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1 Purpose
This User guide provides detailed instructions on working with the Aviation Management System
2 Intended Audience
Add Intended audience
3 Application Overview
The Aviation Management System (AMS) facilitates the AMD’s practices of tracking aircraft usage and cost information for DOI fleet aircraft, as well as aircraft that is contracted to or rented to DOI to meet the demands of the markets that AMD serves. The tracking of aircraft utilization will support the processes of billing their customers, paying vendors, reporting to General Services Administration (GSA) Federal Aviation Interactive Reporting System (FAIRS), and making internal management decisions.
3.1 Application Functionality
· Manage Fleet Use Reports –Ability to generate a new fleet use report or update an existing one. Fleet Aircraft usage and pilot information will be passed to Maintenance program. The appropriate billing information will be passed to the appropriate Finance system.
· Manage Non-Fleet Use Report – Ability to generate a new Non-Fleet Use Report or update an existing one. The Appropriate billing information will be passed to appropriate Finance system. The appropriate information for paying the provider of the aircraft will be passed to the appropriate finance System
· FAIRS REPORTING
4 Application Usage
This section provides step by step instructions for completing the core business functions supported by the AMS.
4.1 General System Navigation 

Throughout this users guide some common terms will be used.

When the guide references the Top Menu Bar, this is what it is referring to:
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When the guide references the Tab Bar, this is what it is referring to:
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You navigate to the different Tabs by clicking on the different tabs with the left mouse button.
When the guide references to the Action Bar, this is what it is referring to:

Note : Not all pages have an action bar
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4.2 System Logon

1) Open a browser window and enter the following URL on the address line and press ENTER
https://ams.nbc.gov
The following logon page will be displayed. 
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If you have your Userid and Password, enter them and click the Sign In Button
Note :If you have forgotten your password , place your cursor over the forgot your password? link and click the left mouse button. You will be prompted for your email and then you can select a Password Hint question and provide an answer. Click the Submit button (on the far right hand middle of the page) when you have completed enter the required data. An email will be sent to the address entered with the password.
If you have entered a valid userid/password combination, you will be brought to the Main AMS Page which displays what is referred to as the Start Center. Depending on the role that has been assigned to you, your Start Center will be different.

4.3 Manage Fleet Use Report

There are several ways to access the Fleet Aircraft Use Report portion of AMS.

If you are at the Start Center:

You can select Fleet Aircraft Use Reports from the Favorite Applications Section.
From Anywhere in AMS you can do the following:

1) Click on Go to from the Top Level Menu Bar using the left mouse button. A drop menu will appear

2) Click on Aircraft Use Report from the drop Menu using the left mouse button. Another drop menu will appear

3) Click on Fleet Aircraft Use Reports from the drop Menu using the left mouse button. 

The image below is provided to guide you thru this process:
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The following page for Managing Fleet Aircraft Use Reports will be displayed:
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The Tab bar will now show 5 tabs and an Action Bar will appear directly above the Tab bar.
The List Tab will be the active tab. This tab will allow you to list all of the Use Reports that satisfy the entered search criteria.
4.3.1 List Fleet Use Reports

After following the steps listed in the section above, you should be located on the List Tab of the Fleet Use Report page
1) Enter the appropriate data in any of the filter fields provided and press ENTER and the records that satisfy the filter query will be displayed. Entering nothing in the filter fields and pressing ENTER will display all Use Reports.
To view the details for specific Use Report, click on the desired Use Report. The Fleet Aircraft Use Report Tab will become active and will have the information for the selected Use Report.

Note: By default the Query for the List tab does not include Use Reports that have a Status of PAID. If you want to view Use Reports that do have a status of PAID from the List Tab, do the following:

Select All Records from the drop down in the top Left hand corner of the window as circled in Red in the picture below:
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The Default Query will now be se to all Use Reports, regardless of their Status. You can use the filter fields as described in Step 1 above.

4.3.2 Creating Fleet Use Reports
There are several places with AMS to begin the process of creating a New Fleet Aircraft Use Report, depending on where you are located within AMS.

If you are at the Start Center:
You can either select New Fleet Use Report from the Quick Insert Section or
You can select Fleet Aircraft Use Reports from the Favorite Applications Section and follow italicized directions below. 

From Anywhere in AMS you can do the following:
1) Click on Go to from the Top Level Menu Bar using the left mouse button. A drop menu will appear

2) Click on Aircraft Use Report from the drop Menu using the left mouse button. Another drop menu will appear

3) Click on Fleet Aircraft Use Reports from the drop Menu using the left mouse button then follow the italicized directions below
If you are on the Fleet Aircraft Use Report page, You can either select New Fleet Use Report Icon from the Actions Menu [image: image9.png]


 Or select the following keys together -  Ctrl + Alt + I 

4.3.2.1 Enter Fleet Use Report Header Information 

When you select New Fleet Use Report, the following page will be displayed with a system generated Aircraft Use Report Number and the Fleet Aircraft Use Report Tab active:
For easy maneuvering always use the TAB key or use the mouse to click on the desired cell.

[image: image10.jpg]O - [E it ey ] comememn |4 x [ 2e
0= POF i ord

Ve G0 @ Flest arcaft Use Reports

Fleet Aircraft Use Reports * uletins: (0

[d8  [sekct Acton

a2« @Y

Lst | reeiarcanUserspot | Delal  Melos Lo ReledUseReports

R & sartvser [ Atachnents &

Ao uber | enapser [ Jm P T
Prinary Biee Code [ J# la ver [ ] Frer [
Agreenent unber® »

lscccativotois . ________________________________________ 000000000000 _°|
A Regstaon lumber o [ & Arcrtumenoas ]
Aerat Conrolumber® [ Ja AveratType [
Desinateassse | o Ja Averatsustype [
Regon [ ]

P piot | Jo | 2

Pt | [ ] e I |
piot3 | o [ la mosrneion [ o [ ]

ageney [ ]2 steetaggress [ ] originator
AgencyOrdertumber [ | e —— Reported Date (32410004 A |
Chagecose [ ] [ E— sumteany [ |2
e Agreementtumser [ 1P saeprovince [ submiteaDate [ @
Joourber [ ] 25 ovePostalCode [

Maintenance Release Date & Aircrat nspection Type. 2 Engine spectionType || &
s wikoisegse [ | Arcat napeciontee [ @ Engive nspectonvate [ |
ibnance Cotiod atners [ Akcat spectonCotcate Numper [ | Engne nspecton CaticatoNumper [
Goverament Vasaor | & [ & Pt Aciviy Specist [ & [ E =
Contractng Offer | o El

Dore [T R tocalintanet 100 -
Wistart| | @ @ © | user cuide | 58 15 Users quide vG.... | Fleet Arcraft Use . 1 saving detal Ines. ... | () Windows Media Player | ) NBC AMD a5 SRS .| (0 M- Inbox - M Lo... | [2) 33 EAFIEA % COMIO B Bred aiosam





This is the tab that is used to enter the Fleet Aircraft Use Report Header Information.
You may want to take note of the automatically generated Aircraft Use Report number for easy reference.

Note – For all fields that have the Up Arrow [image: image11.png]


 next to the field – instead of selecting from the drop list, you can enter the value by typing it in instead. When you Tab off of the field it will validate what you have entered against the available values. You can also just enter a portion of the field value and tab off the field. For example, if you do not know the complete Primary Billee code but you know that in contains “512”, enter “512” in the field and tab off the field.  The system will then display a list of those records that contain the portion of the field you entered. You can then select the appropriate one.

1) Enter original paper AMD2# if applicable.

2) Begin by entering the Billee Code. You can enter the Billee Code by hand or select the Up Arrow  [image: image12.png]


 next the field to select one from a drop down list. *Note: must be the billee code assigned to the aircraft on the agreement.
3) Enter the Agreement number associated with the Billee code entered by selecting the Up Arrow [image: image13.png]


 next the field to select one from a drop down list.

4) Enter the start & end dates for the use report. 

NOTE – Make sure you enter the correct start and end dates for all of the detail lines that will be added to this Use Report. Once you enter these dates on the header and add a detail line, you will not be able to change these dates.

Note – Start Dates must be in the past. No future dates can be entered.

5) Entering the FAA Registration Number associated with the Agreement Number selected by selecting the Up Arrow [image: image14.png]


 next the field to select one from a drop down list

Based on the FAA Registration Number the system will populate the aircraft Control Number.
6) Enter at a minimum the following Required data items:
· Enter the PIC Pilot or select the Up Arrow [image: image15.png]


 next the field to select one from a drop down list.

