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1. Introductions

a) Points of Contact

· Help Desk - Questions, Problems, and Change Requests

 
(Phone) 1-800-253-5559  

(E-mail) fire_help@fs.fed.us 
· Melissa Frey – FEPP Type Code additions

(E-mail) mfrey@fs.fed.us
2. 
What is “FEPMIS” 

An Internet application available to Forest Service FEPP Management and the states and territories that participate in the FEPP Program.  FEPMIS will provide auditable inventory records and manage and maintain property accountability.

· FEPMIS information web address: http://www.fs.fed.us/fire/partners/fepp/fepmisindex1.html
· Test Site Login web address: http://famtest.nwcg.gov/fam-web/
· Production web address: http://fam.nwcg.gov/fam-web/
3. Create login’s/Gain Access and Passwords 

· See Attachments 1 – 13 for sample menus of each type of user available in FEPMIS

· See page 16 for a sample of each type of test site login’s

a) Logging on and Logging off  

· User ID’s are unique, no two can be the same.
· Up to 8 characters for a login. 

· All logins will be approved by the PMO and all passwords (up to 30 characters) will be assigned by the PMO – you will be notified by either e-mail or through a phone call of your password.  

b) Changing your password in the Production Site 

All passwords will be the same in the Test Site only:  FEP911

All positions that have been created for a state can be viewed in the 

USER HIERARCHY REPORT

4. Requesting and Maintaining Users  - New User



Not Available to Warehouse Positions and Screeners

a) From the Main Menu “Request/Modify Users” Select the role you are establishing for a new user.

b) A list of all persons already appointed to that role will appear.

· Do not select any of these; instead, click on the button “Request New User”

c) Fill in all mandatory information (*) and Submit

It will then go to the PMO for approval.  The PMO will then notify the user of their password.

NOTE:  Districts are established by creating District managers.   District numbers are assigned by FEPMIS by the order of entry, I.e. District 1 will be the 1st district that you enter, District 2 will be the 2nd you enter, and so forth.

5.  Requesting and Maintaining Users  - Modify User Information 

a) From the Main Menu “Request/Modify Users”

b) Select which position that you are modifying.

c) A list of all persons appointed to that position will appear.

d) Select which user you wish to modify and select the button “Review/Modify User”

e) Make changes as necessary 

· Submit.

REPORT- USER HIERARCHY REPORT

6. Assignment Units - Create New Assignment Units 

(Storage Units, State Operated Facilities, or Fire Departments) function can only be done by FEPP Managers, District Managers and their support roles. 

Note:  Districts must be created prior to creating assignment units.

*You only need to create assignment units for locations that have (or will have) FEPP Property!

a) In the Main menu under Assignment Unit, select “Create New Assignment Units”


* Select Local for Fire Departments, Storage Sites, and State operated Facilities

                                              or

       * Other - used only for Aircraft

    
* Do not select the warehouse option! A warehouse position does not allow for 
 
    property to be brought back into the warehouse. 
b) Determine what you want to use for your Unit code I.e. – fire department names, state used identification numbers. Each name must be unique, and no spaces or special characters are allowed.
c) Fill in all mandatory fields (*) with the asterisk 
d) Select Submit 
e) You will get a message in red telling you your assignment has been created.

7. Assignment Units -Review/Modify Assignment Units 

Only Available to FEPP and District Managers

· From the Main Menu Select Review/Modify Assignment Units

· Highlight the District

· Select Continue

c) Highlight the Assignment Unit 

· Continue

d) Make changes to any fields that are blocked 

· Submit

8. Federal Supply Classes (FSC’s) and FEPP Type Codes

a) A complete FSC Listing (Cataloging Handbook-H2) can be found under forms and pubs at http://www.fs.fed.us/fire/partners/fepp/h2book.pdf
b) FEPP Type Code listing: FEPMIS Reports under Miscellaneous reports. 

