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Overview

Introduction The purpose of this topic is to provide guidance on downloading data and

records from the Fixed Asset Accounting and Control System (FAACS). The

following procedures provide a step-by-step guide on using the FAACS
downloading screens.
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Procedures

Initial To use the FAACS download capability, access FAACS (Refer to CAPP Topic No.

Navigation 70315, Logging On and Off). Then go to the “Other” navigation bar and click on

“Download Transactions.”

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

@arv |g, https://Faacs. doa. virginia.gow)Main.cim v| % 2 (| X |.’f Live Search | o

: File Edit Wew Favorites Tools Help

{2 Favorites | @F,q,qcs | |

Fixed Asset Accounting and Control System 5:12:22 PM

Pending Transactions Reporting
Bulletin

Pending Transactions
Download Transactions

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

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

There are 345 pending transactions:
256 on Hold Status
72 Released Transactions
17 Incomplete Transactions

Error File:

There are no error transactions.

Summary File:

There are 37 summary transactions.
37 on Hold Status
0 Released Transactions
0 Incomplete Transactions

FANLOOOS USERID DOARDE

| e s i

Continued on next page
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Procedures, Continued

This will bring the user to the FAACS File Download Screen with two choices.

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

&@f - |g, https: | /F2acs, doa.virginia,gow) ain. cfm V| % 4 X- |I’f Live Search ||"‘:l '|

© Elle Edit ‘Miew Favorites Tools  Help

{; Favorites | @F,q,qcs | |

Fixed Asset Accounting and Control System 5:14:08 PM

FAACS Download Screen

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

FAACS File Download Screen

Master File
Table Files

FANLOS00 USERID DOARDE

| e s i

Continued on next page
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Procedures, Continued

Master File From the FAACS File Download Screen choose “Master File.”
Download

This will bring the user to a screen that has a drop down menu that allows the user to
choose from the agencies that the user has security to access (if more than one).
Using the drop down menu, choose the agency to be downloaded. Next choose the
asset category or all (categories) to be downloaded. “All” is the default choice. The
user may also choose to download capitalized, controlled or all assets for the
download. Again, “All” is the default choice. The preferred file type is “txt” (tabs)
which is the default.

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

5@: L 4 |g, https: | [Faacs, doa virginia,.gos) i, cfom

: File Edit Wew Favorites Tools Help

v| % | || % |n"f Live Search

7 Favorites | EFaacs | |

Fixed Asset Accounting and Control System 5:14:48 PM

FAACS Download Screen

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

Agency [100 (330 Records) |

Ascet Category: - 1i- Land - 2- Buildings - 3- Infrastructure - 4- Equipment I All
Asset Status: ¢~ Capitalized ¢~ Controlled & All

Preferred File Type

FANLOS00 USERID DOARDE

| e s i

Continued on next page
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Procedures, Continued

At this point, the user may choose to download the master file for the agency given
the choices so far by clicking on “Create File.” Alternatively, the user may choose to
select only certain data elements. Four additional screens may be accessed that allow

the user to choose either groups of data elements or individual data elements. For
this process, the user should choose “Next Page.”

The first of the four screens is presented below:

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

5@: - |g, https: | /Faacs. doa virginia,gow)Main. oo v| % || % |.'f Live Search

: File Edit Wew Favorites Tools Help

{“f Favorites | @F,q,qcs | |

Fixed Asset Accounting and Control System 5:16:22 PM

FAACS Download Screen

Master File Maint Trans File Maint Error File Maint

)
Select All (this page) Clear All (this page) Create File

Summary Maint View Tables Restricted

Agency: 100 Category: All Status: All Preferred File Type:
[ Description 1 [~ LoC Floer [ Tag Indicator [~ Agency Woucher Number
[ Description 2 [7 LoC Room [~ Controlled Indicator [ Agency PO REQ No

[~ Description 3 [ Respon Position [ Agency Crganization [~ Fizcal Date

[~ Description 4 [~ Respon Description [T ACQ Date [ Quantity

[~ Date Created [~ ACQ Cost Basis ™ surplus Date [™ Last Inventory Date

[~ Date Last Updated [~ Availability Code [~ Nomenclature [ Depreciation Last Calc Date
[~ Loc Building 1D [ acq Method [~ Useful Life

[7 LOC FIPS Code [” Own Status Code [™ vendor 1D

[~ LOoC wing [ Condition Code [ Agency List Number

FANLOS00

USERID DOARDE

| e s i

This screen contains basic descriptive data elements that are either required or the
most used fields in FAACS. The user may choose all of the presented elements by

clicking on “Select All” or select individual data elements by clicking the box next to
the elements to be chosen.

