Time

[ Payment Pending Certification: O

(%) Total Uncertified PO's: 11+

what's New? | Send Feedback | Contact Us | Wersion 2.4

Go Back to Table of Contents




SCREEN 3 - EDIT PROFILE & CATEGORY TRANSACTIONS

Go Back to Table of Contents

NYC Department of Educatio

Joel L. Kiein, Cha

Mayor's Office | DOE | DOE Email | Personnel Directary

O @

“ Purchasing / Payments
s Approval
v Inquiry

* Miscellaneous

welcorne, John Smith | Edit Profile ] Sign Out

S EAMIS NEWS Click here to keep your contact information

up to date as well as to select default addresses |

to reduce data entry in the purchasing module.
(See Screen A)

12/04: Please Continue Tao Certify Delivery. If You Have &ny Cuestions

Contact Your Isc,

HEEE Famis News ****

I T T
* Fy2008 (Dec) 12 2007 For Input, 06 2008 (Fiscal Period) Far Inguiry
* Fy2007 13 2007 For Input And Inquiry

* Famis@Schools.Nyc,Goy For Assistance
A ARy

Please Click On The Broadcast Message On The Left Side For Detail Broadcast Message,

12/5/2007 2104134 PM
# Other Links
Fy07 Close Calendar

School Procuremnent
Inusicing

w3
DFD

Purchasing Hews

DOE Home

Portal Hews

students

Parents

Teachers
Districts/Schools
Statistical Surmmaries

Add More Links

Each option below can be clicked to drill-downh to see the respective transactions in each category. # Time
3 Doc status (%) > Approval (%) 3 Cert Of Delivery (%)
(=i Postad: 0 (54 Approval: 0 {5 Paid But Uncertified: 7
=3 Awaiting Approval: O (R Rejected: 0 f=3 Payment Pending Cartification: 0
(=3 Failed: 0 (=) Total Uncertified PO's: 11+

(=3 Marked For Daletion: 0

What's Mew? [Send Feedback | Contact Us [Version 2.4

SCREEN 4 - EDIT PROFILE SCREEN
Go Back to Table of Contents

T
I Partal Menu

| ; Default PO address Book
I , Favarite Links

Iﬁﬂ Time




lll. SCREENS

Go Back to Table of Contents

PURCHASING/PAYMENTS

Screens

PURCHASING/PAYMENTS SCREENS

Go Back to Table of Contents

i NYC Department of Education

Mayar's Office | DOE | DOE Email | Personnel Diredory
L8 |e welcome  YOUR NAME HERE
I FAMIS NEWS

. Purchasing / Payments
o Adjustrnants 2 Payrnents
@ Asian Library Ordering

o Cert. Of Delivery

o Courier: Special Delivery
o M. 8. Intervention Order
o Mon-list Requisition

o PASPTA Grant Pragram

© Pre-encumbrance

¢ Procurerent Card

= Purchasing

o Report Gard Ordering

@ SIPP

o wilzon Ordaring

© Voucher

“ Approwal

s Inquiry

v Miscellaneous .
 Doc Status ()

[ Posted: 0

54 Awaiting Approval: 0
(=3 Failed: 0

{5 Marked For Deletion: 0

:dit Profile | Sign Qut

Mote that the arrow to the LEFT of the section is now pointing UP.
All of the subsectionsto “Purchasing and Payments are now open.

Hold your mouse over the BLUE BUTTON to the LEFT of each subsection.
A brief explanation (“mouse over™) of that subsection appears. Now click on the subsection,

A new screen will open.

From each of these screens you may proceed to enter appropriate information,

Please look at the following screens:

MOUSE OVER EXPLANATIONS:
5,7, 9, 11,13, 15, 17, 19, 21, 23, 25

SUBSECTION SCREENS:
6,8, 10, 12, 14, 16, 18, 20, 22, 24, 26

3 Approval (3)

(=i Approval: 0

(=l Rejectad: O

3 tert OF Delivery (5

%) Paid But Uncertified: 7

%) Total Uncartified PO's: 114

what's New? | Send Feedback | Contact Us |Version 2.4

. Other Links

A Time

=) Payment Pending Certification: 0

11/5/2007 11:43:57 AM

Fro7 Close Calendar

Schoal Pracurement
Inusicng

-9

DFO

Purchasing Mews

DOE Home

wendor Events Calendsr
Portal Hews

Students

Parents

Teachers
Districts/Schools
Statistical Summaries

Add Mare Links

Note:

The ODD numbers are the
Mouse Over Screens.

The EVEN numbers are the
Subsection Screens for the
Respective Mouse Over.
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SCREEN 5 - ADJUSTMENTS AND PAYMENTS - MOUSE OVER
Go Back to Table of Contents

Purchasing / Payments

(hadiustrnents & Payrments

_'{' Adjustments & Payments

This screen enables authorized users to process payment transactions against
previously encumbered documents on the web. It provides a more convenient way to
voucher or cancel these documents as well as cancel pre encumbrances. In addition,
this screen can be used for certifying delivery of goods and services.

SCREEN 6 — OPEN DOCUMENT INQUIRY

Go Back to Table of Contents

Open Documents Inquiry

# Purchasing / Payments Approval # Inquiry # Miscellaneous i Horme | @ Help | 89 Logoff

Open Documents Inquiry

Time Period Accoun ts Dther
Fiscal Month: [¥TD (%] Distict: |01 v | G/L Account: [Encurnbrances v |
Fiscal Year: ZUUS W Quick Code: —‘ ._4 Doc Prefix: —v-
Location: _ Fund: | ‘_'__-f
Activity: | I vendor #: I
U.0.A.:

| Retrieve| ‘ 4 Cclear

11




SCREEN 7- CERTIFICATION OF DELIVERY — MOUSE OVER

Go Back to Table of Contents

o

Cert. Of Delivery

~ Purchasing / Payments

Adjustments & Payments

' ]ﬂ[ﬁert. Of Delivery

This screen can be used for electronically certifying delivery of goods and
services for a purchase order. You may certify a purchase order as Received
in Full, Partially Received or Not Received.