REPORT - FSC/FEPP TYPE REPORT

9. State use FSC Codes 

Available only to State Forester, State Coordinator, FEPP Manager, and Support

Note:  All FSC/FEPP types are selected for your state use.  You can mark certain FSC/FEPP types inactive by following these directions.

a) From main menu, select “Set State Use FSC Codes”

b) Hit Continue for complete listing or enter FSC Code, Category, or Description to get a more itemized list

c) Highlight and continue

d) Check the inactive button on the right side and Submit

e) Keep repeating this process until all desired FSC/FEPP types that you do not want your state screeners to get are selected.

Note:  You can see all the FSC/FEPP types that you have selected by looking in Reports.



FSC/FEPP TYPE REPORT

10. Excess (FEPP) Property Requests 

Can only be done by FEPP Manager, District Managers, and Warehouse Managers and Supports
Note:  You may first create a local unit (call it Acquisition Plan) before you can start to request property on your acquisition plan.  Or you may build your acquisition plan based on identified needs from your assignment units.

a) From main menu select “Excess Property Request Form” 

b) Select an Assignment Unit District

c) Select a Local Unit (for ex., the one you created called “Acquisition Plan”)

d) Enter a FSC or click Continue to get an entire listing of all FSC’s

e) Select desired FSC and Continue

f) Enter your quantity and select the FEPP type

g) Submit

h) Repeat this process until all the property you would like has been requested

These requests will then be offered to your FEPP Manager, State Forester, and PMO for approval and inclusion on your Acquisition Plan. 

* Cancellations for any request can be done through the “Review Requests” option at any time.

i) The FEPP Manager will then need to go to the Acquisition Plan and start the creation of it.  

11. Rolling up Requests to Acquisition Plan

FEPP Manager only

a) On the Main Menu – Select Acquisition Plan

b) A list of all items requested will appear. 

c) To adjust or reject a request, select “Review Request Detail”.

· Enter Quantity Approved 

· Or check the Reject Box to reject the entire request

· Select Submit and then the Back button to go back to Add all requests.

d) Select “Add all Requests to Proposed Acquisition Plan”.

· A YES will appear in the column “Included in Proposed Acquisition Plan”.

12. Acquisition Plans - Create 

a) Review - Only available to FEPP Managers, District, and Warehouse 

· From the main menu select “Acquisition Plan”

· You can review all new requests and approve or reject them according to the guidelines. 

b) Rolling up the Requests for Approval – Only available to FEPP Manager 

· Select Acquisition Plan

· Click the review box and select review to make adjustments in quantity or cancel request – OR - Select “Add all Requests to Proposed Acquisition Plan” to forward requests onto the State Forester for their approval.

c) Approving Acquisition Plan – Only available to the State Forester and then the PMO

The FEPP Manager, State Forester, or the PMO can all reject requests made for local units.  The unit may resubmit for approval in the next proposed Acquisition Plan.

REPORT- ACQUISITION PLAN (PROPOSED) 
Prior to the PMO approval
REPORT- ACQUISITION PLAN (APPROVED)

After the PMO approves

13. GSA Area Property Officers Addresses

a) Maintained at the Washington Office – Contact Melissa Frey (mfrey@fs.fed.us) for changes

14. Holding Agencies/Property Locations (DRMO’s) 

Available to Screeners only

Note:  This list is maintained by the screener, new additions can be added as necessary.

a) Under “Maintain Property Sources” select Holding Agency or Property Location

b) Select the GSA APO which would approve the request  

c) If Modifying, Highlight the agency you wish to modify and select Review/Modify

· Make corrections as needed

· Select Submit and you will get a red message at the top of the screen telling you update was successful.

d) If Adding a new agency (please make sure the agency isn’t already listed)


· Select Add

· Add all information and select the Submit button – Items with an * are mandatory fields and must be entered before submitting.

· Red message will appear at the top of the page telling you if your entry was successful.

Every Holding Agency must have at least one Property Location.  This MAY be the same contact information, although not necessarily.