Continued on next page
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Procedures, Continued

If the user chooses “Next Page,” the following page will appear. This screen contains
disposal data elements, additional descriptive data elements and the eight transaction

lines of financial and programmatic data and the transaction lines containing the
transaction codes, amounts and other information.

The user must choose all relevant transaction lines if an agency uses more than one
transaction line of coding on any of its assets. This is because the correct
amounts for funding amount, accumulated depreciation and depreciation
expense year-to-date are the sum of all used transaction lines for each asset.

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

5;.‘ - |g, https: | /F2acs, doa.virginia,gow) ain. cfm V| % 2| [ % |l";' Live Search

: File Edit Wew Favorites Tools Help

{“f Favorites | @F,q,qcs | |

2

Fixed Asset Accounting and Control System 5:19:05 PM

FAACS Download Screen

Master File Maint Trans File Maint Error File Maint

Summary Maint View Tables Restricted

Select All (this page) Clear All (this page) Create File

Agency: 100 Category: All Status: All Preferred File Type:
[ Disposal Date [ serial Number [~ CoM Identification [ Trans Line 4
[ Dizposal Proceeds [~ Model Number [ salvage value [ Trans Line 5
[ Dizposal Code [~ Manufacturer [ Trans Line 1 [ Trans Line &
[ Disposal Quantity [~ com aAgency [ Trans Line 2 [~ Trans Line 7
[~ Disposal Description [~ com category [ Trans Line 3 [ Trans Line &

FANLOS00 USERID DOARDE

| e s i

The user may choose to create the file or go to the next page to choose to include
additional data elements.

Continued on next page
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Procedures, Continued

This screen contains additional data elements. Included are maintenance contact

information data. None of these are required in FAACS and most are not used in
most instances.

The user may create the file or access one final page of data elements.

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

@ - |g, https: | [Faacs, doa virginia,.gos) i, cfom

: File Edt Wew Favorites Tools Help

7 Favorites | @Foacs |_|

v| % || X |n’f Live Search

Fixed Asset Accounting and Control System 5:35:46 PM

FAACS Download Screen

Master File Maint

Trans File Maint Error File Maint Summary Maint View Tables Restricted

Agency: 100

Category: All Status: All

Preferred File Type: |ty (tabs) £

r Agency Loan To
[~ Negotiated Use Allow

[~ APR Number [~ Maint Inception Date [ Maint Curmm Cost

[ Maint Contract Number

[ Install Date [ Maint vendor ID

r Accept Date [~ Maint Contact Person

FANLOS00

[ Maint Expiraticn Date
[ Maint Renew Date
[ Maint War Expiration Date

USERID DOARDE

. r [ [ [ [ e
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Continued on next page
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Procedures, Continued

This final page contains the remaining data elements offered for inclusion in the
download. When all data elements have been chosen, the user should click on
“Create File” to begin the download process.

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

EEH
2

@‘C__;{ - |g, https: | /F2acs, doa.virginia,gow) ain. cfm V| % 2| [ % |l’f Live Search

: File Edit Wew Favorites Tools Help

{2 Favorites | @F,q,qcs | |

Fixed Asset Accounting and Control System

FAACS Download Screen

Master File Maint Trans File Maint

Error File Maint Summary Maint View Tables Restricted

Select All (this page) Clear All (this page)

Agency: 100 Category: All Status: All

Preferred File Type:
[~ Replacement Index

[ rick Replace value

[ Rick Replace Basis

I~ Rigk Actual value

[ Risk Actual Basis

[~ Risk Last Appraisal Date

[~ Risk Insur Expiration Date [ Lease Inception Date [ Lease From Agency

[ misk Insur Policy Type
[~ Rigk Insur Policy Number

[™ Lease Expiration Date [ Lease Annual Cost

[ Lease Payment Method
I Lease to Description

[™ Lease Description
[~ Risk Insur Policy Description

[ Lease ID Number
[~ Lease Type Code

[~ Lease E=scalation Date
[ Lease Accrual Date [ Lease to Agency
[ Lease From Description

FANLOS00 USERID DOARDE

| e s i

Continued on next page
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Procedures, Continued

This will bring you to a screen that offers the choice between “Open,” “Save”
or “Cancel” the file download. Ensure that “Save” is selected.