SCREEN 8- WEB CERTIFICATION
Go Back to Table of Contents

Web Certification

# Purchasing / Payments

Document Certification

“ Approval

 Miscellaneous

[ EoE ]|

. v_||\/i\e\.v\.fAII —

¥ || % Search |

fit Horne | @ Help | 8% Logoff

Report & Bug| He_l[. |Wersion

1.3

12




SCREEN 9- COURIER: SPECIAL DELIVERY — MOUSE OVER

Go Back to Table of Contents

~. Purchasing / Payments

Adjustments & Payments

, This screen allows the user to process
Cert. Of Delivary interoffice pick-up/delivery requests for Deluxe
Delivery.

Courier: Special Delivery
II["I

97 Courer: Special Delivery

SCREEN 10- COURIER: SPECIAL SERVICE
SPECIAL DELIVERY

Go Back to Table of Contents

Courier Service - Special Delivery m

#~ Purchasing / Payments ~ Approval A Inguiry  Miscellaneous it Horme | @ Help | 8% Logaff

vendor ¥ | ¥ Pick-Up

Pick-Up Point

Pick-Up Date:

Name /Code OF Site:

Address: Room:
City: State: MY Zip:

Contact Person:

Phone: From Borough: | |

13



SCREEN 11- NON LIST REQUISITION — MOUSE OVER
Go Back to Table of Contents

» Purchasing /| Payments
Adjustments & Payments
Cert. Of Delivery
Courier: Special Delivery

Non-list Requisition

"
']ﬂHun-liEt Requisition

This screen should be used to process non-list requisitions of at least $15,000 for
goods/services from contracted vendors which are not available in Portal's e-catalog.
(A purchase order should be used for lesser amounts.) Once approved, the Division
of Contracts and Purchasing (DCP) will be notified via email that a non-contracted
requisition for over $15,000 was created so the order can be publicly advertised or
reviewed for further action.

SCREEN 12-REQUISITION

Go Back to Table of Contents

Requisition

A Purchasing / Payments A Approval il A Inquiry A Miscellaneous

zzzzzzzzzzzzzz [VESTART |
Location Name: [ |
p— — o —
ddre: —— Room —
ty: tate: (WY v

14




SCREEN 13-PA/PTA GRANT PROGRAM - MOUSE OVER
Go Back to Table of Contents

~. Purchasing / Payments
Adjustments & Payments
Cert. Of Delivery
Courier: Special Delivery
Non-list Requisition

PA/PTA Grant Program

.
"]_'EI_PA_.-"PTA Grant Progran

The Department of Education is providing Parent Associations (PAs) and Parent/Teacher
Associations (PTAs) with small grants for parent outreach. Outreach is particularly
important since PAs/PTAs will play a key role in helping to inform and recruit parents to
serve on Community District Education Councils (CDECs) which have replaced
Community School Boards. Parents of students currently attending schools in a District
will comprise 9 of the 12 members of each Council. Please note that only schools (hot
programs) with functioning PAsS/PTAs are eligible to receive grants and use this
application.

SCREEN 14-PA/PTA GRANT PROGRAM
Go Back to Table of Contents

PA/PTA Grant Program

A Purchasing / Payments ~ Approval # Inquiry  discellaneous {2 Home | @ Help | §% Lagoff

PAIPTA ; RESTART

Access to process the PA/PTA Grant Program is denied.
STATUS: Location code is notin the correct format.

FAMIS Support: 718,925,5100
PASPTA Grant Prograr: 212,374,2323

15



SCREEN 15-PRE-ENCUMBRANCE - MOUSE OVER
Go Back to Table of Contents

~ Purchasing / Payments
Adjustments & Payments
Cert. Of Delivery
Courier: Special Delivery
Non-list Requisition
PA/PTA Grant Program

Pre-encumbrance

Pre-encumbrance

associate the pre-encumbrance document with a specific vendor.

This screen is used for creating a pre-encumbrance. In addition, you may

SCREEN 16-PRE-ENCUMBRANCE

Go Back to Table of Contents

Pre-Encumbrance

A Purchasing / Payments # Approval A Inquiry A Miscellaneous

Pre-Encumbrance

¥endor Information (Optional)
vendor #: | | e ] Retrieve e R
A ting Information
Fiscal Year: | 2008 [V
Suffix District Quick Object Location Activity Amount Override Balance
01 o1 | [#l1 (& | ] L]l | Ll R Ermaye

Total Amaunt: | |

Add Line it Calculate

Additional Information (Dptional)

G Horne | @ Help | 8% Lagoff

16




SCREEN 17-PROCUREMENT CARD - MOUSE OVER
Go Back to Table of Contents

q

Purchasing / Payments
Adjustments B Payments
Ceart. Of Delivery
Courier: Speacial Delivery
Non-list Reqguisition
PAS/PTA Grant Program
Pre-encumbrance

Procurement Card

An enrollment application must be completed in order to participate in the
program. Completed school applications will be submitted electronically to the
ISC for approval prior to the issuance of the card. The applicant will receive the P-
Card directly from DFQO’s Bureau of Accounts Payable. All cardholders will be
required to complete the P-Card Expense Reporting Screen, which is available on
the Portal as well as the DFO Website. Failure to complete this screen may result

.
_‘_-I;‘ Procurensent Card

in a suspension of the card.

This screen allows you to apply for a
Procurement Card (P-Card) from JP Morgan
as well as acquire supplies from the websites
of Staples and School Specialty. Once the
application is approved, funds will be
encumbered to track the card’s activity. The P-
Card is an innovative method used to facilitate
the purchase of small over-the-counter items.
It can also be used for purchases related to
theater and museum admission fees for
students, and has been expanded to include
the purchase of other supplies and materials
(i.e., instructional classroom  materials,
equipment and travel). Moreover, this
purchasing method allows schools to procure
supplies faster while reducing out-of-pocket
expenses related to reimbursements (i.e.,
SIPP Imprest Fund transactions). Vendors will
also benefit by speedier payment.

