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1 Assessment Summary 
The purpose of this assessment is to compare functional business and data requirements identified by 
USAID to the functionality and data elements provided by the separate administrative software 
applications of the US Department of State PASS Suite. The results of this assessment should answer the 
following questions: 

• How closely does the PASS Suite fulfill the business requirements of USAID? 

• Should a more comprehensive pilot test of one or more of these applications be conducted to 
further ascertain applicability to USAID? 

• What changes to PASS, if any, would be required to fulfill USAID's business requirements? 

• If changes were required, what would those changes cost in terms of time and money? 

The PASS Suite is a web-enabled, integrated suite of applications sponsored by various bureaus within 
the US Department of State and coordinated through a central PASS Program Office. The suite consists 
of a number of administrative applications. 

In expectation of closer cooperation with the US Department of State and with an eye toward providing 
USAID missions with a standard set of administrative software tools, PASS is being reviewed as 
candidate Government Off the Shelf (GOTS) software for USAID missions. Applications found to support 
business requirements will be pilot tested at four missions to ascertain and document any issues related 
to installation, implementation, training or usage. 

USAID subject matter experts reviewed the entire PASS suite of applications before selecting six for more 
in depth analysis and consideration. 

The PASS Procurement module; although rejected for this current effort, bears consideration for future 
use. The module is designed primarily to support and facilitate locally authorized procurements. The 
PASS Procurement module follows US Department of State procurement policies and provides interfaces 
to State's Comprizon system. USAID currently uses a system known as Mission Accounting and Control 
System (MACS) for financial and procurement functions. The module was rejected at this time due to 
expected difficulty in introducing a new procurement system that is not integrated with USAID accounting. 

After the initial overview of the entire PASS suite, USAID representatives selected this subset of the suite 
for further analysis. 

1. Visitor Management - Visitor and event tracking 
2. Vehicle Registration Maintenance - Motor Vehicle, driver and motor pool management 
3. Real Property Application - Real Estate management 
4. Work Orders for Web - Work order scheduling and management 
5. Post Personnel- HR management system 
6. Expendable Supplies - Stock control 

USAID subject matter experts conducted the assessment through hands-on review of each software 
application. As experts in the applications of the suite, Sr. Analysts from Geneva Software provided 
technical support during the assessments and documented the results. Geneva Software also provided 
alternative technical solutions where the software does not sufficiently support USAID business 
requirements 'as is'. 

During hands-on reviews of the software, USAID subject matter experts were asked to assess each 
application against both functional and non-functional requirements. Applications are scored as follows: 
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Score Assessment 
1 Does not meet USAID requirements 
2 Enhancements or changes would be required in order to pursue further pilot evaluation 
3 Enhancements or changes would be required for standard use, but not needed to 

pursue further pilot evaluation 
4 Minor enhancements or changes would add wanted functionality, but are not expected 

to be needed for standard use 
5 Meets USAID requirements 'as is' 

Four of the six applications sufficiently fulfill USAID business requirements in their current state. Two 
applications; Post Personnel and Work Orders for Web do not currently fit with USAID's business or data 
requirements. Alternatives for both of these major applications are provided. 

Score 

Software Assessment 

Applicability of PASS Applications for USAID Pilot 

Real 

5 

Work Post 

2 

Vehicles Visitors Expendable 

4 5 4 

PASS Application 
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2 Application Assessments 
The PASS Suite was installed in a test lab at the Ronald Reagan Building offices of USAID. Assessors 
were able to review the applications on-line at their own pace. The contractor responsible for maintaining 
the applications for the US Department of State provided technical assistance. Full documentation for 
each application was made available to the assessors. 

The contractor also provided controlled review sessions for each application, where the contractor 
demonstrated functionality, discussed workflow and presented data requirements. Over the course of six 
weeks, each of six applications application was reviewed by USAID subject matter experts and given a 
score from 1 to 5. The score takes into account workflow, data requirements and general functionality. A 
score of less than 3 eliminates an application from further review until specific cited deficiencies are 
addressed. 

In cases where USAID subject matter experts assessed a score of less than 3, Geneva Software was 
tasked with presenting possible solutions to the deficiencies cited. 

2.1 Visitor Management - Release 1.02.00 
2.1.1 Functional Overview 
The Visitor Management program is used by the Department of State in its embassies, consulates, and 
domestic offices to account for all government employees and contractors who visit those sites. 
Information concerning visitors, trips, accommodations, and events is recorded and reported in this 
program. 

The application provides an interface to the personnel system to minimize data entry where employee 
names are concerned. The application also provides the ability to generate country clearance cables for 
individuals or groups. 

The application records and stores information related to individual visitors, trips, events, hotels and 
speCific reservations as well as event and trip sponsors. The application is capable of producing country 
clearance cables that interface with CLOUT for individuals or groups. 

A complete list of data can be found in Appendix A - Data Summaries. 

2.1.2 Findings (Score 5) 
USAID subject matter experts found the functionality and data content of the application to be capable of 
supporting USAID business requirements. Its data is appropriate to the visitor and visit data required and 
maintained for USAID business. The fact that the generated cables can be sent by CLOUT was seen as 
a plus for this system. 

They did cite deficiencies in the cable formatting capabilities of the system. USAID and the US 
Department of State require mission-specific language concerning health, travel and security conditions in 
country to be included on all cables. The current cable functionality does provide a way for end-users to 
customize the cable however; the custom language must be inserted into the cable each time a cable is 
generated. Storing the custom language would be a beneficial feature. 

The Visitors application can be pilot tested without modification. 
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2.2 Vehicle Registration Maintenance - Release 1.01.00 
2.2.1 Functional Overview 
The Vehicle Registration Maintenance application is used by the Department of State in its embassies, 
consulates, and domestic offices to maintain records on all vehicles used at post. Records are kept on 
employees who request the vehicles and those who operate them. The application provides the 
functionality to schedule and plan triptychs for drivers. Triptychs include dates, times, destinations, and 
passenger information. Printed triptychs can be generated for passenger signature. 

The application also allows for recordation of scheduled maintenance for vehicles based on dates or 
mileage. Data related to maintenance costs including parts and labor are maintained as well. 

Vehicle-specific information stored includes make, model, licenses, and vehicle options (e.g. armor, 
telephones). 

The application provides an interface to the personnel system to minimize data entry where employee 
names are concerned. 

A complete list of data can be found in Appendix A - Data Summaries. 

2.2.2 Findings (Score 4) 
USAID subject matter experts found the functionality and data content of the application to be capable of 
supporting USAID business requirements. The data currently stored is useful. The ICASS statistics 
report would be useful for missions that are ICASS Alternate Service Providers for motor pool services. 

It was noted that spare part inventories for vehicles are stored in this application as well as in the 
Expendables application. Integration of Vehicles with the Expendables application would eliminate 
redundant data entry. 

Federal agencies are required to produce reports on vehicle usage and related fuel usage. A gap fit of the 
data required for the reports compared to data found in this application show the application lacking. To 
obtain the optimal benefit of this application, this data should be made available through the application. 

Vehicle Registration Maintenance is a young application that is expected to undergo further enhancement 
and integration with PASS applications. Depending on the application sponsor's funding availability, 
future releases should include data necessary for standard vehicle reports. 

The Vehicles application can be pilot tested without modification. 
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2.2.3 Data Gap Fit 

Data Element 
country Code 
Vehicle Series 
Mission 
Method of Acquisition 
PO Date 
PO Number 
Type of Vehicle 
Remarks 

Year Received 
Vehicle Year 
Vehicle Make 
Serial No 
Disposition Authority (PDA #) 
Data of Disposal 
Proceeds from Disposal 
Milea e at Dis osal 

Total Acquisition Cost 
Total Leasing Cost 
Total Fuel Cost 
Total Main. Cost 
Total Disposal Cost 

Type of Vehicle 

Software Assessment 

Motor Vehicle 
Inventory 

Report 
Circular A-II, 

COBRA SF-82 

5 

Size 
Composition 
and Annual 

Cost 

Vehicle 
Capitalized Not Available 

Depreciation in VRM 

( : :1 

J 

C" - 1 
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2.3 Real Property Application - Release 2.01.00 
2.3.1 Functional Overview 
The Real Property Application (RPA) provides Posts with tools to manage their Real Property Holdings 
(specific land or buildings owned or leased by the United States Government) and it provides the US 
Department of State's Bureau of Overseas Building Operations with a worldwide, automated information 
system to track the acquisition and disposal of U.S. Government owned and leased properties overseas. 
Web based, RPA contains real property information by Property ID and/or Lease Number and includes the 
following features: 

~ Adding government-owned and leased properties 
~ Modifying government-owned and leased properties 
~ Adding residential, office unit, and ancillary structure information 
~ Modifying residential, office unit, and ancillary structure information 
~ Sorting lists of properties, leases, and occupants 

2.3.2 Findings (Score 5) 
There is a need at USAID to be able to maintain lease and property descriptions for US Government 
owned property and to be able to provide that data to US Department of State in a timely manner. The 
US Department of State uses the Real Property Application to report generate reports for congress. 
Historically, USAID provides the required data to State through various means including spreadsheets and 
custom-written applications. 