(f FAACS - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

|g, https: | [faacs, doa, virginia,gov) V| %|§||g| |l'f Live Search ||1‘:l ‘| 2
i File Edit Wew Favorites Tools  Help

{; Favarites | @FAACS | |

3 Find: | henry

| Previous  Mext |z| Options -

42012012

Fixed Asset Accounting and Control System 10:25:03 AM
FAACS Download Screen
Master File Maint Trans File Maint p — - Restricted
File Download ad
Do you want to open or zave this file?
Select All (this page) Clear all (this . Mame: DOARDE. bt
= Type: Text Docurnent a A
: : File Type: ot (tabs) )

Agency: 100 Category| From:  utilities.doa.virginia.gov reterred e Type: | txt (tabs) .
[™ Replacement Index [ Risk 1 [ DOpen ] [ Save ] L Cancel J [ Lease From Agency

[ Risk Replace valus [ Risk 1 [ Lease Annual Cost

[ Risk Replace Basis [ Risk 1 [ Lease Payment Method

I™ Risk Actual Value I™ Risk 1 |-' ‘while files From the Internet can be useful, some files can potentially I” Lease to Description

I Risk Actual Basis I Lease harm your computer. [f you do not trust the source, do not open or [~ Lease to Agency

[ A L zave this file. What's the rigk?

isk Last Appraisal Date =ase

FANLOS00

USERID DOARDE

‘4 Start

cesloc@moBe®E [ Inbox - Microsaft...

B Microsoft Excel 7 4 Internet Expl... - | ‘T 7035

Continued on next page
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Procedures, Continued

The user will then come to the Save screen.

¢~ FAACS - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

@f L4 |g, https: | [faacs, doa, virginia,gov) V| %'EHE' |l'f Live Search ||1‘:l ~|E

i File Edit Wew Favorites Tools  Help

{; Favarites | @F,q,qcs | |

3 Find: |henry | Previous  MNext |z| Options

42012012 Fixed Asset Accounting and Control System 10:31:08 AM

0% of FMASTER Create_Stream_File.cfm from utilit... - | ) [X]
L

Master File Maint Trans File Maint | | save As

Save in: | |75 FAALS Downloads

- — =| DOBRDE. Exk
Select All (this page) Clear all (thi 5 E] “
My Recent
Agency: 100 Documents «t (tabs) V|
[™ Replacement Index [ Risk
[ Risk Replace valus [ Risk
[ Risk Replace Basis [ Risk
[ Risk Actual value [ Risk :)
[ Risk Actual Basis [ LeasH " D
. . ocuments
[ Risk Last Appraisal Date [ Leas b
FANLOS00 g’ USERID DOARDE
Iy Computer

File: name: | DOARDE. =t

V| L Save J

m,

My Network, Save as type: | Text Document v| [ Cancel ]

ceslo@omE [ Inbox - Microsaft...

B Microsoft Excel 7 6 Internet Expl... - | ‘0N 70355.doc [Com... & )@ B 10:31 AM

Indicate where you want the document to be saved and then Click on “Save.” The
file will be saved on the user’s PC as a text document.

Continued on next page

Office of the Comptroller 11 Commonwealth of Virginia



Volume No. 3—Automated Systems Applications | TOPIC NO. 70355

Function No. 70300—FAACS Online TOPIC FAACS DOWNLOAD

DATE August 2012

Procedures, Continued

The user will get a message ‘Download Complete” when the file has been saved.