Enter Agency Order Number if applicable.

Check to make sure the usage routing flow names at the bottom of the page are correct and change if needed.

Once all the Header information has been entered select the Details tab to enter Use Report Detail line items. You may save the Use Report at any time. The Save Button [image: image16.png]


 is located on the Action Menu bar. 
You can toggle between the Fleet Aircraft Use Report Tab (Header) and the other Tabs (Except the List Tab) without losing the data you have entered on the other tabs.
Note: Switching Tabs does not actually save the data though. You need to press the Save Button [image: image17.png]


 to save the data.

4.3.2.2 Adding Attachments to a Fleet Use Report 

To attach documents to a Use Report do the following:

1) select the Attachment Icon [image: image18.png]


 from the top right hand portion of the page as shown below:
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2) Select Add New Attachments.

3) Select Add New File

The following window will be displayed:
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4) Select the Browse Button highlighted in red in the picture above.
5) A typical Windows Browse Dialog box will appear. Navigate to the desired file location and click on the desired file then click OPEN

6) The Specify a File field will now be populated with the name of the selected file. Select the OK button highlighted in blue in the picture below:
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Your file will now be attached and he Use Report Header tab will be displayed with the worf Attachments underlined. This underline signifies that this Use Report has attachments.

To view files that are attached to a Use Report, do the following:
1) select the Attachment Icon [image: image22.png]


 from the top right hand portion of the page

2) Select View Attachments.

The following window will be displayed allowing you to select any of the attached documents and view them.
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Select the OK button when you are finished viewing the attachments.

4.3.2.3 Enter Fleet Use Report Detail Line Information 

Select the Details Tab from the Tab Menu. The following page will be displayed:
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The Time Based Tab will now be active. This tab is used for entering time based charges. The other tab provided is the Fees and Charges tab. This is used for entering Fee Based(non-time based) detail lines. Instructions for using the Fee Based Tab immediately follow the section in Entering Time Based Detail Line Information.
4.3.2.3.1 Entering Time Based Detail Line Information 

With the Time Based Tab active, select the New Row Button in the bottom right corner of the page. Always use the TAB key to move through the page, or use the mouse to click on the desired cell.  If you hit the ENTER key you will start a new detail row.

The following Page will be displayed:
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The required data for the highlighted section above is:

Click on the Pay Item Code box next to the down facing orange arrow.  TAB through the top line items.

· Enter a Pay Item Code or select the Up Arrow [image: image26.png]


 next to the field to select one from a drop down list.  

· Confirm or change flight date for that row.

· Confirm or change pilot (PIC) for that row.
· Enter a From Airport Code or select the Up Arrow [image: image27.png]


 next to the field to select one from a drop down list.

· Enter a To Airport Code– or select the Up Arrow [image: image28.png]


 next to the field to select one from a drop down list.
· Enter elapsed time.
· Enter a Mission Code or select the Up Arrow [image: image29.png]


 next to the field to select one from a drop down list.

· Enter a Billee Code or select the Up Arrow [image: image30.png]


 next to the field to select one from a drop down list
· Confirm charge code or change code if applicable.

· Start Time – You can enter either an example of  “10” for 10:00 AM or “22” for 22:00 PM  or you can enter the time in the format Of “ hh:mm space AM/PM”

· Enter Start Hobbs or Tach time.

· Enter End Hobbs or Tach time.

NOTE: The System will prevent you from entering a flight time/Date for a specific Aircraft that has already been submitted on a Use Report. 

Shared Flight box, check if applicable.

Enter number of passengers on flight if applicable.

Enter cargo pounds on flight if applicable.

If there was more than one pilot you should enter the following under Pilot Information Section:

Fill in second pilot function if applicable.

The next section to be completed is the Approaches/Special Hours/Takeoffs/Landings section as shown below:

Long names for each field will be displayed when you place the cursor over the field.

For each flight – there needs to be at least one takeoff and one landing. The rest of the information in this section is optional.

Once all of the data is entered for this detail line, the detail line needs to be saved.

The Save Button [image: image31.png]


 is located on the Action Menu bar and is circled in red in the picture below:
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If more detail lines need to be added, you can click the New Row button or press ENTER.
 *Note: If you are in the middle of entering the information on a detail line you may be required to enter additional information before the save can be completed. A detail line can be deleted by clicking the Garbage Can Icon [image: image33.png]


 on the right most side of the detail line.
Detail Lines can be expanded by selecting the Expand Icon [image: image34.png]


 and contracted by clicking the Contract Icon [image: image35.png]


 on the left-most side of the detail line. 
When all of the detail lines have been added, you can return to the Fleet Aircraft Use Report Tab (where the Use Report header information was entered). If the Use Report is ready to be saved, click the Save Button [image: image36.png]


.
If Fee Based Detail lines need to be added to the use report, see the next section is this document titled “Entering Fee Based Detail Information”

If the Use Report is ready to be submitted into the workflow routing process, see the section titled Workflow for Fleet Use Report.
If you are not ready to submit the Use Report perhaps because additional detail lines need to be added later, you can exit from this Use Report and come back to it at any time. If you try to exit from a Use Report and you have not saved the information yet, the system will ask you if you wish to save before exiting.

4.3.2.3.2 Entering Fee Based Detail Line Information 

Select the Fee and Charges Tab to make it the active Tab and then select the New Row button in the bottom right corner of the page.

 The following page will be displayed:

[image: image37.jpg]Fleet Aircraft Use Reports - Windows Internet Explorer =18 x|

& - [ wmiarmimmdaeen e

addtionalevent—insertiuisessionid=1267620628347

Tl et 49 <] [ove 5o

Roreor et

X R e et o Reprs

Fleet Aircraft Use Reports

Buletis(0) # GoTo I Reports

Finc: [ #h > [Select Acton ME @2 @@
st festAvcnUssRepor | 0on: | Mes  Log  ReltedUse Repos
Arcratuse Report (1030 | festree detaines & rimary ies Code Swtose [0 Ja situs
AUD Nuber tnaoste 00|
Toos and Crarges
» o 2=
Pay ttem Code * Date. Quantity Mission Code Bilee Code: Charge Code User Unit Code Line Price.
2 I faozoa [ ] [ [ [s120 |2 [ezzr-ooot-ran ] [ F2 [ oo G
Foos and Charges
Pay tem Code* [ 2 [ E} Quenty [ | tineprice* [ 0.00]
S ) e [ |
weo [ ]
_Per Diem
. el 3 per D Rates
Alrcratt User Information

Bles Cove (5120 |4 [NPS NATIONAL PARK SERVICE
sson Cose | o |

Charge Code [8227-0001-PZ

Bilee Agreement Number [5700DVWPNPSW 2
Job Number  [NPSWSA
User Unit Code. »

userunkcoses|

ore

Bstart] | @ 6 O | G user cue

[ o o o [ T

B

| 51 5 sers uide v.... [ 1 Fieet Averatt Use .| ek header, 6 -P... | () Windows Media Player | ) Noc aMD AV sk - .| ) Mail-nbosc - Mo | [ 15 A & COMID. & el 927 Am





The required data for the highlighted section above is:

· Enter a Pay Item Code or select the Up Arrow [image: image38.png]


 next to the field to select one from a drop down list.

· Select a Date by pressing the Date/Time Icon [image: image39.png])




· Enter a Quantity 
Based on the information entered, the system will calculate the Line item cost.

Depending on what role you are when entering the Use Report the following data may also be required:

· Enter a Billee Code or select the Up Arrow [image: image40.png]


 next to the field to select one from a drop down list
· Enter a Mission Code or select the Up Arrow [image: image41.png]


 next to the field to select one from a drop down list
· Enter a Charge Code

· Enter a User Unit Code or select the Up Arrow [image: image42.png]


 next to the field to select one from a drop down list
If you are entering a Per Diem Item Code and are unsure of the Per Diem rate, the Per Diem Rates button will take you to the CONUS website to lookup the correct Per Diem daily rate. You will need to add the per diem daily rate manually into the Rate field. Lodging and M&IE should be combined as one PD Line Item.
When all of the detail lines have been added, you can return to the Fleet Aircraft Use Report Tab (where the Use Report header information was entered). If the Use Report is ready to be saved, click the Save Button [image: image43.png]


.

If the Use Report is ready to be submitted into the workflow routing process, see the section titled Workflow for Fleet Use Report.
If you are not ready to submit the Use Report perhaps because additional detail lines need to be added later, you can exit from this Use Report and come back to it at any time. If you try to exit from a Use Report and you have not saved the information yet, the system will ask you if you wish to save before exiting.

