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Overview

Introduction Each user of the Fixed Asset Accounting and Control System (FAACS) is granted
a Logon Identification and password following the procedures covered in CAPP
Topic No. 70310, Security.

Once the user has an assigned LOGON ID and initial password, the following set
of screens and instructions must be followed to access the FAACS web-based
online System.
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Logging On

Access the Access FAACS from the DOA Homepage: www.doa.virginia.gov. Atthe DOA

DOA Home Homepage, click on FIXED ASSET ACCOUNTING link on the right hand side.
Page

A Home Page - Virginia Department of Accounts - Microsoft Internet Explorer provided by DEPARTME..
Eile Edit ‘iew Favorites Tools Help

1

€] &) \ﬂ @ ;j /'__\J Search “‘}‘/I'\':(Favorites {‘} 1 :,_,'_ w - _J ﬁ ‘3

: Address |féj http: /fwewwe doa. virginia.gov/ v | Go

Virginia Department of Accounts

Robert F. McDonnell,

Governor

Richard D. Brown,

Secretary of Finance # New Information!

Our Mission

& Stimulus Accounting and
Reporting Information

+ [IEM FINDS Security

Infarmation [FDF]

Dawid A. Von Moll,

State Comptroller To pravide a uniform system of accounting, financial reparting, and internal control adequate to protect and
account for the Commormeealth's financial resources, while supporting and enhancing the recognition of

Wirginia as the best managed state in the union. More information is available in DOA's Strategic Plan and
Reporting Information Service Area Plan.

Stimulus Accounting and

¥ Access Security Forms
+ Accounts Receivable
ARMICS

¥ CAPP Manual

Functional Org Chart [PDF]

An Introduction to DOA

General DOA Information In 1927, the General Assembly created the Division of Accounts and Controls in the Department of Finance,

and in 1966, itwas renamed the Department of Accounts. ClREE e TSl

Commonwealth Knowledge
Center

Accounting and Reporting

Division of State Internal Audit Our Responsibilities . -
# Confirmation of Agency
Reconciliation Website
# DOAForms

DOA Job Openings

# Electronic Data Interchanoe
(EDI

Finance and Administration . . . . - . n
The Department, under the direction of the State Comptroller, is respaonsible for: praviding a unified financial

Information Resource accounting and control systemn for state funds; developing a comprehensive system of checks and balances
hetween state agencies entrusted with the collection, receipt and dishursement of state revenues; and

M it
e maintaining a central accounting systern for all state agencies and institutions.

Payroll Operations

Ower the last several years, state and local governments have begun issuing simplified financial reports.
# Financial Staternent

| £

Payroll Service Bureau These are often referred to as "popular reports” These reports are intended to better inform the public about Ikl
— their govemnrent's financial condition, without excessive detail or the use oftechnical accounting terms. For Directives
e a summary ofthe Commaonwealth's overall financial condition, use this link. % Fied Asset Accounting

Continued on next page
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Logging On, Continued

Access Screen  This brings the user to the FAACS access screen. Click on FAACS On-line
Application link in the Links box or the first bullet: FAACS On-Line Application.

. File Edit Wiew Favorites Tools  Help #
QBack i > \ﬂ \ELI o /'. ) Sgarch ‘:;'_'\'{’Favurites &) iz @M - ﬁ 3
Address | &) http: /Awwewe doa . virginia.gov/Financial_Reporting/FAACS/FAACS _Main.cfm v . Go

Home > Accounting and Reporti inancial Reporting
ixed Asset Accountin stem (FAACS

Robert D. Eddfetorn,
Assistant Director, Financial Reporting
General DOA Information Voice: (804) 225-2257

Email: Bobby. E ddfetornidoa. virginia. qov b e
Fax: (B04) 225-2430

Accounting and Reporting

& Financial Reporting

O F NS TEREEER FAACS Online Application
» and Internal Control

Standards (ARMICS) DOA has developed a new web-based application to replace the older FAACS on-line data entryfinguiry systerm. Users key transactions directly
inta an internet application for processing into FAACS.