,f FAACS - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

%ﬂ' |g, https: | (faacs, doa, virginia.gov) V| & (% |:f Live Search ||1‘:l | =

: File Edit View Faworites  Tools  Help

{; Favarites | @FAACS | |

3 Find: |henry | Previous  MNext |z| Options

42012012 10:31:08 AM

Download complete |:|

Master File Maint Trans File Maint

i 4
T

Download Complete

Select All (this page) IR DOARDE. Ext from utilities.doa. virginia.gov

Downloaded: 126KB in 1 sec ; -
Agency: 100 Categor] Preferred File Type: | txt (tabs -
g Y g Download to: ing-doa-netapplifgo059554,, . \DOARDE . Ext ( )
TransFer rate: 126KE/Sec
I™ Replacement Index I Risk [ Clase this dislog bax when download completes I™ Lease From Agency
[ Risk Replace valus [ Risk [ Lease Annual Cost
[ Risk Replace Basis [ Risk [ Lease Payment Method
X X [ Open ] [Dpen Falder ] L Cloze ] L
[ Risk Actual value [ Risk [ Lease to Description
[ Risk Actual Basis [ Lea [ Lease to Agency
™ Risk Last Appraisal Date [ Leag SmartSereen Filker checked this download and did nat repart any
threats. Beport at unzafe download.

FANLOS00 USERID DOARDE

cesloc@moBe®E [ Inbox - Microsaft...

B Microsoft Excel - T 70355.dac [Com. ..

7 7 Internet Expl...

Click on “CLOSE” and then log off of FAACS.

Open EXCEL and access the document. For the document to show up, Files of Type
should be changed from Microsoft Excel Files to either “All” files or “Text” files.

When you locate the file, open it.

Continued on next page
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Procedures, Continued

You will come to the Text Import Wizard screen, step 1 of 3.

AN T I A A R e Nt P = A D
]
—/) Home Insert Page Layout Formulas Data Review View L7
. v = L= z L

|A" a7 | = AR 3t

e 2 - . L

raste s [||B L O - 1] 2% A ||| = | % oo v || %68 38 Il| € C sort Find &

J = L L ter - Select

Mumber Cells Editing

Clipboard s Font

I«

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Mext, or choose the data kype that best describes your data,
Criginal data bype
Choose the File bype that best describes your data:

o

() Fixed width - Fields are aligned in columns with spaces between each field,

- Characters such as commas or tabs separate each field,

Start import at row: |1 % | File origin: 437 1 OEM United States w

Preview of file Y\ng-doa-netapp1!fgol59554\Desktop\FAACS Downloads|\DOARDE. bxt,

AGENCYOCATEGORYOIDENTIFICATIONODESC 010DESC_0ZODESC_O030DESC_O40DATE CREA]#

00030000000731050FTWARE DEVELOPMENT OVIRTUAL TOURS WEBSITE [m]
000400000000010V0TING SYSTEM-CHAMEELR [m] [m]

!I 000400000000070MYRTLE SECRETARY DESES [m] [m]
000400000000Z200MONITOR TV [m] o v
£ >

Next> | [ Finish

is Start e SLe mEe & r Inbox - Microsoft... B Microsoft Excel [ 7 7 Internet Expl...

Choose Delimited in the “Original data type” box. Make the “Start import at row”
field 1. Choose Windows in the “File Origin” field. Click on “Next.”

Continued on next page
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Procedures, Continued

This will bring up Step 2 of 3 of the Text Import Wizard.

OSB3 JUAT @Y = e S )T
]
—/) Home Insert Page Layout Formulas Data Review View L7
’ [ )| [= = 9r @
&
=t
Paste ;|| B L O - 1] [ | Sort & Find &
= £ 7 Filter ~ Select~
Clipboard s Font Alignment Mumber Editing

I«

Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains, ou can see how your text is affected in the preview
below.
Delimiters
Tab
[ Semicalon [] Treat consecutive delimiters as one
[ comma T
Text gualifier: w
|:| Space
[ cther:
Data preview
GENCY CATEGORY IDENTIFICATION DESC_O1 ESC_0Z »
oo Qooo0731 OFTWARE DEVELOPMENT IRTUAL TOURS WEE
oo oooooool OTING EYETEM-CHAMEER
oo aoooooo? LTLE SECRETARY DESES
oo Qooooo0zo ONITOER TW e
< >
Cancel ] [ < Back ] | Mext = | [ Finish

Ready 00 @#—@)
[

— T o b F ol
‘4 start FfELSOCEBEEE | @k oft - [ 7 7 Internet Expl...