4.3.3 Printing Fleet Use Reports/Saving a local copy

Any Use Report, regardless of it’s status, can be printed and or saved as an electronic copy on the local computer.

From within the Use Report, Select the Browser View Button [image: image44.png]


 from the Actions Tool bar.

 A screen similar to the following will be displayed:
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If you wish to save the data from the query in a  XLS, PDF, or WORD format, Select the Export Report Button [image: image46.png]


,  highlighted with a Red circle. Then select the desired options.

If you wish to save the data from the query in a delimited format (i.e. CSV), Select the Export Data Button [image: image47.png]


,  highlighted with a Blue circle. Then select the desired options

If you wish to Print the Use Report, select the Print Report Button [image: image48.png]


,  highlighted with a green circle. Then select the desired options.

4.3.4 Workflow for Fleet Use Report 

The following picture depicts the Fleet Use Report Workflow supported by AMS
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When a Fleet Use Report is ready to be routed, click the Route Workflow button [image: image50.png]


 
while on any of the Tabs ( Except the List Tab). The Route Workflow button [image: image51.png]


 is located on the Actions Menu bar – all the way to the right.

Your role affects what happens when the Route Workflow button [image: image52.png]


  is selected. Some data fields are required for only certain roles.

Regardless of the role being used, the system will prompt you to save the Use Report if you have not already done so. 

The scenarios for each role are described in the next sections.

4.3.4.1.1 Government Pilot

If you are a GOVERNMENT PILOT and you click the Route Route Workflow button [image: image53.png]


, The following dialog box will appear:
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If you select “Assign to Government Validator” and click OK – the Use Report will be validated for completeness and will be routed to Government Validator listed on the Use Report Header. The use report is NOT in a SUBMITTED state at this point. It is still in the NEW status. The Contractor will then review the Use Report for submission.

If you select “Submit Aircraft Use Report” and click OK – the Use Report will be validated for completeness and will be routed to Bureau Approver listed on the Use Report Header. The use report will be in a SUBMITTED state at this point. The Bureau Approver will be responsible for reviewing the Use Report for validation. The Bureau Approver will receive an email notifying them that this Use Report is awaiting their attention and it will be listed in their Inbox on their Start Center.
If you select “Cancel Aircraft Use Report” and click OK – the Use Report will be deleted and will no longer appear in the List Tab. Using the Cancel option here will not allow any further access to this Use Report.

4.3.4.1.2 Field Validator

If you are a FIELD VALIDATOR and you click the Route Workflow button [image: image55.png]


,
The following dialog box will appear:
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If you select “Submit Aircraft Use Report” and click OK – the Use Report will be validated for completeness and will be routed to Bureau Approver listed in the Use Report Header. The use report will be in a SUBMITTED state at this point. The Bureau Approver will receive an email notifying them that this Use Report is awaiting their attention and it will be listed in their Inbox on their Start Center.
Please note that the Government Validator is not allowed to reject the Use Report and route it back to the Pilot for corrections. It is assumed that the Government Validator will be the one to correct any errors with the Use Report.
4.3.4.1.3 Bureau Approver
If you are a Bureau Approver and you click the Route Workflow button [image: image57.png]


 ,The following dialog box will appear:
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If you select “Approve Fleet Use Report” and click OK – the Use Report will be validated for completeness and will be routed to Fleet Activity Specialist listed on the Use Report Header. The use report will be in a GAAPPR state at this point. The Fleet Activity Specialist will receive an email notifying them that this Use Report is awaiting their attention and it will be listed in their Inbox on their Start Center.
If you select “Reject Fleet Use Report” and click OK – this will cause the  Use Report to be routed to person listed in the Submitted By field on the Use Report Header. You will be prompted to enter a Work Log Entry to explain the reason for rejection. Please enter a Work Log entry, save the Use Report and then once again click the Route Workflow button [image: image59.png]


. 
YOU MUST click the Route Workflow button [image: image60.png]


 a second time as described above or the Use Report will be in a Rejected State but it will not be routed correctly. 

The use report will be in a REJECTED state at this point.

The submitter will be responsible for correcting the Use Report and then they can resubmit.

A memo can also be added prior to pressing OK. This memo will stay with this Use Report to provide additional information to the next person to access this record.

4.3.4.1.4 Fleet Activity Specialist
If you are a Fleet Activity Specialist  and you click the Route Workflow button [image: image61.png]


,
The following dialog box will appear:
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If you select “Approve Fleet Use Report” and click OK – the Use Report will be validated for completeness and will be routed for payment. The use report will be a READYFIN state at this point. 

If you select “Reject Aircraft to the Originator” and click OK – the Use Report will be routed back to the user listed in the Originator field on the Use Report Header. The use report will be in a REJECTED state at this point. You will be prompted to enter a Work Log Entry to explain the reason for rejection. Please enter a Work Log entry, save the Use Report and then once again click the Route Workflow button [image: image63.png]


 . This user can then review the Use Report and then they can resubmit.

If you select “Reject Aircraft to the Submitter” and click OK – the Use Report will be routed back to the user listed in the Submitted by field on the Use Report Header. The use report will be in a REJECTED state at this point. You will be prompted to enter a Work Log Entry to explain the reason for rejection. Please enter a Work Log entry, save the Use Report and then once again click the Route Workflow button [image: image64.png]


 . The submitter can then review the Use Report and then they can resubmit.

4.4 Manage Non Fleet Use Report

There are several ways to access the Non Fleet Aircraft Use Report portion of AMS.

If you are at the Start Center:

You can select Non-Fleet Aircraft Use Reports from the Favorite Applications Section .

From Anywhere in AMS you can do the following:

4) Click on Go to from the Top Level Menu Bar using the left mouse button. A drop menu will appear

5) Click on Aircraft Use Report from the drop Menu using the left mouse button. Another drop menu will appear

6) Click on Non-Fleet Aircraft Use Reports from the drop Menu using the left mouse button. 

The following page will be displayed:
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4.4.1 List Non-Fleet Use Reports
After following the steps listed in the section above, you should be located on the List Tab of the Non-Fleet Use Report page

Enter the appropriate data in any of the filter fields provided (outlined in Red above) and press ENTER and the records that satisfy the filter query will be displayed. Entering nothing in the filter fields and pressing ENTER will display all Use Reports.
If you wish to filter on Use Report fields that are not part of the filter fields provided, Select the Advanced Search button (Circled in Blue Above). The following page will be displayed:
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NOTE : This window contains all of the fields on a Use Report. You may have to scroll down or right to see the field you want.

From this page you can filter Use Reports based on any field(s) contained on a Use Report.

Enter the values that you want to filter on in the appropriate fields. If you want filter on multiple values for the same field, separate the values by a comma. Once you have entered all of the data you to filter on, press the Find Button. The List page will be redisplayed with the list of the filter records.
To view the details for specific Use Report, click on the desired Use Report. The Non-Fleet Aircraft Use Report Tab will become active and will have the information for the selected Use Report.

Note: By default the Query for the List tab does not include Use Reports that have a Status of PAID. If you want to view Use Reports that do have a status of PAID from the List Tab, do the following:

Select All Records from the drop down in the top Left hand corner of the window as circled in Red in the picture below:
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The Default Query will now be set to All Use Reports, regardless of their Status. You can use the filter fields as described in Step 1 above.

4.4.2 Creating Non-Fleet Use Reports
There are several places with AMS to begin the process of creating a New Non-Fleet Aircraft Use Report, depending on where you are located within AMS.

If you are at the Start Center:

You can either select New Non-Fleet Use Report from the Quick Insert Section or

You can select Non-Fleet Aircraft Use Reports from the Favorite Applications Section and follow italicized directions below. 

From Anywhere in AMS you can do the following:

1) Click on Go to from the Top Level Menu Bar using the left mouse button. A drop menu will appear

2) Click on Aircraft Use Report from the drop Menu using the left mouse button. Another drop menu will appear

3) Click on Non-Fleet Aircraft Use Reports from the drop Menu using the left mouse button then follow the italicized directions below

If you are on the Non-Fleet Aircraft Use Report page,
 You can either select New Non-Fleet Use Report Icon from the Actions Menu [image: image68.png]


 Or 
Select the following keys together -  Ctrl + Alt + I
4.4.2.1 Enter Non-Fleet Use Report Header Information 

When you select New Non-Fleet Use Report, the following page will be displayed and the Non-Fleet Aircraft Use Report Tab active:
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This is the tab that is used to enter the Non-Fleet Aircraft Use Report Header Information

The Aircraft Use Report field will be pre-populated with a system generated number. Next this field there is a free form memo field where you can add any details about this Use Report.