SCREEN 18-PROCUREMENT CARD

Go Back to Table of Contents

Procurement Card

Purchasing /

PP

Inquiry ~ Miscellaneous

==

Login to Staples | Get Staples 1D

it Home | @ Help | 8% Logoff

spedlly

Educator's Marketplace

Purchase from Schosl Specislty

PROCUREMENT CARD

Enrollment Application | Adjust P-Card

17




SCREEN 19-PURCHASING - MOUSE OVER

Go Back to Table of Contents

Py This screen allows authorized users

Adjustments & Payments to create purchase order documents

i on the web, which would eventually

Cart. Of Delivery be posted on the mainframe. A

Courier: Special Delivery Purchase Order may be used to

¥e order contracted or non-contracted

Non-list Requisition items directly from the responsive

PA/PTA Grant Program vendor. Before this document is sent

to the selected vendor, it must be

Pre-encumbrance encumbered into FAMIS.  This

B cciinasiuak it process ensures that funds are

available and reserved to pay the

Purchasing vendor after the goods or services

e rchiaein are provided. 1

Although payment for items ordered via a purchase order should be made

after the delivery of goods or services, circumstances may require

exceptions to this rule. The purchase of postage, tickets/admissions, and
travel are examples of these exceptions.

PURCHASE WITHOUT CONTRACT: For detailed information, please link to:
$0 TO $5000 Approver: Principal or Site Suf
$5000 to $15,000 Approver: Principal and IS http:_//schools.nyc.qov/Offices/DCP/Famisfor
Over $15,000 Approver: Principal and ISC (¢ Beginners.pdi

PURCHASE WITH CONTRACT:
$0 TO $15,000 Approver: Principal or Site Supervisor
Over $15,000 Approver: Principal and ISC

SCREEN 20-PURCHASING SETUP

Go Back to Table of Contents

Purchasing Setup rA

Purchasing / Payments ~ Approval Inquiry A Miscellaneous 4 Home | @ Help | % Logoff

Welcome to the Purchasing application.
Options

[[] <ontracted

[7] MNon-Contracted

See link and screen 19 above.




SCREEN 21-REPORT CARD ORDERING — MOUSE OVER
Go Back to Table of Contents

» Purchasing / Payments

This screen allows users to place
orders for handwritten K-6 report
cards. The handwritten K-6 report
card ordering window is open for a
limited time only, in late September of
each year. Delivery of handwritten K-
6 report cards typically occurs during

Adjustments & Payments
Cert. Of Delivery

Courier: Special Delivery

Non-list Requisition late October. Specific ordering and
delivery dates for each school year

PA/PTA Grant Program are posted in Principals’ Weekly in
September.

Pre-encumbrance
Procurement Card
Purchasing

Report Card Ordering

N \ﬂ-ﬂ_purt Card Ordering

SCREEN 22-REPORT CARD ORDERING
Go Back to Table of Contents

Report Card Ordering

A Purchasing / A Approval A Inquiry # Miscellaneous fal Horne | @ Halp | 8% Logoff

Enter Location

pistrict: |01 ¥ Lacation: |

19




SCREEN 23-SIPP - MOUSE OVER

Go Back to Table of Contents

Cert. Of Delivery

Pre-encumbrance
Procurement Card

Purchasing

Purchasing / Payments

Adjustments & Payments

Courier: Special Delivery
Mon-list Requisition

PA/PTA Grant Program

This screen allows authorized users
to create small item purchases and
employee reimbursements in the
Portal. Formerly called the Imprest
Fund, SIPP (Small Item Payment
Process) is a NYC Department of
Education (NYCDOE) procedure that
provides for the disbursement of
funds to pay a vendor for small
incidental purchases, or for the
procurement of goods and services
when either the purchase order or
requisition method of purchase is not

practical
Report Card Ordering

SIPP

Trsipp
9. It is also a mechanism which provides reimbursement to a NYCDOE

employee for the purchase of small over-the-counter items, purchases of
an emergency nature, or any other business-related expense. With
some exceptions, these expenditures must be no more than $500.
Purchases exceeding $250 requires adherence to SOP guidelines that
cover bidding thresholds.

When selecting SIPP, the initiator is given two options, Vendor Payment
or Reimbursement. For Vendor payments, the FAMIS Vendor ID must
be entered. For Employee Reimbursement, the 7 digit Employee
Reference Number must be entered. Please note: For purchases
related to administrative and instructional supplies (object code 130 and
198) the P-card should be used; moreover, once all sites have been
given access to a P-card, the payment transaction in FAMIS will be
disabled for the above mentioned codes.

SCREEN 24-SIPP
Go Back to Table of Contents

Small Item Payment Process (sipp)

~ Purchasing / Payments

Paymant Options

“~ Approval ~ Inquiry

~ miscellaneous

Please Select a Payment Option

Wendar Payment

Ernployse/Parent/Student Reimbursernent

4 Home | @ Help | §% Logoff

Restart

20




SCREEN 25-VOUCHER - MOUSE OVER

Go Back to Table of Contents

7~ Purchasing / Payments

> Adjustments B Payments
Cert. Of Delivery
Courier: Special Delivery
Non-list Requisition
PA/PTA Grant Program
Pre-encumbrance
Procurement Card
Purchasing
Report Card Ordering
S5IPE

s Woucher

Youcher

This screen can be used to create voucher payment for
open purchase orders. You can do multiple vouchers for
different POs at the same time,

SCREEN 26- PO VOUCHER
Go Back to Table of Contents

PO Voucher

# Purchasing / Payments

. Approval # Inquiry # Miscellaneous

Purchase Order #: £l Retrieve

& Home | @ Halp | 8% Logoff

21




APPROVAL

Screens

APPROVAL SCREENS

Go Back to Table of Contents

NYC Department of Educatio

Mayor's Office | DOE | DOE Emmail | Personnel Directary 11/5/2007 1114357 AM
L =5 @ welcome, YOUR NAME HERE  Edit Profile | Sign Out
I FAMIS NEWS # Other Links

Fr07 Close Calendar
v Purchasing / Payments

School Pracurement
v Approval The ** roval’ section on the left has been opened. EriolEle
o Approval Box -3

Notice that there are 3 subsections to this section.
o fipproval Tracking

DFO
+ Rejection Box Remember... when you hold the mouse over the blue dot to the left of the
R subsection a brief explanation of that subsection appears. Furchasing Mews
= " . " DOE Home
o Miscellaneous Also, when you click on the subsection, a new screen will open.
From each of these screens you may proceed to enter vendor Buents calerdan

appropriate information.
Portal Mews

Please review the following screens.