Choose “Tab” in the Delimiters box and choose “none” as the Text Qualifier. Click
on Next.

Continued on next page
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Procedures, Continued

This will bring up Step 3 of 3 of the Text Import Wizard. Format the FAACS
Identification fields as “Text.” Format all fields containing dates as “Date” and
format all fields containing amounts as “General.” Note: All amounts are imported
without decimal places and must be multiplied by .01 to show the dollars and cents.

N = RN DR =R = ! F 4l il T - } e e
— Home Insert Page Layout Formulas Data Review View L7
== =
| A I\||=§§I|'§’ | ¥
B I U-|[& = E2IERIE oo (a8 50
Clipboard ™ Font Alignment Mumber Cells Editing
- S
Text Import Wizard - S5tep 3 of 3 ? g|
This screen lets you select each column and set the Data Format,
Columnn data Format
() General
‘General’ converts numeric values ko numbers, date values to dates, and all
O Text remaining values ko kext,
() Do nat import: column {skip)
Diaka preview
Toxt Coneral Coneral
[DENTIFICATION PESC_OL PESC_0Z ~
pooo0073l EOFTWARE DEVELOPMENT FIRTUAL TOURS WEE
pooooogol FOTING SYSTEM-CHAMEER
poQooooo? [ITRTLE SECRETARY DESES
poooooozo MONITOR TV v
¥
) (i
oo =l P - A
fasn) 70355, doc [Compatibility Mode] - Microsoft \Word

; start f & () g (-} mEeE r Inbox - Microsoft el r’; 7 Inkernet Expl... v (:)_@ 10:41 AM

Click on FINISH.

Continued on next page
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Procedures, Continued

This will open the file in Excel as a text document (.txt file extension).

.'/ag-a == | B BR-Ba9-> FLEALVE Y =R )5 DOARDE.bxt - Microsoft Excel - =

- - Home Insert Page Layout Formulas Data Review View '@] - 7 X

_I_—j * Calibri -l -l = §||§}~_v| Si |||General - ij‘ ﬂj _l_;'é fﬂlnsm' N W @a

EE] = % Delete ~ @' ]

e | - | 8- | ST | ot (ot | | - S A
Clipboard s Font (F Alignment (F Number (F Styles Cells Editing
| Al - fe | Agency

A B C D E F G H 1 J K L M N 0

1 |[AGENCY !CATEGOR"IDENTIFIC.DESC_EIl DESC 02 DESC_03 DESC_04 DATE CREDATE_UPLLOC BLDGLOC FIPS LOC WIN(LOC_FLOCLOC ROOIRESPON_FRE
2 100 3 000000731SOFTWAR VIRTUALT 20100701 20120406 41 760 CLERK OFF

3 100 4000000001 VOTING S 19930128 20040903 38 760 CLERK OFF

4 100 4000000007 MYRTLE SE 19930202 20091230 38 760 CLERK OFF

5 100 4'Doocooo2c MONITOR 19930406 20001229 38 760 CLERKS OF

6 100 4000000024 PODIUM V SRS 19940630 20090911 41 760 SRB CLERKSOF

7 100 4000000025 PODIUM v SRA 19940630 20090911 41 760 SRA CLERKSOF

8 100 4000000028 FURNITUR 19940630 20050610 38 760 CLERKSOF

9 100 4'D0D00002S FURNITUR GAB 3RD £ 19940630 20030926 41 760 CLERKSOF

10 100 4'D0D00003C FURNITUR 6TH FLOOI 19940630 20030926 41 760 CLERKSOF

11 100 4000000031 FURNITUR 4TH FLOOI 19940630 20030926 41 760 CLERKSOF
12 100 4000000032 FURNITUR WORD PRI 19940630 20050610 41 760 CLERKSOF

13 100 4000000034 FURNITUR PAGE RM | 19940630 20090629 41 760 CLERKSOF
14 100 4000000035 PROJECTC SRB AND < 19940630 20031231 41 760 CLERKSOF