Subject matter experts see great benefit in being able to maintain lease and property reporting 
requirements for the US Department of State's bureau of Overseas Building Operations (OBO). Use of 
RPA will allow the information to be maintained locally and exported to an embassy for subsequent 
transmission to Washington along with embassy's OBO data. 

In interviews, it was cited that RPA does not store a funding source for properties. There are fields to 
store allotment and allowance. Additional granularity of fund source may be needed. 

There are no data pOints to store seismic zone attributes or utility usage. Both of these are used for 
USAID internal reporting requirements. None of these missing data points would prevent the usage of the 
system. 

The Real Property Application can be pilot tested without modification. 
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2.4 Work Orders for Web - Release 2.01.00 
2.4.1 Functional Overview 
Web-Based Work Orders was developed to assist in the maintenance management of all U.S. 
Government real property and equipment overseas under the authority of the Department of State. The 
Office of Overseas Buildings Operation (OBO) in the Bureau of Management administers the Web-Based 
Work Orders program. Within OBO, work order planning and management is the responsibility of the 
Facility Management Division in the Real Estate Division (OBOIOPS/RE). 

Web-Based Work Orders is designed to support the post in planning, accomplishing, and reporting facility 
maintenance work done at post. It provides the capability to plan preventive maintenance, scheduled, and 
unscheduled work orders (emergency and one-time tasks) for real property and equipment. Work orders 
are prepared for buildings (real proper ty), residential units, office units, ancillary units, and equipment. A 
particular property must be accessible in RPA (Real Property Application) before you can prepare any 
work orders for it. 

The inventory information reduces the amount of work required to prepare a work order. For example, 
when a generator is added to the Work Order equipment inventory, the location, size, name of 
manufacturer, and other identifying information is added. Each time a work order is prepared for that 
generator, Web-Based Work Orders automatically prints the generator information on the work order. The 
equipment records have all the information needed to maintain an equipment inventory record. Equipment 
must be entered into the inventory and its location noted before you can prepare any work orders for it. 

WOW supports workflow through multiple levels of approval and e-mail notification. The software 
provides functionality to store file attachments, start and maintain discussions related to work orders and 
plan periodic, scheduled and unscheduled maintenance. 

2.4.2 Findings (Score 2) 
After reviewing the application, it was decided that WOW is too complex for the business requirements of 
USAID missions. Although the application more than fulfills data requirements, subject matter experts 
agreed that the software provides functionality that would not be used and would require high levels of 
resources to properly operate. 

WOW should not be piloted. 

2.4.3 Alternatives 
Pilot testing could be conducted without work order functionality. 

Another alternative is to use a PASS application called Administrative Service Request (ASR). It was 
developed for OBO and is currently in use by the Department of State's Bureaus of African Affairs and 
Western Hemisphere and Americas. The application includes the basic functional requirements of 
submitting, approving and assigning service requests, yet is simpler that WOW. The ability to use e-mail 
to submit the requests makes this application useful in situations where the request is made from outside 
a USAID network. 

USAID subject matter experts reviewed ASR and believe that ASR could be used 'as is' to pilot test. 

The application does not currently have a sponsor to fund the maintenance and enhancements of the 
system, however, it is available for pilot testing. 
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2.5 Post Personnel - Release 3.00.00 
2.5.1 Functional Overview 
The Post Personnel system is keystone to the PASS suite. All other applications interface with Post 
Personnel for employee data requirements. 

The purpose ofWeb.PS is to create and track positions for both American and Local employees at 
overseas posts. The program is comprised of two subsystems: American and Local. The American 
subsystem is a data-tracking module. The official records for American Govemment employees are 
maintained in Washington, DC. The Local subsystem is a personnel processing module used to process 
actions for Direct Hire Foreign National employees, Personal Service Contractor (PSC), and employees 
hired under a Personal Services Agreement (PSA). Tracking actions for Local employees include 
reassignments, transfers, grade increases, terminations, etc. 

2.5.2 Findings (Score 2) 
Review of this application uncovered several issues related to the use of Post Personnel by USAID. The 
first is that USAID just recently completed implementation of a web-based personnel system called 
eWorld. This one-year project resulted in a centrally hosted system to maintain position and employee 
data. Users have been trained. Therefore, introduction of a different personnel system may result in 
rejection by the field. 

Post Personnel and all the PASS applications provide the benefit of storing data locally while at the same 
time making data available to Washington for global reporting. This feature greatly reduces the response 
time encountered by users as they perform data entry. 

The review of Post Personnel also uncovered basic differences between Department of State and USAID 
policies of employee and position categorization. USAID utilizes backstop codes that are not part of the 
Department of State's system. There are also fundamental differences in classifying employees as direct 
hire or local hire. Section 2.5.3 shows the data deficiencies of Post Personnel when compared to eWorld. 
The data gap fit does not include all the fields that are in Post Personnel that are not in eWorid. Additional 
Post Personnel data fields can be reviewed in Appendix A. 

The fundamental differences in handling positions and employees makes this application unsuitable for 
pilot testing as it currently stands. 

2.5.3 Data Gap Fit 

Data Element eWorld Not in Post Personnel 
Employee 
Mission (Post) 
First Name 
Middle Name 
Employment Status 
Pay Plan 
Employee Grade 
Citizenshi 
Where Hired 
Service Compo Date 
Retirement System 
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Clearance Level 
S use of Direct Hire Em 
Comments 
Arrival Date 
Contract Number 
Start Date 
End Date 
Fund Source 
Annual Base Pay 
Other Annual Costs 
Total Pay Cost 
Contract Comments 

Position 
Org LevelS 
Org Level 6 
Org Level? 
Organization Abbr. 
Organization Name 
MRN 
Position Number 

Position Status 
Pa Plan 
Position Grade 
Occupation Series Code 
Position Code, Title, Backstop 
Title Prefix 
Title Suffix 
Position Title 

Comments 

2.5.4 Alternatives 

Tied to Em 10 ee in Post Personnel 

There are three alternative methods of providing the functionality to maintain and access personnel data 
for pilot testing. 

1) Modify the PASS applications to interface with USAID's existing eWorld application. This 
approach would require changes to each of the PASS applications to be used in the pilot. Code 
changes and complete testing could be accomplished in approximately 8-10 weeks. 

2) Modify the Post Personnel Application to fit with USAID business requirements for position and 
employee categorization and data needs. Post Personnel is a complex and extensive application. 
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The difficulty in making such large-scale changes is in keeping a single baseline of code that 
continues to support the US Department of State. A single baseline is essential to gaining the 
benefits of using a GOTS solution. Code changes to fit this scenario would require 6-8 weeks. 

3) Develop a module for PASS that mimics eWorld and interfaces with existing PASS applications. 
This alternative could be accomplished in approximately 3 weeks. It would result in an application 
that is native to PASS, yet retains the look-and-feel of eWorld. Training would not be an issue 
since it would behave as eWorld does. There is an added benefit in that the application would 
store data locally, which would improve response time. 

2.6 Expendables - Release 1.01.00 
2.6.1 Functional Overview 
The Expendable Supplies program is used by the US Department of State in its embassies, consulates, 
and US offices to account for all expendable supplies and keep records on these items. It is used to 
request, order, and issue supplies, as well as to track all such items from receipt through disposal. There 
are plans to integrate this application with the PASS Procurement application to streamline ordering and 
minimize data entry. 

The term expendable supplies is defined in the Foreign Affairs Manual, vol. 6 [6 FAM), exhibit 220. 
(Examples are pens! pencils, paper, diskettes, toner cartridges.) Any property that does not meet these 
standards is not considered expendable property and is not tracked by Expendable Supplies. 