The Required fields have an asterisk to the right of the field name. In addition they must be entered in the order in which they appear on the page. This is because the data entered in the previous field is used to retrieve the allowed values in the following field. The order that the fields needs to be populated is:

1. Contractor

2. Contract Number

3. Start Date

4. End Date

5. Contract Line Item Number

Note – For all fields that have the Up Arrow [image: image70.png]


 next to the field – instead of selecting from the drop list, you can enter the value by typing it in instead. When you Tab off of the field it will validate what you have entered against the available values. You can also just enter a portion of the field value and tab off the field. For example, if you do not know the complete name of the contractor but you know that the name contains the word “Wing”, enter ‘Wing” in the field and tab off the field.  The system will then display a list of those records that contain the portion of the field you entered. You can then select the appropriate one.
1) Begin by entering the Contractor or select the Up Arrow [image: image71.png]


 next to the field to select one from a drop down list.

Note: If you are a contractor - You will only be able to select the contractor company associated with the userid that was used to log in.
2) Enter the Contract associated with the Contractor entered or Select the Up Arrow [image: image72.png]


 next to the field to select one from a drop down list.

Note: You will only be able to select from the contracts associated with the contractor that was selected.

3) Select the Start Date of the Use Report  – ( select the calendar Icon [image: image73.png])



 to the right side of the field)

4) Select End Date of the Use Report – ( select the calendar Icon [image: image74.png])



 to the right side of the field)

NOTE – Make sure you enter the correct start and end dates for all of the detail lines that will be added to this Use Report. Once you enter these dates on the header and add a detail line, you will not be able to change these dates.

Note – Start Date must be in the past. No future dates can be entered.

5) Enter the Contract Line Item Number associated with the Contract entered or select the Up Arrow [image: image75.png]


 next to the field to select one from a drop down list.
6) Enter the FAA Registration Number or select the Up Arrow [image: image76.png]


 next to the field to select one from a drop down list

Based on the FAA Registration Number the system will populate the aircraft Control Number.

7) Enter the PIC Pilot or select the Up Arrow [image: image77.png]


 next to the field to select one from a drop down list.

There are several other non-required fields that can also be entered on the Use Report Header. For information on what each field is used for, please refer to Appendix 1 – Non-Fleet Use Report Field Definitions
The section at bottom of the page titled “Use Report Submission” contains the fields that control to whom the Use Report will be routed for approval.  
These fields are pre-populated when you select the contract and the only field that cannot be changed is the Contractor Contact.

Once all the Header information has been entered select the Details tab to enter Use Report Detail line items. You may save the Use Report at any time. The Save Button [image: image78.png]


 is located on the Action Menu bar.

You can toggle between the Non-Fleet Aircraft Use Report Tab (Header) and the other Tabs (Except the List Tab) without losing the data you have entered on the other tabs.

Note: Switching Tabs does not actually save the data though. You need to press the Save Button [image: image79.png]


 to save the data.

4.4.2.2 Adding Attachments to a Non Fleet Use Report 

To attach documents to a Use Report do the following:

1) select the Attachment Icon [image: image80.png]


 from the top right hand portion of the page as shown below:
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2) Select Add New Attachments.

3) Select Add New File

The following window will be displayed:
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4) Select the Browse Button highlighted in red in the picture above.

5) A typical Windows Browse Dialog box will appear. Navigate to the desired file location and click on the desired file then click OPEN

6) The Specify a File field will now be populated with the name of the selected file. Select the OK button highlighted in blue in the picture below:
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Your file will now be attached and he Use Report Header tab will be displayed with the worf Attachments underlined. This underline signifies that this Use Report has attachments.

To view files that are attached to a Use Report, do the following:

1) select the Attachment Icon [image: image84.png]


 from the top right hand portion of the page

2) Select View Attachments.

The following window will be displayed allowing you to select any of the attached documents and view them.
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Select the OK button when you are finished viewing the attachments.

4.4.2.3 Entering Non-Fleet Aircraft Use Report Detail Line Information 

The following page will be displayed
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The Time Based Tab will now be active. This tab is used for entering time based charges. The other tab provided is the Fees and Charges tab. This is used for entering Fee Based(non-time based) detail lines. Instructions for using the Fee Based Tab immediately follow the section in Entering Time Based Detail Line Information.

4.4.2.3.1 Entering Time Based Detail Line Information 

With the Time Based Tab active, select the New Row Button in the bottom right corner of the page. 

The following Page will be displayed:
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· Enter a Pay Item Code or select the Up Arrow [image: image88.png]


 next to the field to select one from a drop down list.

· Enter a Start Date – Select the calendar Icon [image: image89.png])



 or use the date defaulted from Header information.
· Select the Appropriate Flight Unit Of Measure (UOM)
For Clock UOM
· Start Time – You can enter either an example of  “10” for 10:00 AM or “22” for 22:00 PM  or you can enter the time in the format Of “ hh:mm space AM/PM”

· End Date - Select the calendar Icon [image: image90.png])




· End Time – You can enter either an example of  “10” for 10:00 AM or “22” for 22:00 PM  or you can enter the time in the format Of “ hh:mm space AM/PM”

For Tach UOM
· Start Time – Start Time – You can enter either an example of  “10” for 10:00 AM or “22” for 22:00 PM  or you can enter the time in the format Of “ hh:mm space AM/PM”

· Tach Start - This is a numeric field

· Tach Stop – This is a numeric field

For Hobbs UOM
· Start Time – Start Time – You can enter either an example of  “10” for 10:00 AM or “22” for 22:00 PM  or you can enter the time in the format Of “ hh:mm space AM/PM”

· Hobbs Start - This is a numeric field

· Hobbs Stop – This is a numeric field

NOTE: The System will prevent you from entering a flight time/Date for a specific Aircraft that has already been submitted on a Use Report. 
· Enter a From Airport Code or select the Up Arrow [image: image91.png]


 next to the field to select one from a drop down list.

· Enter a To Airport Code– or select the Up Arrow [image: image92.png]


 next to the field to select one from a drop down list.
Note – Once an Airport Code is selected the memo field next to it will allow free form text to be entered. This was designed for when values like “OTHER” or “GPS” are selected for the Airport Code, to allow for further information to be entered.
Depending on what role you are when entering the Use Report the following data may also be required:

· If applicable, Enter a Tax Code or select the Up Arrow [image: image93.png]


 next to the field to select one from a drop down list
· If applicable, enter a Billee Code or select the Up Arrow [image: image94.png]


 next to the field to select one from a drop down list
· If applicable, enter a Mission Code or select the Up Arrow [image: image95.png]


 next to the field to select one from a drop down list
· If applicable, enter a Charge Code 
· If applicable, enter User Unit Code 
When all of the Time Based detail lines have been added, you can return to the Non-Fleet Aircraft Use Report Tab (where the Use Report header information was entered). If the Use Report is ready to be saved, click the Save Button [image: image96.png]


. 
*Note: If you are in the middle of entering the information on a detail line you may be required to enter additional information before the save can be completed. A detail line can be deleted by clicking the Garbage Can Icon [image: image97.png]


 on the right most side of the detail line.
Detail Lines can be expanded by selecting the Expand Icon [image: image98.png]


 and contracted by clicking the Contract Icon [image: image99.png]


 on the left-most side of the detail line. 

If Fee Based Detail lines need to be added to the use report, see the next section is this document titled “Entering Fee Based Detail Information”

If the Use Report is ready to be submitted into the workflow routing process, see the section titled Workflow of Non-Fleet Use Reports.
If you are not ready to submit the Use Report perhaps because additional detail lines need to be added later, you can exit from this Use Report and come back to it at any time. If you try to exit from a Use Report and you have not saved the information yet, the system will ask you if you wish to save before exiting.

4.4.2.3.2 Entering Fee Based Detail Line Information 

Select the Fee and Charges Tab to make it the active Tab and then select the New Row button in the bottom right corner of the page.

 The following page will be displayed:
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The required data for this section are:

· Enter a Pay Item Code or select the Up Arrow [image: image101.png]


 next to the field to select one from a drop down list.

· Select a Date by pressing the Date/Time Icon [image: image102.png])




· Enter a Quantity 

Based on the information entered, the system will calculate the Line item cost.