15 100 4000000036 NUCRAFT 19940630 20090911 41 760 CLERKSOF
16 100 4000000037 NUCRAFT 19940630 20090911 41 760 CLERKSOF
17 100 4000000041 WIN 486D 19940708 20090911 41 760 CLERKSOF
13 100 4000000218 H.MILLER | CONSTITU GAB-15T F 19950525 20050610 41 760 1 CLERKS OF
19 100 4000000222 TUOHY CC 6 8 CONFE 19950525 15950525 41 760 CLERKS OF
20 100 4000000223 H.MILLER | SUPPLY/W 19950525 15950525 41 760 366 CLERKS OF
21 100 4000000224 NETWORK COMPUTE SERVER RI 19950616 15970619 41 760 3 CLERKS OFCC
22 100 4000000225 VIEW SON COMP. SEINETWORK 19960628 20050610 41 760 CLERKS OF
23 100 4000000226 VIEW SON COMP. SEINETWORK 19960628 20050610 41 760 CLERKS OF
24 100 4000000227 VIEW CON COMP. SEINETWORK 19960628 20050610 41 760 CLERKS OF

25 100 40000002258 NETSERVE AMERIDA™ COMP. SEI 19960628 15390616 41 760 CLERKS OF

r

I;-i kM .f}bARDE ‘t;l------_-___- ———— — I- = I - 5 T
Ready

Choose File from the menu bar, and then Save As to save the file as an Excel file.
Give the file a name in the “File name:” box and make sure that the “Save as type:”
box is Microsoft Excel (.xIsx extension (or xls. if earlier Excel)). Then choose
“Save.”

Continued on next page
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Procedures, Continued

The file is now an Excel spreadsheet.

fi"@ GG NN HES2 $ B-BQ9-© FLELVE G =R =5 )3 Test FAACS Filexlsx - Microsoft E - 3 X
- - Home Insert Page Layout Formulas Data Review View QJ - 7 X
_.._j * Calibri lu - A &[T ==[®] [ | cenera - ij‘ % _l_;% fﬂlnsm' =N % [ﬁ
EE] E—— = o Delete - @' ]
Pajte j (B L0 E”‘EE gz| E' [ oo 78] Fcoorr:ndaﬂionngalv asF?';rEIEEt' St:leellv ILEj Format = || (2~ ;i?tr:r&'l gleTedctBi
Clipboard s Font (F Alignment (F Number (F Styles Cells Editing
| Al - (o fe | Agency
- M o]
1 |AGE Save As @ LOCLOC_ROOQIRESPOMN_ERE
2 Save in: | [5) FAACS Downloads R | @ - X Cu BE- CLERK OFF
& 2 MName Size | T Date Modified CLERK OFf
4 Lsg ~fTest FAACS File.xlsx 1KE Mi.. 420{2012 10:43 AM CLERK OFF
5 My Recert 5] Tesk FARCS File. xlsx S7KE Mi.. 4/20/2012 10:44 AM CLERKS Of
6 Dacuments SRBE CLERKSOF
7 ?“[“ SRA CLERKSOF
8 CLERKSOF
Desktop
9 CLERKSOF
10 2N CLERKSOF
11 EE]J CLERKSOF
12 My Documents CLERKSOF
13 = CLERKSOF
14 5! CLERKSOF
15 Iy Computer CLERKSOF
16 . CLERKSOF
17 g CLERKSOF
13 My Metwork 1 CLERKS OFf
Places
19 CLERKS OF
20 ,J Filename: | Test FAACS File.xlx v| 366 CLERKS OF
21 - Save as bype: |Exce| Workbook (* xls:) v| 3 CLERKS OFCC
22 CLERKS OF
23 [ zve | [ Cancel CLERKS OF
24 CLERKS OF
25 100 4'DDDEIDDEZE MNETSERVE AMERIDA™ COMP. SEI 19960628 19990616 CLERKS OF
r
I;-i L] .bbARDE %;------_- T DR T

Ready

‘4 Start

The master file that has been downloaded is the master file as it exists on the day it is
downloaded. Each time new transactions are posted to the master file during a
nightly edit update, the master file will change effective the next business day. The
master file may be downloaded whenever desired.