2.6.2 Findings (Score 4) 
Review of the Expendable Supplies application shows that the application is acceptable for tracking 
expendable supplies stock. 

The application can import initial data from the ISIS Stock Control application. At missions where that 
application is not used, there would be a lot of data entry to initially configure this application. The ability 
to set initial values for prior fiscal year consumption levels would make trend analysis available from the 
start. Once configured, the statistical reports in the system will be useful for tracking trends and 
anomalies in expendable usage. 

The shopping cart feature that allows authorized employees to request items over the web would be made 
more useful if automatic e-mail notification would inform them when their order was ready for pick up. It 
was also noted that even though users are informed when a certain item is not in stock, there is no 
automatic mechanism to place the item in an order status. 

Expendables can be piloted "as is". 
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3 Recommendation 

3.1 Software Suite 
There are two applications that are not suitable for pilot testing; WOW and Post Personnel. In order to 
pilot a full complement of functional applications, it is recommended to use alternative applications in their 
stead. This would result in a suite of six applications for pilot testing. 

Replace Work Orders for Web with Administrative Service Request. ASR provides similar and simpler 
functionality to schedule and maintain work orders for missions. There is no time or cost associated with 
this substitution since the application is available. 

To replace the personnel maintenance functionality, the contractor can develop a PASS module that 
mimics e-World functionality to replace Post Personnel. This would provide personnel functionality and 
data that can be accessed by other PASS applications and would require minimal time and effort. The 
resulting application would belong to USAID. 

In the long term, inconsistencies in HR policies should be addressed with USAID and DoS senior 
management and the Office of Management and Budget (OM B). 

Proposed Suite for Pilot Testing 
~ eWorld functionality coded for PASS 
~ Administrative Service Request 
~ Vehicle Registration Maintenance 
~ Visitor Management 
~ Expendable Supplies 
~ Real Property Application 

3.2 Pilot Tests 
Over the course of approximately three months, three to four in country pilot tests using the PASS 
software should be conducted. During these tests, the software should be installed and users should be 
introduced to the suite. Each pilot installation will require four to five days depending on availability of 
local staff for training and evaluation. Once installation and training has been completed, the software will 
be left for the pilot site to run for approximately 3 months. 

At the conclusion of the three month period, local subject matter experts should be polled for issues that 
would potentially interfere or prevent worldwide distribution of the PASS suite of administrative 
applications to USAID missions. 

The goal of the pilot testing is to identify and attempt to resolve technical, policy-related, administrative or 
human issues that would prevent or inhibit standard usage of the PASS suite in USAID missions. 

Following is a proposed agenda for each pilot test. The agenda will be duplicated at each separate pilot 
location. 

Day 1 Installation and orientation for system managers 
Day 2 Training for Visitors, Administrative Service Request 
Day 3 Orientation to Personnel (eWorld), Training for Real Property 
Day 4 Training for Expendables / Vehicles 
DayS Survey and Out Briefing 
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Posts must have SQl Server 7.0 or higher installed. They must have a server running Microsoft Internet 
Information Server (115). 

3.3 Locations and Schedule 
Proposed pilot sites have been selected by USAID. The sequence and proposed schedule of the trips is 
dependent on availability of resources for the pilots and the mission staff. The schedule below is tentative 
and subject to change. 

Belgrade, Serbia- Oct. 27 - Oct. 31 
Gabarone, Botswana - Nov. 17 - Nov. 21 
Bogota, Colombia - Dec. 1 - Dec. 5 
New Delhi, India - Dec. 8 - Dec 12 
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4 Appendix A - Data Summaries 

4.1 Vehicles Application 
4.1.1 Vehicle Details 

NamtJ 01 Boll Status 

tnventOlY No Optional 

RoquestNo Optional 

NEPANo Optional 

Status Required 

Actual Odometer Optional 
Miles 

Actual Odometer KM Optional 

MaItiJlMOtkJllCaUlgOty Requil'9d 

VlNNo. Conditional 

UctmSD Number Required 

PrImary Ut:cnSD Optional 

Assigned Dalo Required 

Dcactlvo Date Optional 

Software Assessment 

[)QGcription 

Number assigned to vehide at purchase, up to 9 
numbers .. 

Number given to the request for vehicle, up to 9 
numbers. 

Number assi8ned from Non-ExPendable Properties 
for vehides. lick the Cross-Reference button to 
display the option list. Seled the number from this Ust. 

Status of the vehicle. This is automatically assigned n 
you are adding a ~rivate or other wh ide. There are 3 
options 'o\he n ad ing a government vehide: 

1 Official Non-Pooled - Government-owned; 
not used for trips and picking up visitors. 

2 Official Pooled - Government-owned; can 
be used lor trips and picking up visitors. 

3 Non-Official - Government-owned; for a 
specific use. Cannot be used for trips and 
picking up visitors. 

Odometer reading in mi les. The odom eter reading is 
automatically calculated for km after you enter the 
miles. 

Odometer reading in kilometers. The odometer 
reading is automatically calculated for miles after you 
enterl(m. 

Make, model, and category of the whicle. Click ill to 
select the oorrect description. 
If the op'lion xou need is not listed, dick the Add 
button. See Vehide Make/Model CategJrY' on 
page 82 of Chapter 7 for more details. 

Vehide Identification Number of the whicle. Either 
this box or the Chassis No. box must be completed. 

Number on thevehicle'slicense plate. Type the 
license number. 

IndicaleS the license is the primary license Iorthe 
vehicle. Click to select if the license is the primary 
license. 11 not checked. the license becomes an 
alternate license. 

Date the license plate was assigned. Click 8 to select 
the date. 

If the vehicle was used for any trips when it had this 
license p'late. the license number cannot be deleted. 
When it is no longer used, it must be deactivated. 
Click 8 to select the deaciive date. 
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4.1.2 Maintenance Detail 

Name of Box Status; Oes;crlption 

SUrf D:lIo RQquired Date main!;nance began. Click B tOSQlect the dale. 

ComplotJon Dato Optional Date maintenance is completed. Clck EI to select the 
date. 

Dttscrlpllon RQquired Description of the service performsd on the w hicte. 
Type a brief description. 

PfIrlod1c ScMco Condilonal Service that is routine and perform&d at ~Iar 
intervals. Cfick the Ust b.Jtton to select the pe of 
periodic service being performed. 

• This box only needs to be completed if 
peri odic service is being performed. 

• The information that appears on the list 
comes from the Periodic Services tab for 
the vehicle. If service has not been 
~erformed and entered on the Periodic 

ervice tab. it does not appear as an 
option on the list for this vehicle. 

Odometer Mila Optional OdomClter readi ng in miles at the slNl of tlis 
maintenance. Odome!;r reading in KM is 
automatically calculated from thiS figure. 

NamoofBox Status Oeecription 

OdOmeter KAt Optional Odometer reading in KM althe start of this 
maintenance. Odometer reading in mUes is 
automatically calculated from thiS figure. 

VnltCost Conditional If the job .... as not broken out into material cost and 
labor cost. the entire cost of the job is entered here. 
Type the number. 

Material Cosf Conditional Cost of the materials used In the maintenance. If the 
material came from a vendor outside the post. record 
in Extemal Costs: othelWise, record in Internal 
CoslS. 

• II information is completed in the Spare 
Parts tab. the material costs are updated 
from information on the tab. Choosing a 
vendor updates the costs in External 
Costs . Internal costs have no vendor 
selected on the Spare Pa rts tab. 

• Type the cost of the materials. 

I.abOrCosI Condi tional Cost of the labor used for the maintenance. If the 
Inbor was completed by mechanics outside the post. 
record in External Costs; otherwise, record in 
Internal Costs. 

• If information is completed in the Labor 
tab. the e.'emlll Co.,. are updated from 
Information on the tab. 

• Type the figures for Intemal Costs. 

Total Internal Cosf Automatic Total cosl 01 the maintenance. This number is 
aulOmalca\ly calculated altar the other numbelS are 
entered. 

TotM EJttemlll Co.t 
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4.1.3 Spare Parts Details 

N.- 01 Bo1l Status Description 

Spare Part. No. Requil'9d Post defined identification number of the part. 
Ctd< U]to select the spare part from the option 
list. This information comes from the SKare 
Ports file. If the part is not listed. click dd. See 
"Adding a Spare Parts Record"" on page 59 of 
Chapter 5 for more information. 