Depending on what role you are when entering the Use Report the following data may also be required:

· Enter a Tax Code or select the Up Arrow [image: image103.png]


 next to the field to select one from a drop down list
· Enter a Billee Code or select the Up Arrow [image: image104.png]


 next to the field to select one from a drop down list
· Enter a Mission Code or select the Up Arrow [image: image105.png]


 next to the field to select one from a drop down list
· Enter a Charge Code 
· Enter a User Unit Code or select the Up Arrow [image: image106.png]


 next to the field to select one from a drop down list

If you are entering, a Per Diem Item Code, the following section is provided to lookup the correct Per Diem daily rate. You will need to add the per diem daily rate manually into the Rate field.

Detail Lines can be expanded by selecting the Expand Icon [image: image107.png]


 and contracted by clicking the Contract Icon [image: image108.png]


 on the left-most side of the detail line. 

When all of the Fee Based detail lines have been added, you can return to the Non-Fleet Aircraft Use Report Tab (where the Use Report header information was entered). If the Use Report is ready to be saved, click the Save Button [image: image109.png]


.

*Note: If you are in the middle of entering the information on a detail line you may be required to enter additional information before the save can be completed. A detail line can be deleted by clicking the Garbage Can Icon [image: image110.png]


 on the right most side of the detail line.
If the Use Report is ready to be submitted into the workflow routing process, see the section titled Workflow of Non-Fleet Use Reports.

If you are not ready to submit the Use Report perhaps because additional detail lines need to be added later, you can exit from this Use Report and come back to it at any time. If you try to exit from a Use Report and you have not saved the information yet, the system will ask you if you wish to save before exiting.

4.4.3 Printing Non-Fleet Use Reports/Saving a local copy

Any Use Report, regardless of it’s status, can be printed and or saved as an electronic copy on the local computer.

From within the Use Report, Select the Browser View Button [image: image111.png]


 from the Actions Tool bar.

 A screen similar to the following will be displayed:
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If you wish to save the data from the query in a  XLS, PDF, or WORD format, Select the Export Report Button [image: image113.png]


,  highlighted with a Red circle. Then select the desired options.

If you wish to save the data from the query in a delimited format (i.e. CSV), Select the Export Data Button [image: image114.png]


,  highlighted with a Blue circle. Then select the desired options

If you wish to Print the Use Report, select the Print Report Button [image: image115.png]


,  highlighted with a green circle. Then select the desired options.

4.4.4 Workflow of Non-Fleet Use Reports

The following picture depicts the workflow for Non-Fleet Use Reports supported by AMS
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AMS Non-Fleet Use Report Workflow


When a Use Report is ready to be routed, click the Route Workflow button [image: image117.png]



while on any of the Tabs ( Except the List Tab). The Route Workflow button [image: image118.png]


 is located on the Actions Menu bar – all the way to the right.

Your role affects what happens when the Route Workflow button [image: image119.png]


 is selected. Some data fields are required for only certain roles.

Regardless of the role being used, the system will prompt you to save the Use Report if you have not already done so. 

The scenarios for each role are described in the next sections.

4.4.4.1.1 Government Submitter
If you are a GOVERNMENT SUBMITTER and you click the Route Workflow button [image: image120.png]


, The following dialog box will appear:
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If you select “Assign to Contract Contact Person” and click OK – the Use Report will be validated for completeness and will be routed to Contractor Contact listed on the Use Report Header. The use report is NOT in a SUBMITTED state at this point. It is in the ASSIGNED status. The Contractor Contact will receive an email notifying them that this Use Report is awaiting their attention and it will be listed in their Inbox on their Start Center. The Contractor will then review the Use Report for submission.

If you select “Submit Aircraft Use Report” and click OK – the Use Report will be validated for completeness and will be routed to Government Validator listed on the Use Report Header. The use report will be in a SUBMITTED state at this point. The Government Validator will receive an email notifying them that this Use Report is awaiting their attention and it will be listed in their Inbox on their Start Center. The Government Validator will be responsible for reviewing the Use Report for validation.

NOTE: If the Government Validator does not either validate this Use Report or reject it back to the Contractor within 3 days of being submitted, the Government Approver assigned to this Use Report will receive an email notifying them that the Use Report has not been acted upon. If this Use Report needs to be reassigned to a different Government Validator – see the Section Titled - Reassigning a Non-Fleet Use Report
If you select “Cancel Aircraft Use Report” and click OK – the Use Report will be deleted and will no longer appear in the List Tab. Using the Cancel option here will not allow any further access to this Use Report.
4.4.4.1.2 Contractor Submitter
If you are a CONTRACTOR  and you click the Route Workflow button [image: image122.png]


,
The following dialog box will appear:
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If you select “Submit Aircraft Use Report” and click OK – the Use Report will be validated for completeness and will be routed to Government Validator listed in the Use Report Header. The use report will be in a SUBMITTED state at this point. The Government Validator will receive an email notifying them that this Use Report is awaiting their attention and it will be listed in their Inbox on their Start Center. The Government Validator will be responsible for reviewing the Use Report for validation.

NOTE: If the Government Validator does not either validate this Use Report or reject it back to the Contractor within 3 days of being submitted, the Government Approver assigned to this Use Report will receive an email notifying them that the Use Report has not been acted upon. If this Use Report needs to be reassigned to a different Government Validator – see the Section Titled - Reassigning a Non-Fleet Use Report
If you select “Cancel Aircraft Use Report” and click OK – the Use Report will be deleted and will no longer appear in the List Tab. Using the Cancel option here will not allow any further access to this Use Report.

4.4.4.1.3 Government Validator
If you are a GOVERNMENT VALIDATOR and you click the Route Workflow button [image: image124.png]


, The following dialog box will appear:
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If you select “Aircraft Use Report Validated” and click OK – the Use Report will be validated for completeness and will be routed to Contract Officer Representative (Government Approver)  listed on the Use Report Header. The use report will be in a VALIDATED state at this point. The Contract Officer Representative (Government Approver) will then be able to review the Use Report for approval.

NOTE: If the Contract Officer Representative (Government Approver) does not either approve this Use Report or reject it within 6 days of being submitted, the Contract Officer assigned to this Use Report will receive an email notifying them that the Use Report has not been acted upon. If this Use Report needs to be reassigned to a different Government Approver – see the Section Titled Reassigning a Non-Fleet Use Report
If you select “Aircraft Use Report Rejected” and click OK – the Use Report will be routed to Contractor Contact listed on the Use Report Header. The use report will be in a REJECTED state at this point. You will be prompted to enter a Work Log Entry to explain the reason for rejection. Please enter a Work Log entry, save the Use Report and then once again click the Route Workflow button [image: image126.png]


. The CONTRACTOR will be responsible for correcting the Use Report and then they can resubmit.

A memo can also be added prior to pressing OK. This memo will stay with this Use Report to provide additional information to the next person to access this record.
4.4.4.1.4 Contract Officer Representative (Government Approver) 
If you are a GOVERNMENT APPROVER  and you click the Route Workflow button [image: image127.png]


,

The following dialog box will appear:
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If you select “Approve Aircraft Use Report” and click OK – the Use Report will be validated for completeness and will be routed to Contracting Officer listed in the Use Report Header. The use report will be a GAAPPR state at this point. The Contracting Officer will then be able to review the Use Report for payment.

If you select “Reject Aircraft Use Report” and click OK – the Use Report will be routed back to the Government Validator listed on the Use Report Header. The use report will be in a REJECTED state at this point. You will be prompted to enter a Work Log Entry to explain the reason for rejection. Please enter a Work Log entry, save the Use Report and then once again click the Route Workflow button [image: image129.png]


. The Government Validator can then review the Use Report and then they can resubmit.
4.4.4.1.5 Contract Officer

If you are a CONTRACT OFFICER  and you click the Route Workflow button [image: image130.png]


,

The following dialog box will appear:
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If you select “Approve Aircraft Use Report” and click OK – the Use Report will be validated for completeness and will be routed for payment and billing. The use report will be a READY-FIN state at this point. The workflow for this Use Report within AMS is completed.

If you select “Reject to Validator” and click OK – the Use Report will be routed back to the Government Validator listed on the Use Report Header. The use report will be in a REJECTED state at this point. You will be prompted to enter a Work Log Entry to explain the reason for rejection. Please enter a Work Log entry, save the Use Report and then once again click the Route Workflow button [image: image132.png]


. The Government Validator can then review the Use Report and then they can resubmit.

If you select “Reject to COR” and click OK – the Use Report will be routed back to the Contract Officer Representative (Government Approver) listed on the Use Report Header. The use report will be in a REJECTED state at this point. You will be prompted to enter a Work Log Entry to explain the reason for rejection. Please enter a Work Log entry, save the Use Report and then once again click the Route Workflow button [image: image133.png]


. The Contract Officer Representative (Government Approver)can then review the Use Report and then they can resubmit.