= Accounts Receivable

FAACE On-Line Application

e Annual MELF Report .
e« FAACS Production Schedule
-
-

e CAFR Report Consumer Price Indesx Listing [PDF] [Excel]

el T e e A CIP Documentation Warksheet [Excel]

Chdl

Fixed S=zet Accounting

Financial Statement

Directives

-~
w

Continued on next page
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Logging On, Continued

Log-In Screen  This will take the user to the FAACS log-in screen. Enter the logon id (user ID)
and password. Click the CONTINUE action button on the bottom of the screen
to proceed.

A FAACS - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

Eile Edit Wiew Favorites Tools Help

@Back - @ @ \._;j /"__j Search *i‘\‘g‘Favorites &) [‘/:<' :.\-; b - _J ﬂ 3

 Address |@ https://faacs.doa.virginia.gov/

Fixed Asset Accounting and Control System 9:14:02 AM

FAACS LOGIN

| >

Please click on the Help Button for New Password Requirements
and Instructions for Personal Options to Reset your Password. [Personal Options Instructions]

ForgotfReset your Password and Personal Options Submission?

Please click here === [ForgotfReset PasswordfPersonal Options Submission]

USER ID [

PASSWORD r
NEW PASSWORD r
CONFIRM PASSWORD r

The security of your personal information is important to us!

Diligent efforts are made to ensure the security of Commorrwealth of Virginia systems. Before youuse this Web site to conduct business with
the Conumormaealth, please ensmre your personal computer is not infected with malicions code that collects wour personal information. This code is referred
to as a keylozzer. The way to protect azainst this i to maintain ourvent Anti-Virs and secuvity patehes.

| <

For more information on orotecting vour versonal information online. refer to the Citizens Guide to Online Protection. Online Protection Glossary

Passwords expire after 90 days. To change the password, enter the logon ID and old password, then
enter and confirm the new password. New passwords must be at least 8 characters long (no spaces) and
contain the required elements as shown in CAPP Topic No. 70310, Security. FAACS allows users to
reset forgotten passwords by answering three security challenge questions. The process for resetting a
forgotten password is explained later in this CAPP Topic. Click the CONTINUE action button to
proceed.

Continued on next page
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Logging On, Continued

Bulletin Screen  The user will then come to the FAACS bulletin screen. This screen contains
pertinent information regarding FAACS and a message that the user’s Log-In was
successful. The user is now in the system and may perform data entry and inquiry
functions. Click on the CONTINUE action button.

{= FAACS - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

5@: L4 |g, https://faacs. doa virginia.gov) v| & LB |."f Live Search
57 Faworites | EFancs | |
Fixed Asset Accounting and Control System 3:44:10 PM

FAACS Bulletin

=*=LAS Training Now Awvailable Online™®=*
Commonwealth of Virginia Knowledge Center web portal
Please contact Robert Eddleton at bobby_eddleton@ doa virginia gov

or by phone 804-225-2257 if vou have any questions.

Login Successful

FANLOOS USERID DOARDE

I----___ o _-

: » Sl‘aﬂ = €& 3 Croi Micros o0 % 3 Internet... ~| @ Ri\Manage..

Continued on next page
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Logging On, Continued

Pending This takes the user to the FAACS pending transactions screen shown below.
Transactions
Screen To view master file or transaction file records or enter/edit transactions, click on

the appropriate navigation bars at the top of the screen and use the appropriate
action buttons at the bottom of the screen. An example of a FAACS Masterfile
record is shown on next page. Additional information on data entry is contained
in CAPP Topic No. 70325, Data Entry.

A FAACS - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

Eile Edit Wiew Favorites Tools Help

@Back o J @ @ \/_:j pSearch *Favorites @ D}}' “*_\ﬁ (] - I_J ﬁ ﬁ

 pddress |@ https://faacs.doa.virginia.gov,/ vl e
Fixed Asset Accounting and Control System 1:10:17 PM

Pending Transactions

Master File Maint Trans File Maint Error File Maint Summary Maint View Tables Restricted

YOU HAYE TRANSACTIONS PENDING IN THE FOLLOWING FILES:
Transaction File:

There are 304 pending transactions:
222 on Haold Status
81 Released Transactions
1 Incomplete Transactions

Error File:

There are no error transactions.