Students
The ODD number screens represent the Mouse Over: Parents
27,29, 31
Teachers

The E¥EN number screens represent that section, which the

Mouse Over refers: Districts/Schools

28, 30, 32 Statistical Summaries
Add Mare Links
= . - A Time
7 Doc Status (3) 7 Approval () 7 Cert OF Delivery
£ Posted: 0 3 Approval: o %) Paid But Uncertified: 7
=4 Awaiting Approval: 0 £ Rejected: 0 =3 Payment Pending Certification: 0
=4 Failed: D %] Total Uncertified PO's: 114

=3 Marked For Deletion: O

What's New? | Send Feedback | Contact Us |Wersion 2.4
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SCREEN 27- APPROVAL BOX - MOUSE OVER

Go Back to Table of Contents

“ Approval

Approval Box

Approwal Box

This screen allows authorized users to approve or reject any transaction to
which they have access.

SCREEN 28- FAMIS APPROVAL BOX

Go Back to Table of Contents

FAMIS Approval Mailbox

# Purchasing / Payments ~ Approwval . Inquiry ~ Miscellaneous farHome | @ Help | §% Logoff

Approval Mailbox approval Box | Rejection Box | Approval Tracking

If you are looking for Core Curticulum orders to approve, click the 'Core Curriculum’ link under "Purchasing /Payments®,

| | oo vpe: ETHED] [ 1@

Action: Rl Signature:

=]

No documents found,
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SCREEN 29- APPROVAL TRACKING - MOUSE OVER
Go Back to Table of Contents

> Approval Box

']_'._{'-l.ﬁ.ppruval Tracking

Approval

Approval Tracking

This screen can be used to track any transaction that has entered the approval
path (purchase orders, SIPPs, etc,) and view where the document has been

routed; it also indicates who else must approve the transaction before it officially
posts.

SCREEN 30- DOCUMENT APPROVAL TRACKING

Go Back to Table of Contents

Document Approval Tracking

# Purchasing / Payments

~ Approval - Inquiry ~ Miscellaneous

et Home | @Help | % Logoff

Approval Tracking Approval Box | Rejection Box | Approval Tracking

I

(G b =t

Enter a document number and click Go.
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SCREEN 31- REJECTION BOX — MOUSE OVER

Go Back to Table of Contents

Approval
» Approval Box
» Approval Tracking

Fejection Box

Rejection Box

This screen allows authorized users to view documents that an approver has
rejected. It is used to review, modify, delete or resubmit the documents for
approval.

SCREEN 32- FAMIS REJECTION MAILBOX
Go Back to Table of Contents

FAMIS Rejection Mailbox

Purchasing / Payments Approval Inquiry Miscellaneous farHome | @Help | §% Logoff

Rejects Mailbox Approval Box | Rejection Box | Approval Tracking

Mo documents Found,
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INQUIRY

Screens

Go Back to Table of Contents

NYC Department of Education

toel 1. Klain, ellar

Mayaor's Office | DOE | DOE Email | Personnel Directory 11/5/2007 11;42:57 AM
[CRE -3 Welcorme, YOUR NAME HERE  Edit Profile | Sian Out
I FAMIS NEWS 4 Dther Links

Fr07 Close Calendar
“+ Purchasing / Payments
School Procurement
# Approval . R . Inuoidng
The “Inguiry” section on the left has been opened.
v Inquiry -3
Notice that there are 4 subsections to this section.

» D t I
ocument Inguiry =

» Open Documant Inquiry

Remember... when you hold the mouse over the blue dot to the left of the e,
Spending Flan Inquiry subsection a brief explanation of that subsection appears.

o wandor Inquiry . . . BREHams
Also, when you click on the subsection, a new screen will open. R

v Miscellaneous From each of these screens you may proceed to enter Vendor Bvents Calendar
appropriate information. R

Please review the following screens. Students

The ODD number screens represent the Mouse Over: Parents
33, 35, 37, 39
The E¥EN number screens represent that section, which the
Mouse Over refers: Districts/ Schools
34, 36, 38, 40

Teachers

Statiztical Surmrmaries

Add Mare Links

. A Time

3 Approval (¢

“ Doc Status W 3 Cert Of Delivery (%)

(3 Posted: 0 (2 Approval: 0 £%) Paid But Uncertified: 7
=4 Awaiting Appraval: 0 (i Rejected: 0 (=) Payment Pending Certification: 0
=3 Failed: 0 £%] Total Uncartified PO'z: 114

£33 Marked For Deletion: 0

What's Hew? | Send Feedback | Contact Us |version 2.4
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SCREEN 33- DOCUMENT INQUIRY — MOUSE OVER

Go Back to Table of Contents

Inguiry

Cocurment Inguiry

'-]i"-I_Ducument Inguiry

This screen can be used for an inquiry on any document number posted

in FAMIS (e.g., purchase orders, SIPP vouchers, change notices,

budget/spending plan transactions, etc). Also available for inquiry
| purposes are all checks, invoices and contracts in the system.

SCREEN 34- DOCUMENT INQUIRY

Go Back to Table of Contents

Document Inquiry

~ Purchasing / A App

Srigina
Adiustrnents:
Liquidstions:
Balance:
Payments:

O theck #

~ Miscellanaous

O contract #

| |:| [rquir= |

¥ [l

o

Postad Date:
Contract #:
wendor Name:
Check #1
Invoice #:
Object Codes
Start Date;
Cart. Amount:

TAC Docurnent Mo,

Due Date Description

i Home | @ Help | §7 Logoff

Arnount

27




SCREEN 35- OPEN DOCUMENT INQUIRY — MOUSE OVER

Go Back to Table of Contents

Inquiry
Cocurment Tnguiry

& Cpen Docurment Inguiry

]-‘._{'-|Dpen Document Inguiry

This screen enables authorized users to process payment transactions
against previously encumbered documents on the web. It provides a more
convenient way to voucher or cancel these documents as well as cancel pre |
encumbrances. In addition, this screen can be used for certifying delivery of
goods and services.