DoscrfptJon Automalic Descliption of the spare part is automalically entered 
from the spare part recoi"d. 

Qu.nury Requir9d Number of parts used. Type the quantity. 

Cost PfIr Unit Automatic Post cost per unit is automatically entered in this box. 
Type the cost per untt if tt is different from this figure. 

Vondor Optional Vendor thOtsupphes the part. If the spare part used to 
comillete the maintenance was not in stock. c1ck [] 
to select the vendor. 

Currency Automatic Currency used by the vendor. US$ appears by default. 
Click G to select a different currency. 

Tot.,co.t. Optional Tobl cost 01 part(s). This is automaticaJly calculated 
foryou based on the Quantity and Cost Per Unit 
selected. 

4.1.4 Labor 

Name of Box StatU$ Description 

Ca.! Roquired Type thlll cost 01 thlll w ndor's labor. 

Vondor Required Click to select th9 v9ncbr. Vendor information 
comes from the VMdor fil9 in Tabfe Administration. 

4.1.5 Owners I Drivers 

NamoofBox Status Description 

Employco Requil'9d E m~IOY99 nam e. CI ick 1 to s919ct an em ployee. Data 
on he option Ust comes rom Ihe Employees file. 

Aulgnod Dato Required Date the employee was registered as aNner of the 
vehicle. Click G to select the date from Ihe cafendar. 

Dcactlvo Daro Optional If the vehicle was used for M'r/ trips when tt was 
owned by this ~erson. the O'.'mer cannot be deleted. 
When the emp oyee no longer o't'lns the vehicl9. the 
O'Nner record must be d9activated Click 0 to select 
the date from the calendar. 
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4.1.6 Periodic Service 

Namo of Box Status OeQcription 

PerIodIc SMllce Rgquirlld Kind of periodic sllrvice. Click Pal to select a type of 
~iOdiC service from thll Avai a III Periodic 

rvicos list. This information comes from !he 
Periodic S9rvices file. 

SUtus Rgquirlld Thllre are two stalus options: Pencfng and Comp'9t9. 
PendinPo is the default selting ..... hich is till correct 
sta1Us or a new periodic service. Attar the service is 
~rlOrmed. CI~ to change the stalus to CompGt9. 

nce R is Co 9 . the rllcord may not be edililid. 

DuoCMt" Conditional Date the pllriodic service is due. Click B to select the 
date. Either this box or the Odomoter Milos box must 
be completlld. 

Odomcler MIItJs Conditionall Thll odometer readinR in miles at the time the service 
Automatic is 10 be performed. EI her this box or thll Duo Date 

box must be compleled. 

OdomclCt" KAf Conditional/ Thll odometer readin~n km aI th II lime III II Sll rvice is 
Automatic to be performed. If 0 moter MilliS iscompletlld. this 

is automatically calculated. Eithllr this box or the Due 
Date box must be completed. 

4.1.7 Optional Vehicle Data 

Namo of Box Status Description 

OtigJIVI eo.t OpMonal Original cost of Ihe vehicili. Type the cost. 

RepJ.cement Coat Optional Cost to rllplace the vehicle. Type the cost. 

R~tYIl*" Optional Anticipated replacement year. Type the four digits of 
theyaar. 

Insuranal Company Optional Name of thll company that insures the vehele. Type 
the name. 

Policy Number Optional In9Jrance policy number. Type the number. 

Renewal Date Optional Date the insurance needs to be renEJ"''9d. Click B to 
seillct Ihe date. 

Insurant:4t Cost Optional Cost of the insurance. Typa the cost. 

Armod l)tpo Optional Kind of armor Ihe vehicle has. Click [3 to select the 
type. 

Fuel Typtt Optional Kind of fuel used in the vehicle. Click I3 to select the 
type. 

Air Conditioning Optional Presence of air condRioning. Select the box if the 
vehicle has air conditioning. 

Po .. Steering Optional Presence of po .... -ar steeri ng. Select the box if the 
vehicle has pO'o\'9r steering. 

Typo 01 Transmission Optional Transmission ty8e. Automatic transmission is the 
default selling. lick Standard if the transmission is 
not automatic. 

Number of Cyllnde,. Option al Number of cylinders in the engine. Type the number of 
cylinders. 

n reSIze Optional Size of tire used on the vehicle. Type the ti re size. 
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4.1.8 Fuel Details 

Name of Box Status DQscription 

~fI Requir~d Click B to s~lectthe dal9 the fuel was purchased. 

0d0mc1", MI_ Roqulr~d Type the ooometer ~ading in miles al th~ time the 
fuel was purchased. OdOlTl8ter KM is automatically 
ca lculated. 

Odomc1erKAf Requir~d Type the ooomoter ~ading in km althe time the fuel 
was purchas9CI. Odometer Miles is lIUtomalically 
calculated. 

FutJIType Requir~d Click B to select the Iype of fuel purchased. 

Fuel OUMtlty Roquir~d Type the quantity of fuel pu rchased. 

Uteta/Gallons Roquir~d Litel'$ is the default setting . Click to select Gallons. if 
the quantity is measured in gal lons. 

Ca.t Per unit Requir~d Type the cost per Iil9r or gallon of fuel. 

Cllm'ncy Usod Automatic United Stales Dollar is automahcally entered into the 
detail box. Click ill d another currency was used to 
purchase the fuel. 

CM'd Numbfit' Oplional If a card .... as used to purchase the fuel. tyPQ the card 
number. 

Drlwtr Optional Click the list bJlton to select the driver who purchased 
the fuel. 

Tol4I CoSltl Automatic The total cost IS calculated In USS.1f a currency other 
than USS was selected in Currency Used. a total 
cost figure is calculated In that curren~ as woH. and 
appears to the right of the US$ TOUll ost. 

4.1.9 Oil Details 

NamQofBox Status Description 

o.r" Requil'9d Data the oil .... as added. Click EI to select the date. 

Odometer Miles Requir~d Odometer readi ng in miles at the time the oil was 
added. Type tho odomel9r reading. Odomemr KM is 
automalically calculated. 

Odomc1erKAf Requi~d Odometer reading in km althe lime the oil was addQd. 
Type the ooometer reading. Odometer r.1iIeo is 
automatically calculated. 

OJI Quantity Requir~d Quantity of 0" added. Type the amount added. 

Uterst Qu.ts Requir~d Liters is the default setti n8' Select the Quarts button. 
ilthe quantity is measure in quarts. 

ca.r Per unit Requirod Cost per liter or quart of oil. Type the cost. 

Cummcy USod Automatic UnUed Stales Dollar is automatically entered into the 
detail box. If another currency was used to purchase 
the oil. dick [il to select it from the list. 

Totaf Com Automatic The total cost is calculated in USS. If a currency other 
than USS was selected in Currency Used. a total 
cost figure is calculated in that curren2' as well, and 
appears to the righl of the US$ Totnl ost. 
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4.1.10 Drivers I Employees 

Noma of Box Status Description 

""st Namo Requirad Last nom; of the em~ loyee. Click ~ to select the 
employ&e from Post ;lSonn;1. Bo this box and the Fil'$t 
Nome box are COm£leled when you select the employ;e. 
You may also type 'I last noma 01 the employe;. 

FlISt Namt1 Requlrod First name 01 the empl~e . This box is a utomati~ 
completed when you sa ect the last name. This m be 
~peCf if you did nol use th e cross-refarence b.JIton to select 
t e employee's last nome. 

Employ. Type Requi~d ~pe of employee. Clck to select an employee type. 
ou cannot type in thisdla box. lnformalloncomes from 

the Employee Types file. 

AglMC)I Required ICASS agency for which the employee works. Click m to 
select the agency. You cannot type in this dialog box. 
Information comes from the Agencies file. 

Olfico Optional Office where the employee workS. Click ? to select the 
ollioo for with the employee yoorks. lnformotion comes from 
the Offices fde. '\t)u cannot type In this diBiogbox. 

Po.nlon Optional Employees pos ilion. 

Rcquntor Optional AUthority to requestvehiclas through:r Tickets. Clckto 
select tllis box if this employee may A a Trip Ticket. 

MDforPooI Optional Click to select lhis box it this employee Is a Motor Pool 
employee. 

Ava/laO/o Optional AUthority to drive vehicles assigned through Trip Tickets. 
Click to select this box if the employee may be asSigned as 
a driver. This is only available to motor pool empl~es and 
may be the some person that requested the TrIP Icket. 