If you select “Reject to Submitter” and click OK – the Use Report will be routed to Contractor Contact listed on the Use Report Header. The use report will be in a REJECTED state at this point. You will be prompted to enter a Work Log Entry to explain the reason for rejection. Please enter a Work Log entry, save the Use Report and then once again click the Route Workflow button [image: image134.png]


.The CONTRACTOR will be responsible for correcting the Use Report and then they can resubmit.

4.4.4.1.6 Reassigning a Non-Fleet Use Report

If a Use Report needs to be reassigned to different user, please follow the following the steps:

1) From anywhere within the AMS Application, Select the Go To Drop down from the Top Most menu.
2) From the Drop Down List select System Configuration
3) From the next Drop Down List select Platform Configuration
4) From the next Drop Down List select Workflow Administration
The page displayed will list all of the Use Reports in the system. You will most likely need to narrow down the Use Reports to select from. You can enter the Originator of the desired Use Report in the Originator Filter Field and press ENTER as shown below
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Or you can enter the start date of the desired Use Report in the format of mm/dd/yy in the Start Time Filter Field and press ENTER. 
Once the list contains the Use Report to be reassigned, please follow the following the steps:
5) On the right-most side of the desired Use Report, Select the View/Modify Active Assignments Icon which resembles a Pencil laying on piece of paper as shown below.
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The following dialog box will be displayed:
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6) Select the Reassign Assignment button circled in Red in the above picture.

The following dialog box will be displayed:
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st.

Enter the Userid of the person who this Use Report is to be reassigned to or select the Select Value Icon [image: image139.png]


 to select from a list of Users.

If needed you can enter a message in the memo field or just press ENTER.

The View Active Assignment Dialog Box will be redisplayed with the selected Userid as the Assigned Person Code.

4.4.4.1.7 Creating a Delegate for User

If the workflow for a user needs to be routed to a different user for a period of time, the system will allow for a delegate to be specified for that user. While a delegate is specified for a user, all Use reports for that user will be routed to the delegate.

1) From anywhere within the AMS Application, Select the Go To Drop down from the Top Most menu.

2) From the Drop Down List select Users
The User Application page will be displayed with the cursor will be located in the User Field

3) Enter the UserID of the user who you wish to set the delegate for into the User field and press ENTER
The record for the entered user will be displayed.
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4) In the Workflow Delegate field, circled in red in the picture above, enter the UserID of the user who is to serve as the delegate or select the Up Arrow [image: image141.png]


 next to the field to select one from a drop down list.
5) Click the Save Button [image: image142.png]


.
All Use Reports that are routed to this User will be routed to this delegate.

When a delegate is no longer needed for this User, follow the same steps listed above but remove the UserID from the Delegate field and click the Save Button [image: image143.png]


.

4.5 Reporting

AMS has several ways to produce reports based on the Use Reports entered in the system. For reports at the Use Report Header level, one of the easiest is to do this from List Tab from either the Non-Fleet Use Reports Page or the Fleet Use Reports page.
4.5.1 Reporting from the List Tab

The List tab is displayed below with several areas highlighted. 
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As described previously in the sections titled List Fleet Use Reports and List Non-Fleet Use Reports, enter the appropriate data in any of the filter fields provided, highlighted with the Green circle, and press ENTER. The records that satisfy the filter query will be displayed. Entering nothing in the fields and pressing ENTER will display all Use Reports.

If you need to filter on more fields than what is offered by the Filter Fields, select the Advanced Search button [image: image145.png]


 highlighted with a light blue circle. This will allow you to filter on any field contained on a Use Report Header or it’s detail lines. The following dialog box will be displayed:
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 You can now enter filter values in any of the fields or use the [image: image147.png]


 or [image: image148.png]


 icons to select from the drop down lists. If you need to enter multiple values for a filter field, you will need to type them by hand and separate them by commas. Once you are ready to retrieve records based on your filter values, select the Find Button.

Note: When entering multiple values for a filter field you can control whether you want to select records that contain any one of the values entered or all of the values entered by including a “=”.
For example if you wanted all records that had Item Codes “FT” OR “EP” you would enter the following in the Pay tem Code:
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if you wanted all records that had Item Codes “FT” AND “EP” you would enter the following in the Pay tem Code:
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The List Tab will be redisplayed with the records that satisfy your filtering. Please note that the List Tab will only display header information from the records that satisfy the filters. If you want to create a report with more information that what is provided on the List Tab(i.e. detail line information) please refer to the section Advanced Query Based Reporting. Here you will be able to create custom reports containing any of the values on a Use Report.
If you wish to save the query associated with any data entered in the filter fields, select the Save Query Button highlighted with the purple circle. A dialog box will be displayed allowing you to provide a name to the query. You can also set the query as the default query for whenever you access the list tab. You can also set the query as Public which will allow all users to have access to this query from their Query Selection Drop Down.

Highlighted with a red circle is the Query Selection drop down. From Here you can select from the predefined queries or any previously defined queries that you have developed or have been developed by other and made public. How to develop queries will be cover in the Section title “Developing Queries”.
Pressing the small Yellow down Arrow [image: image151.png]


 directly to the right of the Advanced Search button will display a drop list of options. The most useful of these is ‘Where Clause”. Selecting this option will display the query that is being used currently for the list page. If you have entered nothing in the filter fields then standard query will be displayed. If you have entered a value in one of the filter fields you will notice the query will contain the additional information.
Once a list of Use Report records has been displayed, the Download button in the right corner will be enabled. Selecting the Download button will open up an Excel Spreadsheet within a Browser session. However, normal Excel functions are not available from within this Browser session. If the goal is to extract the data displayed for further manipulation or presentation, it is recommended that you copy all of the information from within the browser page and copy it into a new Excel spreadsheet. 
4.5.2 Advanced Query Based Reporting

For users who have the access rights, advanced reporting capabilities are offered. Please note, query based reporting is the only way to create reports with Use Report Detail line information.

To access Advanced query based reporting, select the [image: image152.png]


 from the Action Menu Bar from either the Non-Fleet Use Reports Page or the Fleet Use Reports page.

The following page will be displayed when the  [image: image153.png]


 icon is selected:
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The checkbox highlighted with a yellow circle enables you to apply filter fields entered on the previous list tab to be applied to your advanced queries. This is useful if you want to down select a group of Use Reports based on one or more Use Report Header fields and then report out further on the detail lines for those Use Reports. If you do not want to apply filter fields entered on the previous list tab, uncheck this box.
NOTE: If you wish to filter based on Use Report Field values, you need to do that prior to coming to the Create Report Application while on the List tab/Advanced Search. From there you can select the Create Report [image: image155.png]


 icon and make sure the apply Current Query Checkbox is selected.

The section highlighted with the Red Circle is the Table Selection area. Based on what you select here the Available Fields section, highlighted with a blue circle, will display different fields. Upon entering this window the Use Report Header fields will be active.
The bottom section, highlighted with a green circle, displays the fields that have been selected for the report query. Upon entering this window 10 fields from Use Report Header will be selected by Default. To add fields to the query select the blue down arrow next to the desired field within the Available Fields section. It will be added to the Selected Fields section.

To remove fields from the Selected Fields section, select the blue down arrow next to the desired field within the Selected Fields section.
Note: There is a Download button on the blue bar of the Available Fields section and there is a Download button on the blue bar of the Selected Fields section. These operate differently from the Download button from the List Tab. These buttons download the name of fields contained within each of the sections and not the data contained within those fields.

Once Selected Fields section contains the desired fields for the query, scroll down to the bottom of the page until you can see the Report Title Field. Enter a Report Title and make sure the Save Report box is checked. Then press the Submit button to run the query.
A screen similar to the following will be displayed:
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If you wish to save the data from the query in a XLS, PDF, or WORD format, Select the Export Report Button [image: image157.png]


,  highlighted with a Blue circle. Then select the desired options.
If you wish to save the data from the query in a delimited format (i.e. CSV), Select the Export Data Button [image: image158.png]


,  highlighted with a Red circle. Then select the desired options
Once a report has been submitted and saved it can be rerun at any time. To choose an existing report to run, from the List Tab, choose Select Action, and the Run Reports
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A dialog box listing all of the predefined and saved reports will be listed. Scroll thru the list till your desired report is visible and select it. Another dialog box will be displayed asking when the report should be run (immediately, scheduled at a later time, or recurring). You can also specify who to the email the report to when it is run. This is valuable when recurring reports need to be sent to set group of recipients.
4.6 Excel Upload Applications

The following section summarizes the use of the Use Report Excel Upload applications.  