SCREEN 36— OPEN DOCUMENT INQUIRY

Go Back to Table of Contents

Open Documents Inquiry

~ Purchasing / Payments A Approwal ~ Inquiry . Miscellaneous G Home | @Help | 89 Logoff
Open Documents Inquiry
Time Period Accoun ts Other

Fiscal Month: |YTD | ¥ | District: o1 | » G/L Account: !Encumbrances ol

Fiscal Year: |2000 ¥ | Quick Codes: ] , J Doc Prefix: [ =
Logabont | | Fund: [ v
Activity: | | el vendor #: | g |
U.0.A.: | |
| Retrieue‘ | 4 Clear
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SCREEN 37- SPENDING PLAN INQUIRY — MOUSE OVER

Go

Back to Table of Contents

Inquiry
Cocurment Inguiry

Cpen Docurnent Tnguiry

1 Spending Plan Inguiry

"r._hﬂpendinq Plan Inguiry

This screen displays the total spending plan, encumbrance, expenditure
and available spending plan balances in many different sorts. This data
can be viewed or imported to an Excel Spreadsheet.

SCREEN 38- SPENDING PLAN INQUIRY

Go Back to Table of Contents

Spending Plan Inquiry

fi Home | @ Help | % Logoff

~ Purchasing / Payments ~ Approval # Inquiry  Miscellaneous
spending Plan by District v | | Select Inquiry Type
Required Spending Plan Key Additional Filters

*Balance as of: | YTD ¥
* Fiscal Year: | 2008 | ¥ |

[ Major Object  w |

*Group By:
T —————
* Wiew: Expenditures | ¥ |

*Distict: (00 ¥ Detail Object: | | ._4
Quick Coder | 11 Fiinds ] v
Major Object: | v | UDA:
Location: =]

Activity: I_:| :4

@

Want to View Detail Transactions?

D? Inquire | |h Clear |
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SCREEN 39- VENDOR INQUIRY — MOUSE OVER

Go Back to Table of Contents

Inquiry
Cocurnent Inguiry

» Qpen Documment Inguiry
Spending Plan Ingquiry

- Wendaor Inguiry

]ﬂﬂendnr Inquiry s

This screen displays vendor address information, encumbered purchase
orders, invoices and check numbers, as well as other related information
for a DOE vendor number or tax ID.

SCREEN 40- VENDOR INQUIRY

Go Back to Table of Contents

Vendor Inquiry

A Purchasing / Payments A Approval A Inquiry # Miscellaneous faHome | @ Help | §% Logoff

Vendor Inquiry

Please enter a valid Vendor ID or Federal Tax ID

vendor/Tax ID: | | Tl Lookup
1D Type: | v
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MISCELLANEOUS SCREENS

Go Back to Table of Contents

L AR

k?*} NYC Department of

Equcation

Joel 1. Klein, Chancellor

Mayar's Office | DOE | DOE Emnail | Persannel Diractory
(CRE -3 YOUR NAME HERE

Welcome,

D FAMIS NEWS

% Purchasing / Payments
“ Approval

' Inquiry

# Miscellaneous

@ Book Buyback

@ Broadcast Message

@ Daocurment Status

@ Inventory

© Stop Payrment Form

o vendar Rating Systemn

Remember... when you hold the mouse over the blue dot to the left of the

11/5/2007 11:43:57 AM
Edit Profile | Sign ©ut
~ Other Links
Fr07 Close Calendar

Schoal Procurement

Invoicing
The "Miscellaneous" section on the left has been opened. -
-3
Notice that there are 6 subsections to this section. 'DFO

Purchaszing Mews
subsection a brief explanation of that subsection appears.
DOE Home
Also, when you click on the subsection, a new screen will open. i
From each of these screens you may proceed to enter
appropriate information.

Wendor Events Calendar

Portal News

Please review the following screens. students
The 0DD number screens represent the Mouse Over: f"”e“ts
41, 43, 45, 47, 49, 51 S

The EVEN number screens represent that section, which the
Mouse Over refers:
42, 44, 46, 48, 50, 52

Districts/Schools

Statistical Summaries

7 Doc Status (3)
(=) Pasted: 0
(=) Awalting Approval: 0
(=) Failed: 0

(=4 Marked For Deletion: 0

Add More Links

A Time

3 Approval '_t:_" % Cert OFf Delivery ‘.:i..;.'

(=) Appraval: 0 (%) Paid But Uncertified: 7
{5 Rejacted: 0 {3 Payment Pending Certification: 0

(5 Tatal Uncertified PO's: 11+

What's New? |Send Feedback | Contact Us |Version 2.4
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SCREEN 41- BOOK BUYBACK PROGRAM - MOUSE OVER

Go Back to Table of Contents

Miscellaneous This screen should be used to provide the contracted vendors for this
program a general list of obsolete textbooks in your school that you
Book Buyback wish to be removed. Please provide as much information and detail as

possible when completing this form as it is forwarded to the vendor to
arrange a meeting for the pick-up and removal of this material. Please
click here for additional information regarding the Book Buy Back
Program.

¢/ Bool: Buyback

SCREEN 42- BOOK BUYBACK PROGRAM

Go Back to Table of Contents

Book Buy Back Program W

Purchasing / Payments A Bpproval " Inquity A Miscellaneous 2 Horne | @ Help | 8% Logoif

Back to Main Menu Book Buy Back Program

T!ie d_istril:t assigned to your account does not permit you to submit items, but you may View Items
view items already submitted.
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http://schools.nyc.gov/Offices/DCP/Commodities/BookBuyBackProgram/default.htm�

SCREEN 43- BROADCAST MESSAGE - MOUSE OVER

Go Back to Table of Contents

Miscellaneous
Book Buvback

Broadcast Message

Broadcast Message

This screen is used for viewing all Broadcast Messages that do not appear on the
Portal home page.