WonrPhone Optional Work phon; number 01 the employee. 

1M' Act:kIcnr Optional Dale of the employee's accident. Click G to select the dale 
olthe employee's accident from the calendar. 

Hom. Pttontl Optional Home phone number of the employee. 

PaupottNo Oplional Passport numberof the employn 

CtJiIPhoM Optional Cell phone number 01 the employee. 

EIMlI Addresa Optional Email address 01 the employee. 

RcntaI'b Optional Any clarifying remarks can be typed in this box. 

DcectJlItJ 0Dl1I Optional Date the employee .... ill no longer be associated with trips. 
CUck ~ to select a deaclive dale from the calendar. See 
• Deac voting an Employee Record" on page 57 for more 
information. 

4.1.11 Licensing 

Noma of Box Status 085cription 

UcmtsoND. Required Driver's license number of the employee. 

UccnSIJ Class Required Click ~ to sel.ect the class of the driver's ~cense. 
Informa 'on comes from the license Classes file. 

ISSUtld Dato Click B to select the dale the drivers license was issued. Requirad 

EqlIratlon Datil Optional Click E to select the dale th e driver's license expires. 
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4.1.12 Spare Parts 

Name of Box Status Description 

$pam Part No. Requir~d Post·defined identification number 

Descrfption Requir~d Descri plion of the spare part 

L.ocaIion Optional Location in the warehouse where the spare part is 
stored. 

Ooacflve Dato Optional When a spare ~ is no tonrer used. the spare part 
record cannot e deteted n i .... '05 listed on any 
maintenance records. II must be deactivated instead. 
Click 8 to select a deactive date from the calendar. 
See "DeaCtivati~ a Spare Part Record' on page 62 
for more inform Ion. 

QtyonHlmd Optional Quantity of the part in stock. 

Unit Prlco Optional Cost per issue unit of the spare part. 

4.1.13 Vehicle Types that Use the Specified Spare Parts 

NnmeofBox Status D~scription 

Year Required Year of the vehicle that can usa the spare part. Type 
the four digits of !he model year. 

MaIUIIMot:IellCatlJgory RequIred Click !iH to select the make, modet, and catego~ of 
Ihe ve ICle thai can use !his spare s.art.lnforma on 
comes from the V~hiclQ I.1nkQffl1o 911Category 
table. 
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4.1.14 Trip Details 

Nrunoof Box Status Description 

PaatJngCr Pick Up Requir9d Date the passeng3r will be picked up. Click 13 to 
Date select the date from the calendar. 

P..atmger PIck Up Required Click [3 to select the time the passenger needs the 
TIme driver to arrive for pi:t< up. 

Orl.,.. Rtllilm Dale Required Click ~ to select from the calendar the date the driver 
willlQ urn. 

Orl.,.. RtIIum TIme Required Time the driver will retum the vehicle. Click E1 to 
select the co lTecttime. 

Trip TlcutNo Automatic Number of the trip IckQl. This is automlllicalty enierQd 
lollo .... ;ng post-determined co~ntions. 

ReqUltaf Dale Automatic This date is automatically entered based on the date 
the request ..... as made. 

NIInNI 01 Pautmgttr Required Click to select l1e name of the passenger. or type 
the passenge(s name helQ. 

No 01 PHungtn Required Number of passengers is ~ed here. ' 1' Is the demult 
entry. Type a dilferQnt num IIr if there .... m be more 
than one passenger. 

R~lMtSforlAgcncYI Requil'9d Name of agency. office. and individual making the 
01 IQq uesl. Click ~ to select the name of the requestor. 

The Requestor elp list comes from the Requestors 
file. 

Pick. Up PoInf Requlr9d Place the passeng3r y,;11 be ~cked up. Click to 
select the pickup point from e Pick Up Pomt &lp 
Iisl. If your pick up f Oint is not listed, see "Add 
(Records to Tables" on page 11 lor more information. 

Ocsl1naf/on Optional Name olthe d9Slinalion Is typed here. 

VdJlcltl Optional Particular vehicle requested for the tri~. Click to 
select the vehicle. The Vehicle HClip osed on 
C3~gory1Numbor of Sea~ list comes from the 
Vohlcle$ subfotder. 

cattlflOty Optional Kind olvehic\e needed for t1l8' CIiCk~OS9lect the 
caleg0100f the vehicle. The ateg0'l elp list 
comes m the V9hicle Categorl99 Ie. 

OrlWJt Optional Name 01 driver who will complete this trip. Click . to 
select the name of the driver. The Driver Holp lis 
comes from the Empl0Y808 file. 

PutpOStl Oplional The purpose of the trip can be typed into this box. 

Remar1c. Optional Any clarifying remarks can be typed in to this box. 

Odometer SIMI Optional The begin ni ng odometer readi ng can be typed in the 
box. 

0tI0truIIIlr End Optional The end 01 the trip odometer reading can be typed in 
the box. This number must be !llQater than th e 
Odomet9l' Start number and y,111 update the mileage 
information in the Vehicle record . 

Trip TJdUII CompIcftld Optional Indicates that ALL elements of the tr~ IickQt are 
complete. 'itu may notseethlschec box if you do 
not have permissions from the srctem Administrator. 
Once this is checked. no informa 'on can be added or 
removed from the trip ticket record. 
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4.1.15 Reports 

Namll of R~port Description Report Categoriot 

Agtmcy Lists the US Govem menl • Agency Code 
aganc ies v.'Orki ng wU h Vehicle • Agency Descriplion R~tration Maintenance at 
p . From the Agencies table. • Agency Deactive Date 

Employee Lists the emj:1loyees working • Employee Name 
with Vehicle Registration • Type Maintenance. From the 
EmplOY~s file. • Location 

• Phone Number 

• Available (10 drive) 

• Last Accident Date 

• Deactive Dale 

• Agency 

Employco Typo Lists the different e mCIOYge • Employee Type Code 
~P9s as recorded in he • Employee Type Description mploy~ TyPQ~ table. 

LIccnso Class Lists the different driver's • License Class Code 
licenses as recorded in th e • License Class Description Lic"n~eC lasSll~ lable . 

• License Class Deactivation Date 

Periodic StJrvIctJ Lists all of the periodic services • Code 
as recorded in the P~iodic • Description S&rvices table. 

• Month Interval 

• Miles Interval 

• KM Interval 

• Significance 

• Deactivation Date 

Plcfwp PoInts Lists the lcx:ations where arrivals • Description 
are to be Jicked up. (IS recorded • Deactivation Date in the Pi Up POlnls tabla. 

RltdIo& Lists the different ~es 01 radios • Radio Telephone Description 
T~Typtl and telephones in e vehicles. • Radio Telephone Deactivation Date as recorded in the Radio nod 

Phon" TyP9S tabla. 

SpMtJParfs Lists the spar9~ used for • Spare Part Number 
maintenance. rom the Spare • Spare Part Description Parte file. 

• Spare Part Location 

• Spare Part Deacl ivation Date 

Trip Ticlcct Lists information about the trip • Ticket Request Date 
tickets. From the Trip Tickets • Ticket Disp. Time files. 

• Ticket Return Time 

• Ticket Number 

• Last Name 

• First Name 

• Vehicle Year 

• Vehicle Color 

• Vehicle Description 

• License Number 

• Number 01 Passengers 

• Requestor's Name 

• Pick Up POints 

• Destination 
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VehlcI.~ Lists the categories of vehicles • Vehicte Model Code 
as recorded in the V~iclo • Category Description r.takoJll.10d0llCatogory fH9. 

• Deaclivalion Date 

Vdl/clo Lists the vehicles located at a • Org Code 
Inventory by specifc Post or Posts. • Agency Post Information is Irom the Vehicles 

subfoldel. • License Number 

• Year 

• Make 
• Model 
• Category 
• Chassis Number 
• VIN Number 
• Number of Seats 

Vehicle Lists information about the For tho Vehicle: 
vehicles. Information is Irom the • Chassis Number Vehicles subfolder. 