Summary File:

There are 2 summary transactions.
2 on Hold Status
0 Released Transactions
0 Incomplete Transactions

FAMLOOOS USERID DOARDE

 r r r [ [ [ [ [* ] =" ]
| | | |
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Logging Off

Log-Off Action  To log off FAACS, click on the LOGOFF action button located in the lower,
Button right-hand corner on all FAACS screens.

A FAACS - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

Eile Edit Wiew Favorites Tools Help ?
@ Back - J @ @ <;j p Search “?fn'\? Favorites @ B - .i_; (] - |_J ﬂ ‘3
: Address |@ htips: //faacs.doa.virginia.gov/ 4 | &

Fixed Asset Accounting and Control System 1:11:17 PM

Master File View, Add, Edit, Delete

Master File Maint Trans File Maint Error File Maint Surnrnaty Maink y ables 4 =l Other
Record Displayed. ]
Required Data Display Al
AGENCY ASSET CATEGORY D REC CREATED REC LAST UPDATED PG ACTION TRN TYPE
100 [oooooonor 01281993 09032004 view View d
DESC LINE1  [VOTING SYSTEM-CHAMBER DESCLINE2 |
DESC LINE3 | DESC LINE4 |
BLDG ID  FIPS WING FLOOR ROOM RESP POSITION RESPONSIBLE DESC B
[oooze”  [reo | Search FIPS | [clerk oFFICE |
ACQ BASIS A¥AIL CODE ACQ MET OWN STAT COND
H-Historical Cost U-Unavailable P-Purchase A-By VA Agency (COW) O-Operable
TAG CONT IND ORGANIZATION  ACQ DATE SURPLUS DATE  NOMENCLATURE USEFUL LIFE
Y-res Capitalized [ [osziioea | [t0400000100 Search Mo Table 020
YENDOR ID AGY LIST NUM YOUCHER P O NUM FFY FFM  QUANTITY LAST INY DATE
— — [oooosss | e 5 [ 1 [G37it554
DEP LAST CALC  DISP DATE  DISP PROCEEDS DISP CODE DISP QTY DISPOSAL DESCRIPTION
ey | | | |
SERIAL NUMBER MODEL  MANUFACTURER COMP AGY COMP CAT COMP ID SALYAGE YALUE
| | | r r | I v

Continued on next page
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Logging Off, continued

Returns to Log- This returns the user to the Log-In screen. Clicking on the LOG OFF Action
In Screen Button located in the screen’s lower, right-hand corner closes the FAACS Log-In
screen.

A FAACS - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

Eile Edit “iew Favorites Tools Help

@Back © \J @ @ \’_h pSearch ‘-‘?/r\\'g‘FavuriteS @ D:%' :\ﬁ B - \_J ﬁ ﬁ

 Address |@ https://faacs.doa.virginia.gov/

Fixed Asset Accounting and Control System 9:14:02 AM

FAACS LOGIN

| >

Please click on the Help Button for New Password Requirements
and Instructions for Personal Options to Reset your Password. [Personal Options Instructions]

ForgotfReset your Password and Personal Options Submission?

Please click here === [ForgotfReset PasswordfPersonal Options Submission]

USER ID [

PASSWORD —
NEW PASSWORD —
CONFIRM PASSWORD —

The security of your personal information is important to ns!

Diligent efforts are made to ensure the semurity of Commormealth of Virginia systems. Before youuse this Web site to conduct business with
the Conumormaealth, please ensmre your personal computer is not infected with malicions code that collects wour personal information. This code is referred
to as a keylogzer. The way to protect agxnst this 15 to maintain owrrent Anti-Virs and security patches.

| <

For more information on orotecting vour versonal information online. refer to the Citizens Guide to Online Protection. Online Protection Glossary
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Resetting Forgotten Passwords

Personal FAACS provides a security feature that allows users to reset their own passwords
Options to by answering three security challenge questions as follows.