15.  GSAXcess-GENERATED SF 122 (GSA/FEPMIS link)

This will only be available to the screener GSA Activity Address Code (AAC) who froze the property in GSAXcess.  NOTE:  The screener will continue to receive a faxed or emailed copy of the GSA version of the 122.  Use this document to complete the FEPMIS version.  Note, if the proper GSA APO is not available, request it be added by the Washington Office; if the proper holding agency or property location is not available, the screener must add those from the main menu (see above).  

a) Select “Saved SF 122” 
b) Highlight the SF 122 that matches the GSA control number of the GSA generated SF    122.
· Select Continue
c) Highlight which “GSA APO” will approve the transfer of property (available from the GSA-generated SF-122)
· Select Continue

d) Highlight which “Holding Agency” (DRMO) (available from the GSA-generated SF-122)

· Select Continue

e) Highlight the “Property Location” where the property is located (available from the GSA-generated SF-122)

· Select Continue

*The rest of the information should be there from the GSAXcess link; the screener should verify this information.

f) Highlight the FEPP type by selecting the drop down arrow and selecting from the options listed.  It will always default to FEPP Type “0”
g) Screeners also have the option of deleting a line item by checking the delete box and submitting.  This does not reject the request through GSAXcess; you will have to call/fax/e-mail the GSA APO and notify them that you are rejecting the allocation.

Note – if the line item has a yellow background you will need to justify the item in the “Special Justification” box.
· Select Continue

YOU WILL GET A MESSAGE IN RED TELLING YOU THAT THE REQUEST HAS BEEN SUBMITTED FOR APPROVAL!

16.  CREATE AN SF 122 
 For items that were not frozen in GSAXcess, i.e. Internal Transfers within the Forest Service or for items transferred outside the GSAXcess system



Available at the screener level

a) Select “Create SF 122” 
b) Highlight which “GSA APO” will approve the transfer of property
· Select Continue

c) Highlight which “Holding Agency” (DRMO)

· Select Continue

d) Highlight which “Property Location” the property is located at

· Select Continue

Note - You may type in the FSC code of the item if known 

(Select Continue to show only that FSC code) 

OR

· Select Continue to show all FSC codes 
e) Highlight which “FSC Code”

· Select Continue

f) Highlight which “FEPP Type Code” best describes the property

· Select Continue

g) Fill appropriate information - any box that has an * in front of it

· GSA Document Number (found at the top of GSA SF 122 – GSA Control Number)

· Ship To instructions – such as  “Will Pick Up”

· Physical Location (DRMO property Storage Location)
· Turn In Doc Number (called Item Control Number on GSA SF 122)
· Unit
· Quantity
· Unit Cost
· Select either Rural Use or State Use

· Comment box can include any additional item description.  If the item is FEPP Type “0” you will be required to more completely and accurately describe the item in the comment box.

If the item is not on your Acquisition Plan you will get a message in red stating that “THIS FSC REQUIRES SPECIAL JUSTIFICATION” at the top of the page, and you will be required to complete the “Special Justification Block”.

· When all required blocks are filled click the “SUBMIT” button. 

h) If all blocks have been filled in properly, you will get a message (in red) telling you the “Line Item Submitted and the SF122 Order Number”

The status of these requests can be viewed in the FORMS option on your main menu, or in the Review SF 122 option from the main menu

17.  Multiple line item requests

a) If there is no special justification required for the items you are requesting, you will be able to (and should) do a multiple line item request for all items that are located at the same holding agency and use the same APO.

b) Fill appropriate information - any box that has an * in front of it

· Comment box can include any additional item description.  If the item is FEPP Type “0” you will be required to more completely and accurately describe the item in the comment box.

· Select Save

· Choose the “New Line Item “button at the bottom of the page for each request.  

· You can continue to add line items following this process or submit your request. 

Note – If you do not submit the SF 122 it will be stored in the “Saved SF 122” option on your main menu.

18. Approval process for SF 122 Requests 

a) Items on the Acquisition Plan (no Special Justification required)

· After the SF 122 request has been submitted it will go to the FEPP Manager for approval, then on to the PMO or Support.

· The SF 122 will then be signed by the PMO, faxed to GSA and the FEPP Manager of the requestor.

b) Items that require Special Justification (not on the Acquisition Plan)

· The FEPP Manager, the State Forester, and finally the PMO may approve the request.