• VIN Number 
• Year 
• Color 

• Make Description 
• Mode l Description 
• Category Description 
• Agency 

• Status 

• Agency 
• Status 
• Number of Seats 

• Registration Dale 

For tho VflhlclfI L1ccnst1: 

• Vehicle License Assigned Date 

• Vehicle License Number 

• Vehicle License Deacllve Date 

For 'ho OM1Gr: 

• Last Name 

• First Name 
• Assigned Dale 

• Deactive Date 

For PerIodic Service: 
• Due Date 
• Odomeler Reading 
• Periodic Serv ice Descripti on 

• Periodic Service Stalus 

For ,he Ucmse Class: 

• License Class Description 

For the RacJJotr6lcphono: 

• RadiolTelephone Type Description 
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4.2 Visitors Application 
4.2.1 Visitors 

Name of Detail Type of 
Requirement O&scription 

U""mo Requir9d Last name 01 the visitor. 

RrslName Requir9d First name 01 the visitor. 

S«;Ca~ Requir9d' Visitor's security dearance. None appears by default. 
Automatic Click EI if you need to select a dilferent security dearance. 

VI.Itor CIJtIIgory Optionat CalsgJry 01 the vis itor. 
Click t to seled the visitor cata!pry. The mailable 
choices ar9 contained in fl e Visitor Category file in the 
Toblo Administrator lolder. 

Agency Conditional Government ag9ncy for which the visitor works. You are 
required to identify either an a~ncy or a company that 
employs the vis tor. If you iden fy an agency. you cannot 
also select a company. 
CI:h1to select the agency. If the correct agency is not 
lis • see "Add (Recoros to Tables)" on page 18. 

Company Conditional Comp'any lor which the visitor works. You are re~uired to 
identify either a company or an agency that emp oys the 
visitor. II you choosa a company. you cannot also salect an 
agency. 

Click!fe1 to select the company. If the correct company is 
not lis ed. see "Add (Records to Tables)" on page 18. 

Countty Optional Country where the visitor .... orks. 
Click IDto select the country. 

71110 Optional Job tille 01 the visitor. 

OfIlaJ Phono No Optional Visitor's office phone number. 

Fa. NutnbDI' Optional Visilof's fax number. 

Job De«:rlpUon Optional Description olthe visitor's job. 

EIMll Addres. Optional Visitor's email addl9ss. 

No,. Optional Any pertinent notes about the visitor may be typed here. 

DtNtcIJvc DatD Oplional Prwents a visitor trom being associalsd with trips in the 
luture. 

Click ~ to select a deactive data lrom the calendar. See 
• Deac vating a Visitor Record' on page 32 for more 
information. 

&cJudtt from View Optional Prevents personnel of a highl~lassified nature trom bei~ 
reported aI post to those wor rs Vot1o cD not have a ne 
to know. 
Select l1e Exclude from View check box if this visitor 
shou Id not be inel uded on reports for personnel without the 
approprial9 mask. 

Software Assessment 23 USAID 



4.2.2 Trips 

Name of OQtllil Type of 
Requlr~ment DGscription and N90ded Action 

VIsitor Rgquir~d NamQ of visitor. 
CI ick , to select a visitor from th~ :suon list. If the 
visitor IS notlist~d. SQe "Add (RQCO to TablQs)" on pai" 18 for more info rmation. ThQ information on thQ 
op on list comes !rom thQ Vis itors file. 

Event Optional Ew nt that the visitor is attending. 
Click 1 to select an event from thQ option lisl. lf thQ 
event IS notlisled, seQ "Add (Records to T~es)'· on pai" 18 for more info rmation. The information in IhQ 
op on list comes !rom the Ev~t Typos file. 

Sponsor Rgquir~d Sponsor of the visitor. The sponsor v.'Orks at post. 
Click Ul to select a sponsor from the ::fsuon list. If the 
sponsor is not listed. see "'Add (Reco s to Tables), 
on pa~ 18 for more information. The information In 
the op ion list comes from the Sponsor/Control 
Officer file. 

Title Automatic Sponsor's tile. This is automatically recorded based 
on the sponsor chosen. 

Accommodations Optional Hotel accommcxlations need to be made for the 
Rqrd visitor. 

Select the check box if staff is arrangi~ hotel 
accom modations. If this box IS select . you v.'i:} not 
b9 ab:9 to Acid the Trip Tlckt1l v.7thout 9nt9ting 
confirffl9d hotel r9S8Mtions. 

EJt.clllde Optional Prevents the diSPlay of the visitor name on an~ 
reports for th is trip. I Exclude was selected w en the 
visitor reco rd v.as ac:tled. the name is automatically 
exduded. This is oone for highly classified personnel. 
Select the check box to exdude the visitor's name 
from the trip reporl. 

AmvalDate Requir~dI Arrival date of the visitor. This is automaticaIlr, 
AutomaUc completed v.;1h the Start DatQ of thQ Event. f the 

visitor is a rriVin~ on a d itlQ rent date. d ick B to sQlect 
thQ arrival date rom the caJQndar. 

Depatf Date Rgquir~dI 
Automatic 

Deparlure date 01 the visitor. This is automatically 
completed v.; th the End Dato of the Ew nt. 1f the 
visitor is departing on a different date, d ick G to 
select a departure dnl9!rom the calendar. 

Submfltfld on Date Automatic Date the tip record is ac:tled. Th is is automatically 
recorded in this box. 

Per DIem Rates Automatic Per Diem Rates applied to the visitor. The SliIndard 
rate is applied by d~fault . 

Click El to apply tho VIP rate. 
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Lodging AUtomatic Maximum amount a visitor can be reimbursed for 
10d~ng. Th is rate is automatiCal~ com~leted based 
on e Per Diem Rates selecla and t e location of 
the hotel. This does not affect the amount charged by 
the hotel. I:uI should be consici9red when making a 
reservation. 
If the rata has ch:aed or has never been entered, 
you can type the . The rate you ~pe is 
automatically applied the next time t at Per Diem 
Rate is selected. 

M&IE Automatic Maximum amount a visitor can be reimbursed for 
Meals ood Incidsrdal ~ElnS9S . This rata is 
automaticallYecomPlete based on the Per Diem 
Ratell selec d and the location of the vis itor's hotal. 
li the rata has ch~ed or has never been entered. 
you can type the . The rate you ~pe is 
automatically applied the next time t at Per Diem 
Rate is selected. 

TraWl Afl:Jfhod Optional Method of travalto be used by the vis itor. 
Click ~ to select a means of transportation from the 
o~on 1st. II the trovel method is not listed. see "Add w: cords to Tables)" on page 18 for more information. 

e information in the option list comes from the 
Travel r.1ethods file. 

PlJrpostJ Optional The~urpose of the trip. This information appears in 
the urpose column on the Explorer. 
Type a brief description of the purpose of the trip. 

Vlslr Rcqut1Sf Sourco OpMonai Source (person or event) that is the reason lor the 
viSit. 
Type the sou rce of the visit req uast. 

Country CItNIranctI Optional Cable from the post providing clearance the trip. 
Cabto Type the numbar of the cable. 

4.2.3 Telephone Details 

Name of Detail Type of 
ReqUirement Description and Needed Action 

PhtmoType Required Kind of telephone. Type a brief description of the type 
of phone. 

PhontINo. Required Telephone number of the phone assigned !Of the 
visitor's use. 

commcnr. Optional Add~lonai comments may be typad here. 
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4.2.4 Hotel Reservation Details 

Name of D&tall Typ~ 0' 
Reqwr91ll9nt Description and Ne9ded Action 

HolelfQmo Required Name 01 hotel that has a confirmed reservation for the 
visitor. 
Click m to select a hotel from the oRtion list. The 
informa on on the option list comes from the Hotels 
file. 

CIIt/cI( In Dato AUiomaticl Date the visnor will check in to !he hotel. The visHor 
Required arrival dale is automatically displayed. 

If !he check in date is different from the visnor arrival 
date. click B to select a diHerent check in date from 
the calendar. 

ChctIt Out Date Automaticl Date the visitor will check out of !he hotel. The visnor 
Required d3part date is automatically displayed. 

If the check out date is diHerent from !he visitor depart 
date. click [:::J to select a check out dale from the 
calendar. 

Check In Tlmo Optional TIme the visitor will check in to !he hotel. Click 13 to 
select a check in time from the list. 

Check Out Time Optional TIme the visitor will check out of the hotel. 
Click B to select a check out time from the list. 

Room RtJS«Vm'on Optional Specific details about the room being reserwd for the 
visitor. 
Click m to select a room. The information on the 
option lSI is specific to the hotel selected and is from 
tlie Hotels file. 