Reset Your

Own

1. Click the [Forgot/Reset Password/Personal Options Submission] link
shown on the previous FAACS Login screen to access the personal options
security screens. A valid FAACS password is required the first time that you
access the personal options screens.

Passwords

2. Enter the FAACS user id and click the Submit menu button on the screen
shown below.

A FAACS - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

. File Edit Wiew Favorites Tools  Help ﬂ'

@E\ack © d @ @ \_;j pSearch ‘i‘:‘{Favurites @ D:;{' :\?., [ - J ﬁ 3

6872010 Fixed Asset Accounting and Control System 1:13:23 PM

FAACS LOGIN

Please enter your Uszer ID.

Subrmnit

LE

Cancel

[ [ [ [ [ [ [*=]"="]
| | | |

Continued on next page
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Resetting Forgotten Passwords, Continued

Enter Existing  « Enter the user’s current FAACS password and click the Submit Personal
Password to Options menu button. (The current FAACS password is required the first

Access Personal time that the user submits their security challenge questions.)
Options Screen

A FAACS - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

Eile Edit Wiew Favorites Tools Help

@Back @ d @ @ \,_h pSearch *Favorites @ E/v}' :\ﬁ [ - |_,J ﬁ ﬁ

 Address |@ https://faacs.doa.virginia.gov/

612572010 Fixed Asset Accounting and Control System 9:37:27 AM

FAACS LOGIN

Cancel |
Tour Presiously Stored Hint 1s: Hint not available
T would like to set up my personal options and reset Please enter ywour Password: |u.uuu

my password new:

Submit Personal Options |

05 7 J [ | | = [ ==

Continued on next page
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Resetting Forgotten Passwords, Continued

Security of A FAACS security banner screen is then displayed to notify the user of the
Your Personal  importance of personal information security.
Information

Warning « Click the Continue menu button to access the Personal Options Information
Banner screen

A FAACS - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

‘ File Edit Wiew Favorites Tools Help

: @Back @ \_) @ @ \’_h pSearch ‘-‘?/r\\'g‘Favurites @ &2' :\ﬁ .y_f| @ \_‘J ﬁ ‘ﬁ

 Address |@ https://faacs.doa.virginia.gov/

Fixed Asset Accounting and Control System 9:37:27 AM

FAACS LOGIN

The security of your personal information is important to us!

Diligent efforts ave made to ensure the security of Conunorwealth of Virginia systems. Before youuse this Web site to
condnct business with the Commormaralth, please ensure ywour personal computer is not infected with malicions code that
collects your personal information. This code is referred to as a keylogzer. The way to protect against this is to maintain

owrrent dnti-Vims and security patches.

For more information on protecting your personal imformation online, refer to the Citimens Guide to Online Protection.
Omnline Protection Glossary

Continue |

05 7 J [ | | = [ ==

Continued on next page
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Resetting Forgotten Passwords, Continued

Personal Complete the Personal Options Information screen by:
Options

Information

o « Verifying the user’s email address (please notify DOA if the initial
creen

email address is incorrect),

« Entering and verifying a new FAACS password,

« Selecting and answering three security challenge questions (from a
dropdown menu of eight possible questions),

« Entering a FAACS password “hint” to help the user remember the
actual password, and

« Clicking the Submit menu button to save the answers to the security
challenge questions and reset the FAACS password.

A FAACS - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

Eile Edit “iew Favorites Tools Help

@Back - \_J @ @ \/_;j pSearch ‘-‘?/r\\'g‘FavuriteS @ Q}:{' :\._; B - ;_J ﬁ 3

 Address |@ https://faacs.doa.virginia.gov/

Fixed Asset Accounting and Control System 9:37:27 AM

FAACS LOGIN

Cancel |

Please enter new personal information.
Email Address ¢
Wertfy Email Address 1:

INBWUSEI’@DOF\ NMIRGINIA.GOV

INEWUSEI’@DOA MIRGINIA.GOV

Password: [ensnenese 7 Required Fassword is cass-sensitive.