· The SF 122 will then be signed by the PMO, faxed to GSA and the FEPP Manager of the requestor.

19.  Review/Resubmit/Cancel SF 122’s 

a) If a request has been rejected, you will have the opportunity to resubmit that same request or cancel the request, depending on the reason for the rejection.  Remember! This only rejects the request in FEPMIS, it does not reject it with GSA.
b) From the screener main menu select “Review/Resubmit/Cancel SF 122”
c) Select the rejected SF 122
d) Select the action (cancel or resubmit)
e) Type in the special justification and select Submit.
f) The document will then follow the same approval process.
g) The document will remain open until it is either approved for acquisition or the request is canceled.

Note – The screener will need to notify the GSA APO (that allocated the item) by phone or e-mail if the item is rejected by the FEPP Manager, State Forester, or PMO.

FORMS – SF 122 
20.  Receipt of property/Completing an SF 122 

Inventoried Items

a) Select “SF 122 Receipt of Items”
b) Select the SF 122 which you are receiving, then select Continue
c) Select which line item you are receiving, then select Continue
d) Complete information in mandatory blocks *.
e) Make changes as necessary in Unit of Issue, Quantity Received, FEPP Type, or FSC Code.  Complete Discrepancy Justification statement to explain why you made changes in any of these fields.

Note – You may change the FSC or FEPP type on receipt, as the DRMO may not have give the correct FSC code.

f) If this is a multiple quantity for this line and it differs from the request, you will need to type in the justification for the change.
g) The next screen will ask you in yellow to “Click here [image: image2.wmf]if the Total Actual Quantity entered is all you will ever receipt against this line.”
Note:  Check this box if you will not be receiving any more property on this line item.  If you do not check this box, the document will stay open indefinitely. 

· Select “Submit”.

YELLOW MESSAGE - IF YOU DO NOT SELECT yes in this block the SF 122 line item will stay open indefinitely.  Once all items on the line have been received you should select YES.

h) Fill in all mandatory (*) information and any additional information for inventoried items.
· Select Submit
21. Receipt of property/Completing an SF 122 - Non-Inventory Items 

a) Select Inventoried or Non-Inventoried Item

b) If you select Non-Inventoried property you will go no further, property will be receipted when you select submit.

Note: If you select Inventoried Item, you must complete information on the next screen and the property will be identifiable and be listed on the State Inventory.

REPORT- ACQUIRED ITEM SUMMARY REPORT & TRANSACTION REPORT
**ALL PROPERTY ON RECEIPT OF AN SF 122 WILL AUTOMATICALLY BE LOCATED IN FEPMIS UNASSIGNED PROPERTY.  YOU CANNOT ASSIGN PROPERTY IN THE RECEIPT PROCESS; IT WILL FIRST GO TO UNASSIGNED PROPERTY AND YOU CAN THEN ASSIGN THE PROPERTY TO THE LOCAL UNIT OR WAREHOUSE.

REPORT- UNASSIGNED ITEMS SUMMARY REPORT

22.  Changing FSC codes on Receipt

Available to anyone receiving the property

For inventoried and non-inventoried property

a) On receipt, select yes in the yellow box that asks “Change FSC Code and/or
FEPP TYPE?”
· Type in the correct FSC code or erase the current code and select Continue
· Highlight the correct FSC code and select Continue
· Highlight the correct FEPP type and select Submit
· Fill in all information with an * if it is an inventoried item
· Submit/Continue
Note – This is the only time you will have the option to change the FSC code!!!
23. Changing FEPP Type Codes 

Available to Warehouse Managers, FEPP Managers and above

a) From the Main Menu, select Change Inventoried Item FEPP Type

b) Type in the FSC code of the item you want to change or select Continue to get the entire list of FSC codes

c) Highlight the FSC and Continue

d) Highlight the current FEPP type of the item and Continue

e) Highlight the FEPP type that is correct for the item, type in a justification for the change and select the line item by putting a check mark in the box alongside the item which you are changing

f) Select Continue

g) Verify information and Submit if correct.