Confirrtytlon , Optional Confirmation number of th e reservation. 

c.nt:IJI RoIutrwrJon Automatic Indicates the hotel reservation has been canceUed. 
The check bOJ( should be selected if the hotel 
reservation has been cancelled. 

c.nccIllItlon Dato Conditional Date the hotel roservaiion is cancelled. This detail box 
becomes active and required if you have selected 
Cancel Reservation. 
Click 13 to select a dale from the calendar. 

c.nt:lJltatlon Ntmt Optional Any helpful comments about the cancellation may be 
Iyped here. 

4.2.5 Travel Details 

Name of Detail Type of 
Requ 1I~,""'nt DeScription and NlIOded Action 

AmvatTimo Optional TIme !he transportation is scheduled to arrive with the 
visitor. 
Cli ck [3 to select the arrival time. 

Am",,' RighI No. Optional Number of !he flight bringing !he visitor. 

TnlnND. Optional Number of !he train bringing the visitor. 

NottIIJ Optional Brie' comments may be typed in this bOJ(. 

No _. Alrlwl Optional Number of bags the visitor will have on arrival. 

o.,.,rTimo Optional TIme the transportation is scheduled to depart with 
the visitor. Click [3 to select !he departure lime. 

Depart RIght No. Optional Number of !he flight v.hich will d3pru1 with the visitor. 

No e.g. DcpMt Optional Number of bags the visnor will have on depru1ure. 
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4.2.6 Event Details 

Name of D$tlil Type of 
RequlNment Description and Needed Action 

EwlnINamo R$quired Typa the nama of tha w ent. 

Event Typo R$quired Click , to select an event lYPe. The in formation in !he 
option list comes from the Event Types table. Sea 
'Add (Records to Tables), on pagEl 18 if the evant type 
is not listed. 

Evenl Sponsor Optional Typa the nama of tha w ent sponsor. 

St.ttDato Roquired Click B to select a start date from !he calendar. 

EndDato Roquired CUck 13 to selact an and da/Q from the calendar. 

SIIIrt 11mo Optional Click £3 to select a start time for the event. 

End11mo Optional Click £3 to selact an and tima for the QVQnl 

Control OHIctJr Optional Click EI to select a Control Officer for the event. The 
information in the option box comes from the Sponsorl 
Control Offi09r table. See "Add (Records to Tables)" 
on page 18 if !he control officer is not listed. 

Event DtI$CrlplJon Optional Type a description of !he 91ent. 

NorM Optional Any o!her hel pful information about !he evant can be 
typed here. 

4.2.7 Telephone Contact Details 

Namo of Dalail Typo of 
R$qulromont Dos:cription and NiMdod Action 

Employee Optional Name of a Confrol Officer. Click lil to select a name 
from the option list. The information in the option list 
comes from the SponsorfControi Offic9r table. 

Comment. R$quirod Comments to identify the phone or its location must 
I» typed in this box. 

PtlDntJNo. R$quirod Telephone number availabs for 911nllral use during 
the w ent. 
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4.2.8 Hotel Details 

Name of Detail Typo of 
Rgqull'emQllt Description and Needed Action 

Namo R~uired Type the name of the hotel. 

St,., Required Type the slreet address of the hotel. 

City Optional Type the city .... tlen~ the hotel is located. 

ZlpCode Optional Type the Zip code where the hotel is located. 

PtIOM Optional Type the phone number of the hotel. 

Fa Optional Type the Fax number of the hotel. 

WJFercfJOm Optional Select thiS check bOlUf the rates charged are within 
the government Per Diem rates. 

Contact Optional Type the person 10 conI act at the hotel when making 
reservations. 

Email AtldrtIu Optional Type the Email address of the hotel or contact 
p;rson. 

DNcf/IlO Date Optional Hotels cannol be delelsd once they have been used. 
When a hotel is no longer being used to schedule 
reservations . click ~ 10 select a deactive date. ~u 
can reactivate a ho I record at a~ time by removing 
the deaclive dote or selecting a fu ure date. 

RoomTypcJ Optional Type the des::ription of the type of room available and 
Room Rate the rate thaI is Charged. More than one record can be 

added loreach hotel. See 'Ad:! Hotel Rooms' lor 
more details. 

4.2.9 Room Type Details 

Name of Detail Type of 
R~ulroment Description and Needed Action 

Room Typo R~uil'9d Type the dQ9Cription of the type of room. For 
QJ(ample: Suite. Double. King, etc. 

Room Rate Requil'9d Type the rate charged for the room per night. 

Currency Requil'9d Currency used to pay for room. Click [!] to select the 
currency. The list comes from Ihe CUfflincy fUe. 
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4.2.10 Sponsor I Control Officer 

Nam~ of DotaiJ TYp90f 
RequlNfTlent Do~cription and Noodod Action 

Agency RlIquired Name of the sponsor's agency. To select an agency: 

1 Click[i) toopsn the S919CtAgency list. 
2 Select the agency. 

If the agency is not listed here. dick Add. ··Add (Records 
to Tables)" on page 1 B contains more information about 
the add feature. '"Agencies· on paga 73 contains 
information about the details needed to add an agency. 

3 CI ick Accept. The agency appears in the detail box 

0fTIc0 RlIquil'9d Name of the sponsor's office. Type the office name. 

Tltlo Required nUQ 01 the sponsor. Typa thQ Ue. 

LatNamo RlIquil'9d Last name of the sponsor. 
Click ill to choose the correct last name. The cross-fefllrence 
list comes from the EmplOy:: file in the Post Personnel 
program. lithe name is no listed, type the last name. 

RrstNamo Requil'9dl First name of thQ sponsor. This is automaticalilacom~leted a you 
Automatic USQd the cross-reference arra.v to choose the st aJnO. II you 

typed lie sponsor's last nam e. you also nQQd to tyPQ the firs 
name. 

IIlddltJlnJtJai Automaiid Middle initial of the sponsor. This is automatica lly comrleted if 
Optional you used the cross-reference arrow to chooSQ the Las Name. If 

y~~ ~Ped the sponsor's last name, you may type the middle 
rndla. 

WOt1C PhotItJ Optional Work phone numbQr of the sponsor. Type lie number. 

C81IPhontl Optional Cell phone number of the sponsor. Type th e number. 

Offictl Locarkm Optional Office location of lie sponsor. Type the location. 

Email Optional Email address of the sponsor. Type the email address. 

Deacfjwt o.to Optional Sponsors cannot be deleted once they have been used. When a 
sponsor is no long in use. click 13 to select the date the sponsor 
.... as made deactive. A sponsor IS no longer available for use 
after the deaClive date. 
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4.2.11 Reports 

Name of DoQcrlption Parameters Report 

COrrtpDtJy Lists the companies in the database. These Re~rt ~ammeters may be 
Rcpot1 companies can send visitors to post. set for e 10110 .... ; ng areas: 

Information comes trom the Company tabB. • All Companies 
Report indudes: 

• One Company Company Nam~mRloyee) Visitor's Name. 
Arnval and Dep re Date. • Excluded visitors 

(Available only with 
gran ted permissions) 

Conlrol Officer Lists the employees v.no are control officers ReportJ:mmeters may be 
fo r specific &Vents. and information about set for follov.;ng areas: 
those events. • All Control Offi cers 
Report indudes: 

• One Control Officer Contra OfflC9nrlormatron- lIame. A~n~. 
Office. Email Address. Office/Location. 0 • Event Date Range Phone (From and To) 
Event irrIormation - Even!. Event Type. Start 
Date. Description. End Date • Past Trips 
VisitJr information - Arrival and Departure • Current and Future Date. Vishor Names (of those sponsored by 
officer). Tille. Work phone. FAX number. Trips 
AgencyfC om pany • Excluded visitors 

(Avai lable only with 
granted permissions) 

Event Lists specific events. Inlormation comes from Report~ammeters may be 
the Events fUe. set for e lollo· ... ;ng areas: 
Report includes: • All Events 
Event irrIorrrkltion - Event. Stort Date. End • One Event Date. Event Type. Desc1tlion, Control Officer. 
Control Officer Agency. hone Number. • Event Starting Date Remarks 

Range (From and To) V'rsitor informat.'on - Arrival and Departure 
Date. Vishor lIame (of those attendin~ the • Past Events 
even~. ~Qn~fCom8any Name. Hote . Check 

• Current and Future In Date. he Out ate 
Events 

• Excluded visitors 
(Available only with 
granted permissions) 

Hotel Lists hotels recorded in the Hotels fi le. as well Re~rt ~ammeters may be 
as the viSitors staying at each hotel. set lor e follov.;ng areas: 
Report includes: • All Hotels 
HatQI tlformation - Hotel Name. Address • One Hotel ~treet. Ci% Zip Code) , 

r Diem ( 0 = Rates not v.;thin per diem rote • Hotel Arrival Date or ~s = AllIes v.;lhin per diem rate~. Email Range (From and To) Address. Deactivation Date. Hotel ontact 
Phone Number. Fax Num ber • Past Hotels Stays 
V'rsit;" Irlormatial - Arrival and Departure 

• OngOing and Future Date. Event. Visitor Name (of those staying at 
the hotel) Hotels Stays 

• Excluded visitors 
(Available only with 
granted permissions) 
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ICASS Provides reservation counts by ICASS agency Report ~arameters may be 
StaUstlctl lor a given perioo. set for e Iollov.; ng areas: 

Report indudes: • Submit From Date 
Agancy Code. A93n cy Description. tlumberol (required) 
Reservations. Sum total of Reservation 

• Submit To Date 

Sponsor Lists information about the employaesponsors 
01 visitors and those visitors. 