The Excel Upload applications are primarily designed for the following situations:

· Similar Use Reports (except for the dates) are often filed. Examples of this are where the same flights are flown daily by the same vendor for the same Bureau. In this scenario the spreadsheet serves as a template for creating a new Use Report.

· Users are unable to access the AMS website but want to be able to track activity. In this scenario the user may be in a remote location but if they have a laptop computer, they can enter their activity in the spreadsheet for importing later. These files could also be saved to a disk drive by the person at the remote site and sent out (mail, truck,…) to a location that does have Internet Access. There someone could import them using the AMS System.

4.6.1 General Information
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Note: Version 2 of the NonFleet Template now supports leading zeroes in the contract field and up to 50 characters in the Charge Code Field.
· The spreadsheets have been set up to contain most, if not all, of the fields on the Use Report user interface. 

· The spreadsheets have validation on each column to ensure a valid data length and type when entering the data.

· The spreadsheets have been protected and should not be modified. If the column order changes in any way, the upload will not work correctly.

· Each spreadsheet contains 1, and only 1, use report. You can not enter multiple Use reports into a single spreadsheet.

There are 3 worksheets on each use report spreadsheet (4 if you count the hidden worksheet which contains minimal value lists).  They are as follows:

Usage Report Header 
· Contains the header information.

· *** Only enter 1 row per spreadsheet. ***

· Only the second row (first row being the column titles) is read when importing into Maximo. All other rows are ignored.
Time Based
· Each row represents a single time based transaction.

· Any number of rows can be added to this worksheet

· Rows must be entered consecutively. If you skip a line, all lines below will not be imported.

Fees and Charges

· Each row represents a single time based transaction.

· Any number of rows can be added to this worksheet

· Rows must be entered consecutively. If you skip a line, all lines below will not be imported.

4.6.2 Excel Upload Applications

The 2 new Excel upload applications can be found under the Aircraft Use Reports module.
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4.6.2.1 Step 1 – Upload New Spreadsheet

The use of the Excel upload applications is a two step process. The first step is to upload the information from the selected spreadsheet into the Maximo application. The second step is to Send the data to Maximo. This step validates the imported data and if all the data is valid, a new use report is created. If any of the data is not valid, the Send to Maximo step will fail and the reason(s) will be displayed in the Import Message window at the bottom of the page

To upload a spreadsheet, you first load the application for the spreadsheet you wish to upload (ie Fleet or non-Fleet).
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If there are previously uploaded spreadsheets that have not been Sent to Maximo , they can be displayed here by either entering  search criteria and pressing ENTER or just pressing ENTER to list all of them.

To upload a new spreadsheet, select the Upload New Spreadsheet icon.
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· A spreadsheet can only be uploaded once (validation is performed based on the filename. You can always rename a spreadsheet and upload it again). 

· If the spreadsheet has already been uploaded, you will be asked if you wish to overwrite. However, if it’s been processed successfully into Maximo, you cannot overwrite the data and therefore you cannot upload the file.

Main Tab: 

When a spreadsheet is uploaded, you will be automatically moved to the Main tab, with the record you just created shown.

The top section in the main tab contains the information pertaining to the spreadsheet. 
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The information is as follows:

· File name: Name of the uploaded spreadsheet. This must be unique, which is why a spreadsheet can only be uploaded once.

· Uploaded by / Date: The PERSONID of the user that uploaded the spreadsheet and the date and time the spreadsheet was uploaded.

· Import Status:  The status of the data the last time it was processed (ie. Sent to Maximo). An empty status means it has not be processed after uploading. ‘FAILED’ means that the Use Report could not be created. ‘SUCCESS’ means the Use Report was created.

· Import Message: The message given the last time the Use Report was processed (ie Sent to Maximo)
· Fleet/Non-Fleet Use Report Created: The number of the Use Report created. An empty Use Report number means a Use Report has not been created yet. If the Use Report has been created for the current spreadsheet, you can view it using the link to the appropriate application on this control.
· Processed by / Date: The PERSONID of the user that last processed the data and the date and time the data was last processed.

The bottom section of the Main tab is the Use Report data uploaded from the spreadsheet. Even if the data is not valid within Maximo, it is still loaded from the spreadsheet into this table. 
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The applications were design to look and act like the Use Report applications as much as possible, but not all the validation is there. For example, the FAA Reg number is not filtered based on the Contract selected. 

The data can be modified directly from within this application.

Time Based tab and Fees and Charges tab:

The Time Based and Fees and Charges tabs contain the information uploaded from the Time Based and Fees and Charges worksheets respectively. 
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If the data is not valid within Maximo, it is still loaded into these tables. 

4.6.2.2 Step 2 – Sending Uploaded Information into Maximo

Once a spreadsheet has been uploaded using this application, it can be processed into a Use Report using the ‘Send to Maximo’ icon.
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Main Tab

The Line Status field is updated when the data is processed.  If the Line status is empty, then it has not be processed yet. If the status is FAILED, then there is invalid data in the Use Report header information and will need to be corrected. If the status is VALID, then the Use Report header information is correct, but one of the detail lines failed. If the status is SUCCESS, then the Use Report has been created.

At the bottom of this section is the import message. When a Use Report is processed and fails, any errors relating to the header information will be displayed here.
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Note: When uploading data from a spreadsheet into the application, the data should always be uploaded regardless of whether or not it’s valid within Maximo. In rare cases though, it can not be uploaded because of formatting issues. This should never happen because the spreadsheet is set up to only accept properly formatted data (ie the correct data length and type) If not all the data was uploaded successfully from the spreadsheet, the import message box will be populated with a message letting the user know what data was not uploaded. Once the data is processed, that information is lost because the import message is updated when processing.

Time Based tab and Fees and Charges tab:

The Line Status field is updated when the data is processed into Maximo.  If the Line status is empty, then either the detail line has not been processed yet or the Use Report header information is not valid (The lines are not processed if the Header information is not valid). If the status is ‘FAILED’, then there is invalid data on the Detail line. If the status is ‘VALID’, then the Detail line information is correct, but one of the other Detail lines failed. If the status is SUCCESS, then the Use Report has been created.

As with the Use Report header, at the bottom of these tabs is the import message. When a Use Report is processed and fails and there are data issues on the detail line, the error message(s) will be displayed here.

Once an uploaded spreadsheet has been successfully sent to Maximo, it is now a Use Report. The Use Report Number will displayed in the Processing Information Group Box.

The Use Report can now be accessed from the Inbox in the Start Center of the user who imported the Spreadsheet.

Appendix 1 – Non-Fleet Use Report Field Definitions
NON FLEET AIRCRAFT USE REPORT TAB  

	Aircraft Use Report
	System Generated
	Unique Identifier for a Use Report

	AMD Number
	User Entered
	ID number from Hard copy AMD 2-A/AMD 23 Forms

	Contractor
	User Entered
	Contractor who provided the aircraft associated with the Use Report

	Contract Number
	 User Entered
	Specific contract number for the selected Contractor

	Contract Line Item Number
	User Entered
	Specific contract Line Item number associated with the selected contract

	Contract Type
	System Populated
	Contract type retrieved from the appropriate contract when a contract number is entered.

	Start Date
	User Entered
	Start Date for the period of performance covered by this Use Report



	End Date
	User Entered
	End Date for the period of performance covered by this Use Report

	Hired Date
	System Populated 
	The date that an aircraft was hired on to an exclusive use contract, retrieved from the appropriate contract when a contract number is entered.

	Release Date
	System Populated
	The date that an aircraft was hired on to an exclusive use contract, retrieved from the appropriate contract when a contract number is entered.

	User 
	User Entered
	Name of individual participating in the flight but who is not the Government validator.

	Status
	System Populated
	The current Status of this Use Report.



	Invoice Amount
	System Populated
	Once the Use Report has been routed thru the approval process, this field will contain the dollar amount that was invoiced based on this Use Report.

	Disbursement Amount
	System Populated
	Once the Use Report has been processed by finance this field will contain the dollar amount that was actually paid for this Use Report. This may be different from the Invoice amount due to discounts and Interest.

	Fire
	User Entered
	Any Use report that has any association with a fire or a fire code should check this box to enable recording capability in the future.  This flag was made so that on the initial listing page a user would be able to look at all Fire related Use Reports without having to run a query to list them.

	FAA Registration Number
	User Entered
	The N number associated with the aircraft that provided the services for the Use Report

	Aircraft Control Number
	System Populated
	Internal AMD number for the Aircraft associated with the entered FAA Registration Number.