24. Assigning Inventoried Property 

Available to FEPP, District, and Warehouse Managers

a) Under FEPP Assignment select Assign Individual Inventoried items. 

b) Select an FSC or select Continue to get the entire list of all property available for assignment.
c) All Inventoried property that has been received but has not been assigned will appear for you to assign. – Select one to assign.

d) Continue

e) Select the Unit you wish to assign the property to and add any additional information as needed.
IF YOU WISH TO PREPARE A SHIPPING DOCUMENT (hand receipt), YOU CAN WRITE DOWN THE ASSIGNMENT NUMBER THAT APPEARS ON THIS PAGE TO PRINT AT A LATER DATE or YOU CAN IMMEDIATELY PRINT THE SHIPPING DOCUMENT (RECOMMENDED).  

f) Submit – You will get a message telling you that your assignment is completed, it will also list the Assignment Number.

25. Assign List of Items 



Available to FEPP and Warehouse Managers

NOTE:  You can assign inventoried and non-inventoried property at the same time as long as it is going to the same fire department.

a) Under FEPP Assignment select Assign Items.

b) Select an FSC or select Continue to get the entire list of all property available for assignment

c) Select the District that you want to assign property to

d) All Inventoried and Non-inventoried property that has been received but has not been assigned will appear for you to assign. – Select which property you want to assign by placing a check mark in the left column, line item.

e) The Non-inventoried property can be issued as consumable or durable, check mark the appropriate block and fill in the quantity you wish to issue in the box for the “Assignment Quantity”.

f) Select “Continue”
g) Select the Unit you wish to assign the property to and add any additional information as needed.  
h) All items selected will be assigned to one local unit.

i) Submit – You will get a message telling you that your assignment is complete.  Here it will also list the Assignment Number.

REPORT- SHIPPING DOCUMENT

REPORT- TRANSACTION REPORT (RECEIPTED ITEMS)

REPORT- ASSIGNED ITEM HISTORY REPORT

REPORT- CURRENT INVENTORY REPORT

REPORT- INVENTORIED ITEM DETAIL REPORT

26. Reissue Inventoried Items & Non-Inventoried Items 

Available to FEPP, District, and Warehouse Managers

a) From the Main Menu, under FEPP Assignments, select Reissue Items.
b) Select the District that is transferring the item or type the Local Unit Assignment Number or name in the block provided.

c) Select the Local Unit that is transferring the item and the FSC code of the property that is being transferred or leave FSC code blank to get a complete listing of all property that is available.

d) Select the District or type in the unit assignment number of where the property is going TO and select the Line Item, Continue

e) Select the Assignment Unit that will be receiving the property

f) Submit

IF YOU WISH TO PREPARE A SHIPPING DOCUMENT (hand receipt) LATER, YOU WILL NEED TO WRITE DOWN THE ASSIGNMENT NUMBER THAT APPEARS ON THIS PAGE OR YOU CAN PRINT IT IMMEDIATELY (RECOMMENDED).

REPORT- SHIPPING DOCUMENT

REPORT- TRANSACTION REPORT (RECEIPTED ITEMS)
27. CREATE AN SF 120 or AD 112 – Inventoried Items  
Available at the District, District Support, Warehouse Manager, Warehouse Support, FEPP Manager, and FEPP Manager Support levels 
a) Select “Create Inventoried Item Change of Status”
b) Highlight which District has the property
· Select Continue

c) Highlight which “Assignment Unit” has the property on their inventory
· Select Continue
d) Click on the “Line Item” box for the piece of property that is being reported as Excess, Lost, Stolen, Damaged, or to be Cannibalized.
· Select Continue

e) Fill in appropriate information in any box that has an * in front of it 

· Change of Status Requested (there is a drop down box available for choices)

· Condition Code (there is a drop down box available for choices)
· Storage Location

· Contact Name

· Contact Phone Number
· Disposal Reason - I.e. Cause of loss or destruction, condition and description of property being sold.
If you want to change any pertinent data for the item you can select “View/Modify Property Details” and make any necessary changes.  If you choose to make changes on this screen you will have to justify your changes in the blank space to the left of the information that was changed.  