Vertfy Password: [essssesss  Requited Fassword is case-sensitive.
Challenge Question 1: Mame of your first pet v |[sessses Required
Challenge Question 2: ‘Your first car v |[sessses Required
Challenge Question 3 Place in which you last vacationed 4 |ouoo Requi.red
Hint: Testxn®5@

05 7 J [ | | = [ ==

Continued on next page

Office of the Comptroller 13 Commonwealth of Virginia




Volume No. 3—Automated Systems Applications | TOPIC NO. 70315
Function No. 70300—FAACS Online TOPIC LOGGING ON AND OFF
DATE July 2012

Resetting Forgotten Passwords, Continued

Using the After the user has saved their answers to the security challenge questions, the user
Security can then reset a forgotten password by:

Challenge

Questions to 1. Clicking the [Forgot/Reset Password/Personal Options Submission] link
Reset Your on the FAACS Login screen and submitting their FAACS user id at the
Password Submit User Id screen previously shown in this CAPP Topic.

The user can then enter their answers to three security challenge questions and
click the Submit Challenge Answers menu button to access the Personal
Options Information screen and reset their password as shown on the previous
page. Note: This screen also shows the users “Hint” to help remember a
forgotten password.

A FAACS - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

. Elle Edit View Favorites Tools Help o
@ Back - d @ @ \_;j p Search “E:n‘\'g‘ Favorites @ E‘::{ = .:.; [w] - _J ﬁ ‘3
 Address |@ https://faacs.doa.virginia.gov/ v | Go
612572010 Fixed Asset Accounting and Control System 9:43:51 AM
FAACS LOGIN
-~

Cancel —

Your Previously Stored Hint is: Test2C005@

T would like to set up my personal options and reset Please enter wour Password:

my password new:

Submit Personal Options

T would like to answer 3 previously stored security Name of your first pet:
questions and reset my password now, Your first car
Place in which you last vacationed:

Submit Challenge Answers

<

05 7 J [ | | = [ ==

Continued on next page
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Resetting Forgotten Passwords, Continued

Resetting Your  Users can reset their FAACS password as follows:

Password on Verify the user’s email address (please notify DOA if the initial email address

the Personal L ¢
Options Is incorrect),

Information 2. Enter and verify a new FAACS password,

Screen Click the Submit menu button to reset the FAACS password and return to the

FAACS Login screen.

When accessing the Personal Options Information screen using the Submit
Challenge Answers menu button on the previous page, users are not required
submit new answers to the security challenge questions or to update their
password “Hint.” DOA recommends that the password “Hint” be updated
whenever the password is changed.

A FAACS - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

Eile Edit Wiew Favorites Tools Help

@Back - d @ @ \_;j pSearch {‘\'{‘Favorites @ [‘::{' :\._; [ - J ﬁ ‘3

 Address |@ https://faacs.doa.virginia.gov/

612572010 Fixed Asset Accounting and Control System 3:00:07 PM

FAACS LOGIN

Cancel
Subrnit
Please enter new personal information.
Email Address 1: [NewUser@DoA VIRGINIA.GOV

Verify Email Address 1: [
Password: [ 1Required Password is case-sensitive.

WVerfy Password: [ Requited Password is case-sensitive.
Challenge Question 1: | Wame of your first pet v [[essssss Eequired
Challenge Question 2: [vour first car v [[essssss Eequired
Challen,ge Question 3 | Flace in which you last vacationed 4 | |uooo Requj.red
Hint: [Testxxxs@

05 7 J [ | | = [ ==
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Contacts

DOA Contact Assistant Director, Financial Reporting

®  (804) 225-2257
FAX (804) 225-2430

E-mail; finrept@doa.virginia.gov

Subject Cross References

References CAPP Topic No. 70310, Securi

ty

CAPP Topic No. 70320, System Flow
CAPP Topic No. 70325, Data Entry
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