	Designated Base
	System Populated  
	The location where the aircraft is typically located when it is not conducting a mission. This information is retrieved for the appropriate Aircraft when a FAA Registration Number is entered.

	Aircraft Make/Model
	System Populated
	Make and model of the aircraft that provided the services for the Use Report. This information is retrieved for the appropriate Aircraft when a FAA Registration Number is entered.

	Aircraft Type
	System Populated
	Type of the aircraft that provided the services for the Use Report. This information is retrieved for the appropriate Aircraft when a FAA Registration Number is entered.

	Aircraft Sub Type
	System Populated
	Sub Type of the aircraft that provided the services for the Use Report. This information is retrieved for the appropriate Aircraft when a FAA Registration Number is entered.

	FET Exempt
	System Populated
	Indicator whether the aircraft that provided the services for the Use Report is exempt from Federal Excise Tax. This information is retrieved for the appropriate Aircraft when a FAA Registration Number is entered. This flag is ignored for Fleet Aircraft.

	Region
	System Populated
	Region of the aircraft that provided the services for the Use Report. This information is retrieved for the appropriate Aircraft when a FAA Registration Number is entered.

	PIC Pilot
	User Entered
	Pilot In Charge for this Use Report.

	Pilot 2
	User Entered
	Copilot for this Use Report.

	Other Crew Member
	User Entered
	Other crew member who participated in services provided on this Use Report.

	Primary Billee Code
	User Entered
	The billee code identifies the bureau/agency to be billed for the flight services.

	Agency
	System Populated
	The agency which holds the contract and for which the associate Billee is related. Retrieved for the Selected Primary Billee code

	Agency Order Number
	User Entered
	Internal for bureau/agency use; generally populated with bureau/agency obligation number from their finance system

	Charge Code
	User Entered
	User’s fiscal organization charge code.  If entered in header, it will apply to all items unless individual line items have a different charge code

	Billee Agreement Number
	User Entered
	Specific Billee/User Agreement number associated  with the flight (please select IAA/MIPR which bill is to be charged against).  If no IAA is in place, please select none.  FLEET AIRCRAFT – SELECT FLEET AIRCRAFT AGREEMENT TO ENSURE PASSBACK IS CHARGED CORRECTLY.

	Job Number
	System Populated
	Internal to NBC finance only.  Number assigned in internal finance system to designate bureau/agency to be billed (references agreement/MIPR if applicable)

	Street Address
	System Populated
	Self Explanatory. Retrieved for the Selected Primary Billee code

	Address Line
	System Populated
	Self Explanatory. Retrieved for the Selected Primary Billee code

	City
	System Populated
	Self Explanatory. Retrieved for the Selected Primary Billee code

	State/Province
	System Populated
	Self Explanatory. Retrieved for the Selected Primary Billee code

	Zip Code/Postal Code
	System Populated
	Self Explanatory. Retrieved for the Selected Primary Billee code

	Originator
	System Populated
	Userid that first created this Use Report

	Reported Date
	System Populated
	Date and time that the Use Report was started.

	Submitted By
	System Populated
	Userid that submitted this Use Report

	Contractor Contact
	System Pop/Editable
	Userid associated with Contractor who is to validate Use Report. Retrieved from the selected contract record.

	Government Validator
	System Pop/Editable
	Userid associated with Government validator who should receive this Use Report for validation. Retrieved from the selected contract record.

	COR/Government Approver
	System Pop/Editable
	Userid associated with Government Approver who should receive this Use Report for approval. Retrieved from the selected contract record.

	Contracting Officer
	System Pop/Editable
	Userid associated with Contract Officer who should receive this Use Report for final approval. Retrieved from the selected contract record.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Detail Line Tab/ Time Based Sub Tab
	Pay Item Code
	User Entered
	Item code that identifies the type of activity being performed

	Memo
	User Entered
	Provides for any additional information needed for this line item

	IPAC
	System Populated
	Retrieved based on the Select Billee

	Flight UOM
	User Entered
	Unit Of Measure to be used for this line item for this Aircraft. This will default to what is specified on the Aircraft record

	Start Date
	User Entered
	Start Date for this line item. Will default to the Start date entered on the Header portion of the Use Report

	End Date
	User Entered
	End Date for this line Item.

	Start Time
	User Entered
	For Clock UOM Only – Start time for this line item

	End Time
	User Entered
	For Clock UOM Only – End Time for this line item

	Start Tach
	User Entered
	For Tach UOM Only – Starting Tach Reading for this line item

	End Tach
	User Entered
	For Tach UOM Only – Ending Tach Reading for this line item

	
	
	

	Start Hobbs
	User Entered
	For Hobbs UOM Only – Starting Hobbs reading for this line item

	End Hobbs
	User Entered
	For Hobbs UOM Only – Ending Hobbs reading for this line item

	Elapsed Clock Time
	System populated
	Difference between Start time and End Time

	From Airport Code 
	User Entered
	Starting Location for this line item. Additional information can be entered in the memo field directly to the right of this field once a value in entered.

	To Airport Code
	User Entered
	Ending Location for this line item. Additional information can be entered in the memo field directly to the right of this field once a value in entered.

	Tax Code
	User Entered
	Indicator of whether Federal Excise Tax should be calculated on this Line item and if so what type (Passenger (P), Cargo (C), or Both (B))

	Number of Passengers
	User Entered
	Number of passengers on this line item excluding pilots.

	Cargo Payload
	User Entered
	Pounds of cargo on this line item.

































































































































































































































































































































































































































_1333887152.xls
FLEET Usage Report Header

		AMD Number		Description		Primary Billee Code		Agreement Number		Agency Order Number		Charge Code		Billee Agreement Number		Start Date		End Date		Fire?		FAA Registration Number		PIC Pilot		Pilot 2		Pilot 2 Function		Pilot 3		Pilot 3 Function		Gov. Validator		COR / Gov. Approver		Fleet Activity Specialist		User





Time Based FLEET

		Pay Item Code		Start Date		Start Time		Flight UOM		Hobbs/Tach Start		Hobbs/Tach Stop		End Date		End Time		From Airport Code		From Memo		To Airport Code		To Memo		Other Memo		Passenger Payload		Cargo Payload		Shared Flight?		PIC Pilot		Pilot 2		Pilot 2 Function		Pilot 3		Pilot 3 Function		ILS		VOR		ADF		PAR		GPS		LOC		ASR		Instrument Actual Hours		Instrument Hood Hours		Night Hours		Other Hours		T/O Day, Wheels		T/O Day, Water		T/O Day, Skis		T/O Night, Wheels		T/O Night, Water		T/O Night, Skis		Landing, Day, Wheels		Landing, Day, Water		Landing, Day, Skis		Landing, Night, Wheels		Landing, Night, Water		Landing, Night, Skis		Billee Code		Mission Code		Charge Code		Billee Agreement Number		User Unit Code





Fees and Charges FLEET

		Pay Item Code		Date		Memo		Quantity		Rate		City		State		Billee Code		Mission Code		Charge Code		Billee Agreement Number		User Unit Code





Value Lists

		FLIGHTUOM		YORN

		CLOCK		Y

		HOBBS		N

		TACH






_1343539274.xls
NONFLEET Usage Report Header

		AMD Number		Description		Contractor		Contract Number		Contract Line Item Number		Primary Billee Code		Agency Order Number		Charge Code		Billee Agreement Number		Start Date		End Date		Hired Date		Released Date		Fire?		FAA Registration Number		PIC Pilot		Pilot 2		Other Crew Member		Contractor Contact		Gov. Validator		COR / Gov. Approver		Contracting Officer		User





Time Based NONFLEET

		Pay Item Code		Sub-line Item Number		Memo		Start Date		Start Time		Flight UOM		Hobb/Tach Start		Hobb/Tach Stop		End Date		End Time		From Airport Code		From Memo		To Airport Code		To Memo		Tax Code		Passenger Payload		Cargo Payload		Shared Flight?		ALSE Waiver Acknowledge		Billee Code		Mission Code		Charge Code		Bille Agreement Number		User Unit Code





Fees and Charges NONFLEET

		Pay Item Code		Sub-Line Item Number		Memo		Date		Quantity		Rate		Passenger Payload		Cargo Payload		Tax Code		City		State		Billee Code		Mission Code		Charge Code		Billee Agreement Number		User Unit Code





Validation

		YORN				FLIGHTUOM				TAX CODE

		Y				CLOCK				B

		N				HOBBS				C

						TACH				N

										P