SCREEN 44- BROADCAST MESSAGE

Go Back to Table of Contents

Broadcast Message - FAN

~ Purchasing / Pay \ App ~ Inquiry Miscellaneous i Home | @ Help | 8% Logoff

Wielcome Page v

*kk* FAMIS NEWS ***

11/02: PLEASE CONTINUE TO CERTIFY DELIVERY. IF YOU HAVE ANY QUESTIONS
CONTACT YOUR ISC.

B L S T T e
* FY2008 (NOV) 11 2007 FOR INPUT, 05 2008 (FISCAL PERIOD)} FOR INQUIRY

* FY2007 13 2007 FOR INPUT AND INQUIRY

* FAMISESCHOOLS.NYC.GOV FOR ASSISTANCE

e s e e e e ok e e e e ook sk e ook e ok ok o ok ke ok ok o o e o ke ook ook ook e ok e ok ke sk o ook ok o o ok ke ook ok o ek e ek ek

ANY SCHOOL REQUIRING TRATHNING, PLEASE CONTACT YOUR ISC. ANY CENTRAL OFFICE OR
ISC BREQUIRING TRAINING, PLEASE CONTACT KIM LOWRY AT (718) 935-2841.

HELP DESK AVAILABILITY

DOE HELP DESK: 718-935-5100 (USER ID RESETS & TECH SUPPORT)
EMERGENCY CHECKS : 718-935-2930

718-935-3029 (JUDY HEDERMAN)
FAMIS SECURITY: 718-935-3525
FAMIS CALL CENTER: 718-935-3525 (M.MARTINEZ WILLIAMS/A.LEEDER)
FAMIS TRATNING: 718-935-2850 OR CONTACT YOUR ISC
GALAXY HELP DESK: 212-374-6848 (NEW NUMBER)

PORTAL PURCHASING HELP LIHNE: T718-935-4444 OR EMAIL:
PURCHASINGPORTALG SCHOOLS . NYC . GOV

EFFECTIVE AS OF SUHNDAY DECEMBER 3, 2006:

PASSWORDS MUST INCLUDE AT LEAST 1 NUMBER AND AT LEAST 1 LETTER. THE HEW RULE
WILL NOT AFFECT YOU UNTIL YOU CHANGE YOUR PASSWORD. PASSWORDS CARN BE FROM
6-8 CHARACTERS LONG. IF YOO ATTEMPT TO ENTEE A SHORTER PASSWORD,

AN ERROR WILL APPERFR

This is the section maintained by the Office of Fiscal Affairs of the Department of
Education. All important news, items, deadlines, notices, etc. will be discussed in
the different chapters. This section is updated daily.
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SCREEN 45- DOCUMENT STATUS — MOUSE OVER

Go Back to Table of Contents

Miscellaneous This application allows the user to see the
status of any document that has been
Book Buvback processed in the FAMIS Portal
(Successfully Processed, Awaiting
Broadcast Mezszage Approval, City Rejected, etc.).
Additionally, it allows the user to edit or
Docurment Status delete documents that have financial

errors.

Document Status

SCREEN 46- DOCUMENT STATUS

Go Back to Table of Contents

Document Status

Purchasing / Payments Approval Inquiry ~ Miscellaneous {2 Home | @ Help | 8% Logoff

¥iew Contracts

/.‘

Search By: |Docurment Number v | Criteria: | @ search Advances d Search - “’/l

[ an o) H posted (0] '||' Awaiting Approval (0] ” Failed (1) ]| Dalatad (0) '|

No documents found.
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SCREEN 47- INVENTORY — MOUSE OVER

Go Back to Table of Contents

Miscellaneous
Book Buyback
Broadcast Message
Locurment Status

¢ Inventory

_‘:’ Inventory

Via this screen, authorized users may create an Annual Inventory Statement
and send requests to dispose of obsolete equipment per guidelines found in the

SOP chapter on Inventory. Districts and ISCs can view statements/requests
submitted from schools under their jurisdiction.

SCREEN 48- MAIN MENU
Go Back to Table of Contents

Main Menu

A Purchasing / Payments ~ Approval A Inquiry A Miscellaneous fat Home | @ Help | 8% Logoff

Options

Disposition of Obsolete Equipment
=
|:| Annual Inventory Statement

|;| Book Buy Back Program
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SCREEN 49- STOP PAYMENT FORM - MOUSE OVER

Go Back to Table of Contents

Miscellaneous
Book Buyback
Broadcast Meszzage
Docurment Status
Inventory

Stop Payrment Form

¢ Stop Payment Form

This screen enables the designated school or ISC liaison to complete and submit on-
line a request to stop a check payment. The submission triggers an email to DFO for
further action.

SCREEN 50- ON-LINE STOP PAYMENT REQUEST

Go Back to Table of Contents

3 NYC Department Of Education =

On-Line Stop Payvment Request

Stop Payment Instractions Electronic Check Imaging Instraction

Today's Date 11/5/2007

District ’_
Location Code |
Address [

[
City [ State WY > | Zip[
Phone Number [ Ext [
Faz Mumber
First ITame [ L[ Last |
Email Address |
Integrated Service Center Select One ~

Payee Check Mumber ~ #00UAE pepuedionie

($123.23) QOIDDIYY)
1] [ [ I

Comments: |
2| [ [ I

Comments: |
k]| [ [ I

Comments: |

4] [ I I

Comments: |

s [ I I

Comments: |
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SCREEN 51- VENDOR RATING SYSTEM - MOUSE OVER

Go Back to Table of Contents

Miscellaneous
© Book Buvback
© Broadcast Meszage
¢ Docurment Status
¢ Inwentary
» Stop Payrment Form

R[i;l_h‘ufe|'u:|-:hr Rating System

]-—LThis screen allows authorized users to submit a Rating Survey for
vendors who have provided them goods and/or services as well as
view a vendor’s overall score based on other rating submissions. The

overall rating is based on delivery promptness, product quality, price,
and customer service satisfaction.