NOTE:  When you select the Submit button on this page you are only submitting the changes not the Report of Excess.  Submit and then select the back button.

f) When all required blocks are filled click the “SUBMIT” button

g) If all blocks have been filled in properly, you will get a message (in red) telling you the “Change of Status has been Submitted”

28. CREATE AN SF 120 or AD 112 – Non-Inventoried Items 

Available at the District, District Support, Warehouse Manager, Warehouse Support, FEPP Manager, and FEPP Manager Support levels

a) Select “Create Non-Inventoried Item Change of Status” (for DURABLE property)
b) Highlight which District has the property in their inventory
· Select Continue

c) Highlight which “Assignment Unit” has the property on their inventory
· Select Continue

d) Click on the “Line Item” box for the piece of property that is being reported as Excess

e) Enter the Quantity 

· Select Continue
f) Click cursor on any box that has an * in front of it and fill in appropriate information 

· Change of Status Requested (there is a drop down box available for choices)

· Condition Code (there is a drop down box available for choices)
· Storage Location

· Contact Name

· Contact Phone Number
· Disposal Reason - I.e. Cause of loss or destruction, condition and description of property being sold.

g) When all required blocks are filled click the “SUBMIT” button.

h) If all blocks have been filled in properly, you will get a message (in red) telling you the “Change of Status Request Submitted”

REPORT- TRANSACTION REPORT (DISPOSAL/CANNIBALIZED)             
REPORT- CHANGE OF STATUS



*For inventoried and non-inventoried items.

29. Creating a Change of Status for property that is not in FEPMIS (i.e. scrap piles, tires)

Available at the District, District Support, Warehouse Manager, Warehouse Support, FEPP Manager, and FEPP Manager Support levels

a) Select “Create Disposal Request for  Non-FEPMIS Items”
b) Type in the FSC Code, Category, or Description or select Continue to get a complete list.
· Select Continue

c) Highlight which description applies
· Select Continue

d) Highlight which FEPP type applies

· Select Continue
e) Click cursor on any box that has an * in front of it and fill in appropriate information 

· Change of Status Requested (there is a drop down box available for choices)

· Condition Code (there is a drop down box available for choices)
· Storage Location

· Contact Name

· Contact Phone Number
· Unit
· Disposal Quantity
· Disposal Amount
· Disposal Reason - I.e. Cause of loss or destruction, condition and description of property being sold.

f) When all required blocks are filled click the “Continue” button.

g) If all information is correct, Submit

h) You will get a message in red telling you that your request has been submitted.

30. Approval Process for Reports of Excess

The FEPP Manager (unless the FEPP Manager creates the Request), State Forester, and PMO or their support units will approve or deny all requests.

a) Select “Review/Approve/Reassign/Cancel/Close Change of Status

b) Select the “Line Item” block for the request that you want to see.

c) Select Continue to view the request

d) Other than REJECTED status, the PMO or their support are the only authorized personnel to close a Report of Excess.

Note: The block on the far right will tell you what status the request is in.

31. Seeing the Status of Property reported as excess and what it means

Not visible to Screeners (except off the “Forms” menu)

a) DISPOSAL: FEPP_MGR   (awaiting the FEPP managers approval)

b) DISPOSAL: STATE   (awaiting the State Foresters approval)

c) DISPOSAL: PMO (awaiting the Property Managers approval)

d) ON_NATL_INV (On National Inventory) after PMO approval (available for screening) 

e) OFF_NATL_INV (Off National Inventory) on the 6th day

f) APPROVED: CANN – Document can be closed when final disposal action has been done

g) REJECTED – Can be closed by FEPP Manager or above

32. Cannibalization - Reporting items obtained by Cannibalization 

(Chapter 5, Page 5.16 – 5.18)

a) From the main menu select “Report Items Obtained by Cannibalization”

b) Select Disposal Report Line and type in the FSC code for the item you want to report as cannibalized (or you can select Continue to get all FSC’s)

· Select Continue

c) Select the FSC Code for the item you are removing from the original piece of property

· Select Continue

d) Select the FEPP type, unit of issue, part, and quantity.