Continued on next page
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Procedures, Continued

Please note that the file contains headings at the top of each column. Each column
represents one of the FAACS fields (or data elements) while each row represents a
FAACS record. Each record is identified by its key field information (agency
number, category number and FAACS ID). Use Excel’s tools to manipulate the data,
as you desire to develop reports customized for your needs. Delete columns that you
don’t need. Use the sort and/or filter commands. Some columns may need to be
widened or narrowed. Columns may be shifted around.

For the columns that contain dollars and cents, take the following steps:

Step

Action

1

Insert a column to the right of the column that has the dollars and cents in it
(funding amount, accumulated depreciation or depreciation expense YTD
columns).

In the new column, put a formula that multiplies the amount in the “dollar
and cents” column times .01.

w

Copy the formula to the remaining rows in the column.

S

Insert an additional column to the right of the one just created.

Copy the column with the formulas into this new column.

Step Action

A Highlight the first column (the one with the formulas) that was
created.

Choose Edit from the menu bar.

B

C Choose Copy.

D Highlight the new (at this point, empty) column by clicking on
the letter at the top of the column.

E Choose Edit from the menu bar.

F Choose Paste Special.

G Click on Values and then OK.

Format the column as currency.

Step Action
A Highlight the column by clicking on the letter at the top of the
column,
B Choose Format.

C Choose Cells.

D Choose Currency and then OK.,

Sum the column.

Delete or hide the other 2 columns.

Office of the Comptroller
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Procedures, Continued

The financial and programmatic lines of coding for each record may contain up to
eight lines of code. To determine the totals for each asset in the case of multiple lines
of coding, insert columns at the end of the series of the eight groups of financial and
programmatic coding and insert formulas that sum the eight funding amount,
accumulated depreciation or depreciation expense YTD columns.

TIP: Many agencies manage their assets based on the location (FIPS, building
ID, floor, wing & room) fields, the Organization code field or the responsible
position fields. Sorting on nomenclature code can help subcategorize equipment

assets by federal cost category.
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Procedures, Continued

FAACS Table From the FAACS File Download Screen, choose “Table Files.”
Download

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

@ - |g| https: | Ffaacs, doa virginia.gov) V| % +4 X- |I'f Live Search ||EE|

© File Edit Wiew Favorites Tools Help

{2 Favarites | @F,q,qcs | |

3 Find: |henr'y | Previous  Mext |E| Options =

Fixed Asset Accounting and Control System 10:47:19 AM

FAACS Download Screen

Listing/Select

View, Add, Edit, Delete
MASTEr FIE MaInT 1 irans File Maint Error File Maint Summary Maint View Tables Restricted

FAACS File Download Screen

Master File
Table Files

FANLOS00 USERID DOARDE

e s

-J:I."' start CESTLUOoRlOEE [ Inbox - Microsaft... (B Microsoft Excel - ... 7 4 Internet Expl... - T 7 oc [Com... ’(l@@ 10:47 AM

Continued on next page
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Procedures, Continued

The next screen allows the user to choose which table file to download. Choose the
desired table. Follow the steps outlined above to open the file as a text file and then
save it as an Excel file.

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

6@} - |g| https:/faacs. doa virginia,.gov/ v| % hedlB |"! Live Search ||EE|

: File Edit ‘iew Favorites Tools Help

{2 Favarites | @F,q,qcs | |

3 Find: |henr'y | Previous  Mext |E| Options =

Fixed Asset Accounting and Control System 10:45:13 AM

FAACS Download Screen

irans File Maint Error File Maint Summary Maint View Tables Restricted

FAACS Table File Download

Freferred File Type:
[Funding Source]
[Federal Cost Cateqory]

Nemenclature

FANLOS00 USERID DOARDE

e s

fr.'-‘ start CESTLUOoRlOEE [ Inbox - Microsaft... (B Microsoft Excel - ... 7 4 Internet Expl... - 'E'.___'l 70355.dac [Com. .. ’(no@ 10:48 AM
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Contacts

DOA Contact  Assistant Director, Financial Reporting

a2 (804) 225-2257
FAX (804) 225-2430
>4 finrept@doa.virginia.gov

Subject Cross References

References CAPP Topic No. 70315, Logging On and Off
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