SCREEN 52- VENDOR RATING SYSTEM
Go Back to Table of Contents

Vendor Rating System

Purchasing / Payments A Approval “ Inquiry A Hiscellaneous

it Home | @ Help | 8% Loaoff

Please Enter “endor & . |:|
Feetrieve ‘endar Fating

L Vendor Lookup
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ADDITIONAL SCREENS

Go Back to Table of Contents

In the following section, we have provided facsimiles of screens (mouse over and initial
screen), which are NOT available to all FAMIS users. These screens are marked in RED on

page 5 — click here. Access to certain applications within FAMIS is dependent on your title
and FAMIS Security Profile.

SCREEN 53- PRINCIPAL PER SESSION SCREENS

Go Back to Table of Contents

SCREEN 53A — MOUSE OVER
Go Back to Table of Contents

g}{g NYC Department of Education '
Y toel L. Khein, € o r
Mayor's Office | DOE | DOE Email | Personnel Directory

b |$ | @) Welcome, John Doe Edit Profile | Sign Cut

YFAMIS NEWS

Purchasing / Payments

Approval The Per Session Activity Online Approval Application
Inquiry allows a principal to request online approval to perform
Miscellaneous Per Session activities. Requests must be made prior to
o Book Buyback performing the per session activity. Requests are
o Brosdeast Message automatically emailed to the Community Superintendent
© Document Status for approval. If necessary, a request requiring a waiver
& Iiventors approval will be electronically sent to the Division of
& PerPe R Human Resources (DHR). All principal Per Session
ki activities are capped at 400 hours. Per Session activity

must not be used as means of providing additional
compensation for work or responsibilities related to the
principal’s primary assignment.
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SCREEN 53B — PRINCIPAL APPROVAL
Go Back to Table of Contents

Principal Approval

4 Purchasing / Payments # Approval A Inquiry A Miscellaneous fal Harne | @ User Guide | 8% Logoff

" Principal Per Session

:: Make a Per Session Request OR ¥Yiew History ::

REQUESTING PER SESSION Make a Request for Per Session

REVIEW STATUS OF REQUESTS Yiew Histary of Previous Reguests

SCREEN 53C — PRINCIPAL APPROVAL - AGREEMENT
Go Back to Table of Contents

Principal Approval

4 Purchasing / Payments A Approval A Inquiry A Miscellaneous fit Home | @ User Guide | 8% Logoff

Principal Agreement

Principal Attestation For Per Session Activity:

1 attest that I am not using this request for per session activity as a means of providing additional c ion for work or responsibilities
related to my primary assignment.

Click Here if you agree to the terms
| Agree

SCREEN 53D — PRINCIPAL APPROVAL - REQUEST
Go Back to Table of Contents

Principal Approval

# Purchasing / Payments A Approval A Inguiry A Miscellaneous @t Home | @ User Guide | @% Logoff

Principal Raquest Home

Year EIS ID Number®

e e iaaser
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SCREEN 53E - PRINCIPAL APPROVAL - DETAILS

Go Back to Table of Contents

Principal Approval

# Purchasing / Payments ~ Approval A Inquiry

# Miscellaneous

ff Home | @ User Guide | % Logoff

Principal Request Home
Year EIS ID Number+
IQDDB 1234567
PER USER INFO.
First Name Last Name
John Smith
Tide Code Tide Dascription
SUPLQ PRINCIPAL
School School Name
PS5 123 John Doe Elementary School
Principal's Email Address
JISmith @SCHOOLS.NYC.GOY | ] Check to Update Email
Previous Per Session Approvals SY:
Start and End Date of Per Session Activity: 09704/ 2007 ) 06/ 30/2008
Start and End Time of Per Session Activity: 3:20 PM TO 6:30 PM
Location for Per Session Ackivity: Q
School Marme
Description of Per Session Activities INQUIRY TEAM
Per Session Circular (Job Posting Murnber) 003
Bulk Job ID GERIN
District 28
Per Session Hours Requested 80 Hrs
Per Session Hours Used o Hrs
Start and End Date of Per Session Activity: 10/13/2007 R 06/ 202008
Start and End Time of Per Session Activity: 8:00 AM TO 2:00 PM
Location for Per Session Ackivity:
School Marne
. . — SATURDAY, GR.3,4,5 TEST
Description of Per Session Activities PREP & AIS CLASSES
Per Session Circular (Job Posting Murmber) 0oL
Bulk Job ID GBOHQ
District 28
Per Session Hours Requested 113 Hrs
Per Session Hours Used o Hrs
Principal Attestation For Per Session Activity:
1 attest that I am not using this request for per session activity as a means of pi g additional c for work or
responsibilities related to my primary assignment.
Does this per-session activity and the hours requested fall outside of your workday as the principal of O yes O
es No
the school?*
Does this activity have an approved posting? * C vas O o

Per Session Request Details:

Principals Daily Work Hours™

Start and End Date of Per Session Activity®

$tart and End Time of Per Session Activity*
Lacation for Per Session Activity*

School Name

Description of Per Session Activities™

Per Session Circular (Job Posting Number)*
Bulk Job ID*

District

Per Session Hours Requested*®

+ Required Field...

7 Start Over

In.g - ID.D - IAM - TQIDS_:;I DD_:Q‘I A_M e'v[

Start Date End Date

TO
[oe = oo =] [ =] o [os =] [oo (=] [am =]

—

—
[

I__Hrs
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SCREEN 54- BANKING SURVEY - MOUSE OVER
Go Back to Table of Contents

; NYC Department of Education

Mayor's Office | DOE | DOE Email | Personnel Directory 1/22/2008 11:20:06 AM
O |8 @ welcomne, Edit Profile | Sian Qut
) FAMIS NEWS ~ Other Links

FY07 Close Calendar

~ Purchasing / Payments
School Procurerment
Invoicing

W9

o Banking Surue
= £ )

"|‘.'.{fBanking Survey ‘
By July 31st of each year, a reconciled June 30th balance

Purchasing Mews

must be reported in the Survey for all Department of SREHRmE

Education Bank Accounts. Portal Mews
students
Parents
Teachers

Districts/Schools

SCREEN 55- BANKING SURVEY

Go Back to Table of Contents

NYC Department of Ed_L_liC_ati_QiU

1/22/2008 3152131 PM

Bank Account Survey

Email:

School Location Code: :_f'-. Login | | i Clear |
fi.e, MOO1]

Account Mot Registered? Click Here
Bank Account Mumber:
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SCREEN 56- CORE CURRICULUM - MOUSE OVER

Go Back to Table of Contents

3 NYC Department of Education

Mayor's Cffice | DSE | DOE Email | Personnel Directory
L |88 @ welcome, Edit Profile | Sign Cut

1/22/2008 12:03:44 PM

YFAMIS NEWS # Other Links

Fy07 Close Calendar
# Purchasing / Payments

School Procurement
@ Core Curriculum

Inwoicing
£ |?_'Core Curriculum | W
This screen allows users to place orders for Core Curriculum materials during the central ordering OFO

window each Spring. After the ordering window closes, schools can click on this screen
to view their order history. Specific ordering and delivery timeframes are posted each year in ROHChSS eSS
“Principals’ Weekly.". Please contact the Core Curriculum Response Team at 718-935-3334

DOE Home
or cumculum@schools.nyc.gov” for any assistance.
Portal Mews
Students
SCREEN 57- CORE CURRICULUM
Go Back to Table of Contents
Core Curriculum /
# Purchasing / Payments A Approval A Inquiry # Miscellaneous fat Horme | @ Help | a% Logoff
Order Location
:: Enter Location ::
District: |01 = Location:
(]
0z 1
%
04
05
06
o7
0s
u]
10
11 -

42



SCREEN 58- FINANCIAL PROCESSING — MOUSE OVER

Go Back to Table of Contents

NYC Department of Education

Mayor's Office | DOE | DOE Email | Personnel Diractory

O <8 @ Welcome,
I FAMIS NEWS

# Purchasing / Payments

Financial Pracessing

Edit Profile | Sign Cut

4 ?/Financial Processing

This application replaces the FAMIS green screen processing module,
|authorized uzers can process budget rodificstions, spending plan
rmodifications, journal entries and correct the various subsystermn

dinterface errars,

1/22/2008 11:34:00 AM

% Other Links
Fyo7 Cloze Calendar

School Procurement
Invoicing

W9

DFO

Purchasing Mews

LiOE Horne

Partal News

Students

Parents

Teachers

Districks/Schools

SCREEN 59- FINANCIAL PROCESSING

Go Back to Table of Contents

Fimancial Processing

ey P

T BL - BUCBET MOD + LUVE-SLIM SLLGCAT]ON

0 - CaFs MITC WOLK EBR (an T BLIDNGET)
ZH o« CHESE INTERFACE

IR = OBE -EIDED JOURMAL ENTIY - P.E

1 v CPY INTERFACE

&0 - Sl INTERFalE

OT = CAFE VOUCHER - BET

CH = CPI INTERFACE

S - RECURRIMA PAYHENT EHELLE [CAR FARSE, ETC)
LF THRE
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SCREEN 60- SECURITY MAINTENANCE - MOUSE OVER

Go Back to Table of Contents

NYC Department of Education

Mayor's Office | DOE | DOE Ernail | Personnel Directory
O |88 @ Welcomne, Edit Profile | Sign ©ut

I FAMIS NEWS

“ Purchasing / Payments
“w Approval
“ Inquiry

~ Miscellaneous

§ i?!Securig Maintenance

This screen can be used for Security Adrninistrators at the Central
JOffice and ISCs to view and modify security profiles for user that fall
within their jurisdiction. These security profiles include User
r Inforrmation, District Access, Location Access, Docurnent Type Access,
Portal Access, Initiation Dept Access, and Trans Group information.

@ Security Maintenance

1/22/2008 11:24:00 AM

# Other Links
FY07 Glose Calendar

Schoal Pracurerment
Inuvoicing

W-a

DFO

Purchazing Mews

DOE Horme

Portal Mews

Students

Parents

Teachers

DistrictsfSchoalz

Statistical Summaries

Add Mare Links

SCREEN 61- SECURITY MAINTENANCE

Go Back to Table of Contents

Security Maintenance

# Purchasing / Payments A Approval 2 Inquiry A Miscellaneous

FAMIS | CPS | EIS | PER DIEM PER SESSICN (PED)

it Horne | @ Help | 8% Logoff

User ID || #4 search <-- Enter user ID and click search,

User Name:

™
%) Online FAMIS Security Setup
Options

I%User Infa

%District Accass
%Location Access
I%Portal Access
@Document Type Access
%Initiating Dept Access

I%Trans Caode Group
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SCREEN 62- P-CARD EXPENSE ADMIN
Go Back to Table of Contents

NYC Department of Education

.—MOUSE OVER

Mayor's Office | DOE | DOE Emall | Personnel Directory
O |48 @ welcome, Edit Profils | Sign Out
IFAMIS NEWS

“ Purchasing / Payments
v Approval

' Inguiry

“ Miscellaneous

@ Pcard Expense - Adrmin

-|i-'.5-5Pcard Expense - Admin |

This screen allows authorized users access to view cerified and uncertified
monthly P-card expenses. To facilitate the certification process, the system

will automatically generate an e-mail to all cardholders upon receipt of monthly
electronic card statement from the bank. All cardholders or an authorized
designee are required to record the appropriate expense type

{e.g., supplies, parking, postage) for each transaction on this screen. Certification
of expenses will serve as authorization and approval to realign the spending plan
where the expenses were made.

1/22/2008 11:34:00 AlM

# Dther Links
Fv07 Close Calendar

gchool Procurement
Invoicing

W-9

DFO

Purchasing Mews

DOE Home

Parkal Mews

Students

Parents

Teachers

Districts/Schools

Statistical Surmmaries

Add Mare Links

SCREEN 63- P-CARD EXPENSE ADMIN.

Go Back to Table of Contents

P-Card Expense Reporting

# Purchasing / Payments A Approval # Inquiry 4 Miscellaneous

Welcome Admin

0 view all

‘u‘}, Uncertified Records ‘

fat Home | @ Help | &% Logoff

45




Department of
Education