· Submit (Non-Inventoried)/Continue (Inventoried)

Note: Inventoried property will require the mandatory information (I.e., AG #, Serial Number) to be entered prior to submitting.

33. View previously reported cannibalized items.

a) From the main menu select “Report Items Obtained by Cannibalization”

b) Select Disposal Report and check the “View previously reported cannibalized items”.

c) Continue

d) Select the FSC code if you want to report additional items removed from the cannibalized    property.

e) Continue

f) Select the FEPP type, unit of issue, part, and quantity.

g) Submit (Non-Inventoried)/Continue (Inventoried)

Note: Inventoried property will require the mandatory information (I.e., AG #, Serial Number) to be entered prior to submitting.

REPORT- CANNIBALIZATION
34. Reviewing Available FEPP property – National Inventory


 (property approved as ‘excess’ by a PMO and available for acquisition by another State)

a) On National Inventory – Available for 5 days (ON_NATL_INV)

· From the main menu under FEPP Change of Status

· Select Available Inventoried or Available Non-Inventoried FEPP 

Note:  If you are logged in as a screener you can Submit an SF 122 for items you would like to get by selecting the button at the bottom of the screen.

35. Review/Adjust Inventoried Item  - Not available to screeners

a) Under Inventory, select Review Inventoried Items

b) Select District 

c) Select Local Unit, FSC, or FEPP Property Number – Continue

d) Select line item – Continue

e) Adjustments can be made to any field with or without an asterisks but it will require a correction justification to be entered in the field along side the item changed.

f) Submit

REPORT- TRANSACTION REPORT 

REPORT- INVENTORY DATA CORRECTIONS REPORT

REPORT- TRANSACTIONS BY FEPP ITEM REPORT

36. Review/Adjust Quantity on Non-Inventoried Items



Not available to screeners

a) Under Inventory, select Review/Adjust Non-Inventory Item

b) Select District 

c) Select Local Unit, FSC, or FEPP Property Number – Continue

d) Select line item and you may change the quantity 

Note:  You can only do one line at a time.

e) If you received the wrong quantity on the initial assignment, you should check the box at the bottom of the screen and add the Assignment Number.

f) If the quantity is changed you will be required to fill in the correction justification.

g) Submit

37.   Review/Modify Inventory Date 



Not available to screeners

a) Under Inventory, select Review/Modify Inventory Date
b) Select District, or select District and FSC code to show all Fire Departments that have that FSC in that one district, or select District and the Optional Box to show all inventory within that District
c) Continue
d) Select options from top and/or the Fire Department
e) Continue 
f) Click View Property Box to make changes or adjustments to that item 
g) Select “View/Modify Property Details” button at bottom of screen
h) Make changes as necessary and fill in Correction Justification - Submit
Note: If you only wish to change the date of the last inventory you can simply change the date without viewing the item.  Make date correction – Save Certification Information
38.  Certifying Inventory  – State Forester

a) Under Inventory, select Certify Inventory
b) If all inventoried items have an inventory date that is more recent than the previous ‘certified date’ the State Forester may click “Approve Inventory Certification: State”.  If even one inventoried item has a date previous to the latest certification date, the State Forester may not certify the inventory.
c) From the Reports menu, select “Inventory Certification Report”.
d) Sign and date it, and forward to the FS PMO.
REPORT- PHYSICAL INVENTORY WORKSHEET

REPORT- INVENTORY EXCEPTION REPORT

REPORT- INVENTORY CERTIFICATION REPORT
39.  Generating Reports and Forms 

a) Select either Reports or Forms from the Main Menu

b) Fill in options and follow directions in blue for the report or form you wish to generate.

39.   Screening Websites

a)  DRMS:  www.drms.dla.mil or http://wex.drms.dla.mil. 
b) GSA Xcess:  http://gsaxcess.gov
40.  Test Site Login’s
· WASHINGTON OFFICE – WO  (password WO)

· PMO – PMOR6

· PMO SUPPORT – PMOSPT

· STATE FORESTER – WASF1

· STATE FORESTER SUPPORT – WASS1

· COORDINATOR – WACOOR1

· FEPP MANAGER – WAFM1


· FEPP MANAGER SUPPORT – WAFMSPT

· DISTRICT MANAGER – WAD1


· DISTRICT MANAGER SUPPORT – WADS1

· WAREHOUSE MANAGER – WAREHS2

· WAREHOUSE MANAGER SUPPORT – WHSESPT

· SCREENER – WASCR1

All passwords are FEP911
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	Washington Office Menu 
(Login User ID: WO      Role: Washington Office) 
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Attachment 2 – PMO Menu

	
	

	
	Property Management Officer Menu 
(Login User ID: PMOR6      Role: Property Management Officer) 
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Attachment 3 – Region Support Menu

	
	Region Support Menu 
(Login User ID: PMOSPT      Role: Region Support) 


· [image: image5.png]


Approve SF 122 

· Inventory 

· Review/Modify Inventoried Items 

· Review Non-Inventoried Items 

· Certify Inventory 

· Correct FEPP Property Number 

· Query Inventory Items 

· FEPP Change of Status 

· Review/Approve/Close/Cancel Inventoried Item Change of Status 

· Review/Approve/Close/Cancel Non-Inventoried Item Change of Status 

· Available Inventory - FEPP 

· Available Non-Inventory - FEPP 

· Review/Approve/Cancel/SF-120 Change of Status Form 

· Acquisition Plan 

· Maintain Users 

· State FEPP Manager 

· State FEPP Manager 

· State FEPP Manager Support 

· State District FEPP 

· State District FEPP Manager 

· State District FEPP Manager Support 

· State Warehouse 

· State Warehouse Manager 

· State Warehouse Manager Support 

· Screener 

· State Forester 

· State Forester 

· State FEPP Coordinator 

· State Support 

· Forest Service Region 

· FS Region Property Management Officer 

· FS Region Program Manager 

· FS Region Support 

· Add / Modify State Information 

· Change Your FEPMIS Login Password 

· FEPP Desk Guide 

· Reports 

· Forms 

Attachment 4 – State Forester Menu

	State Forester Menu 
(Login User ID: WASF1      Role: State Forester) 
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Attachment 5 – State Support Menu

	State Support Menu 
(Login User ID: WASS1      Role: State Support) 
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Attachment 6 – State Coordinator/Contact Menu

	State Coordinator / Contact Menu 
(Login User ID: WACOOR1      Role: State Coordinator / Contact) 
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Attachment 7 – State FEPP Manager Menu

	
	State FEPP Manager Menu 
(Login User ID: WAFM1      Role: State FEPP Manager) 
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Attachment 8 – State FEPP Manager Support Menu

	State FEPP Manager Support Menu 
(Login User ID: WAFMSPT      Role: State FEPP Manager Support) 
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Attachment 9 – State District Office Menu

	
	State District Office Menu 
(Login User ID: WAD1      Role: State District Office) 
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Attachment 10 – State District Office Support Menu

	State District Office Support Menu 
(Login User ID: WADS1      Role: State District Office Support) 
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Attachment 11 – Warehouse Manager Menu

	
	Warehouse Manager Menu 
(Login User ID: WAREHS2      Role: Warehouse Manager) 
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Attachment 12 – Warehouse Manager Support Menu

	Warehouse Manager Support Menu 
(Login User ID: WHSESPT      Role: Warehouse Manager Support) 
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Attachment 13 – FEPP Screener Menu

	FEPP Screener Menu 
(Login User ID: WASCR1      Role: FEPP Screener) 
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Attachment 14 - Reports

	Select a Report 
(Login User ID: WO      Role: Washington Office) 
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Attachment 15 - STATE USER HIERARCHY

 

The FEPMIS user hierarchy is outlined in the diagram below.  Please refer to this as you are filling out your hierarchy worksheet.
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