Report ~arameters may be 
settor e Iollov.; ng areas: 

Report indudes: • All Sponsors 
SpOOSOf inbnnation- Name. Agency. OHice 
Location. Email Address. Phone Number. • One Sponsor 
Olfice • Visitor Arrival Date 
Visitor inbrmation - Event Arrival and Range (From and To) 
Departure Date. Vis itor weing sponsored). 
AgencylCompany, Trip urpose • Past Trips 

• Current and Future 
Trips 

• Excluded visitors 
(Avai lable only with 
gran ted permissions) 

Visitor Us, Lists visitors whose visit begins and/or ends Report ~aram eters must be 
within the specified date ranWc' It also indudes set lor e Iollov.; ng areas: 
visitors whose visit extends oth before and • Visitor Arrival Date after the specified dates. 
Report indudes: • Visitor Departure 
Dates. Name and Position. Com~anyl Agency. Date 
Sponsor name. s~onsor Office, Sponsors 
(Ilhone) Number. emarks (about the purpose 
of the VISit) . Hotei llame(s) 

Visitor Lists the visitors recorded in the Visitor file. Report~arameters may be 
Report indudes: set lor e Iollov.i ng areas: 

VISitor inbrmatron - Visitor Name. com~anyJ • All Visitors 
Agency. Visitor I'loles. Clearance. Work hone • One Visitor 
Ewmt information -Sponsor I'lame. Purpose. 
From and To Dales, SlXlnsor Phone. Tram • Visitor Arrival Date 
Number. Arrival Flight Number. Departing Range (From and To) 
FIi~~~."lumber. Event. Travel MethOd. Travel 
No . Hotel Name. Check· in and Check·out • Pas t Trips 
Dotes 

• Current and Future 
Trips 

• Excluded visitors 
(Avai lable only with 
gran ted permissions) 
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4.3 Expendables Application 
4.3.1 Order Details 

Namo 01 DatUl Type 0' 
Requl19m&nt Description 

Tran. No Automatic Transaction number thai is used to identify the order, This is 
automatically entered when the order is added. 

OrtklrNo Roquil9d Numberof the order, FollaH post conventions in assigning this 
number, 

Supp/ltl1' Roquil'$d Supplier v.tlo til Ls the order, 
Click the list button if you wish to select the supplier, 

• II you select a supplier, your initial choice of items is 
limited to l1e stock connected v.ith the supplier, 

• Il you do not select a supplier, this box islWtomaticaily 
com pleted when you select an item to order. 

Cummcy Automatic Cu rrency thai the supplier accepls, 

Item Count Automatic Number 01 different items ordered, 

Total QuantIfy Automatic Total number of items ordered , 

Total Prlctt Automatic Total price of items, This appears using cornrerted currency 
rates, 

OrtJerDalo Automatic Date the order is place, The default is the cu rrent date, 
Click the list button if you need to select a difle rent date, 
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4.3.2 Order Items 

N3me of Detail Type of 
Requirement Description 

Local Stocic No Required Stock number used at Post to identify the item. 
Click the list button to select the item. 

• If a supplier has been designated in Add 
Order or Add Item to Order. the items 
listed are those listed for the supplier. If 
the Item does not appear on the list. click 
Edit. See "Edit Local Stock Item- on 
page 26 for further details. 

• If no supplier was deSignated. all stock 
items are listed. If the item is not listed 
see "Add Local Stock Item" on page 26 
for further details. 

SUpplier Requirgd/ The company orstorethat .... ;11 provide the item. 
Automatic • The supplier is automati cal ly entered it one 

was selected at the top of the Add Order 
dialog 1m. 

• To select a supplier. click the lis t bunon 10 
select one from the lis! of those that supply 
the item being ordered. 

• lithe supplier you .... ;sh to use is not listed, 
click Edit next to Local Stock No. See 
"Edit Local Stock Item' on page 26 for 
fur ther details. 

Namo Automatic Name of su~p~ item is provided based on selected 
Local Stoc o. 

DoscrlptJon Automatic Descriptbn of sftPIy n umber is provided based on 
selected Local tock No. 

0rdDr Quanllly Required! Quant~ in Units of Order of the item. Quantify is 
Automatic autom ically calculated based on stock 

minimums. amount currenl'\y0n shelf. and amount 
currently on order. You may pe a different amount 
if needed. 

Unit 0rdDr PrlCtt Automatic PrlceJer unit order 01 item is automatically entered 
base on supplier prices. 
You can change the unit price. If ~u modify iI. a 
confirmation massage appears. ick Yes on the 
confirmation message to u~ate the ~rica on the 
supplier records. Click No 0 change he price on 
this order only. 

TotlJl Automatic Total price is automatically entered basad on 
quantity ordered and unit pnce. 

ExchangtJ FIlII" Automatic Automatical ly provided from the Currency Table 
lor the currency used bV the supp lier. 

ConWJf'tcd PrlCD Automatic Price automatcally entered based on the unit 
order price and the exchange rate. This pri::e is 
listed 10 the Unit Ptic9 column lor the item in the 
Add Ord&r dialog 1m. 

TotIJI ConWJtf«l AutomatiC Total pri ce automatically entered based on the 
PrieD converted price and the C1uantily ordered. This 

price is listed in the Total Ptic9 column for the item 
In the Add OrdQr dialog box. 
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4.3.3 Receiving Details 

N<lJ1W of Detail Type of 
Requlr~mont Description 

Tr.tnS No. Optional Numoor 01 the transaction is typed here. 

ReceIving Report Number Required I'lumber of the receiving re port is typed here. 

Dalo RllCtJlvad Required/ Date the il9m is receiwd. The current dae is 
Automatic auIOmalically provided. Click the list button il you 

wish to select a dillilront dal9. 

RoceIw Select thll chock box H any 01 the itom is being roaiivacl. 

L.oca/ Stock No Stock number oltha Hem ordered as defined by the post (not the 
suppfier's stock number) . 

lIem Dctst:rlptJon Description ol the item based on the stock numb9r selected. 

Qty 0Itk1ttJd Quantity olthe lIem ordered. 

Qty RoccIIlOd Quantity received from the order. To I"Qceive an il9m: 
1 Highlight the table CII I! for the item. 
2 Type the number of items receiwd. 
3 Use th e TAB key to I"Qcord your enry. 

QtyRDnWn Quantity 01 the item not YIII received is automaticalty calculated 
based on the number ordered and receivacl. 

4.3.4 Issue Stock 

Nnme of Detail Type of 
Roqulremont Description 

Tranuction Automatic Issuo Transaction numbllr. 

Customer Requir9d Customor who will receive the supplies. 

AgcrrcylOmc. Automatic Agllncy and offiai 01 the custom IIr. 

ItcmCounl Automatic "'umber of diffluent items ordered. 

Tot., OWnfity Automatic Total number of il9ms ordered. 

TotalPrlce Automatic Total price of items. 

limn Roquired Specific item to issuli. 
C lick the I isl button to salect from tie available stock 
items. or type in the namo of the itom. 

Namo Automatic Name of stock item selected. 

DcscrIptJon Automatic Description of stock item sll ilicted. 

Quantity Roquired Number of the Hems to issue. You cannot issue 
more of an il9m Ihnn is in stock. 
Type the number. 

Unit PrIco Automatic Price of each unit of item to issue. 

Total Automatic Total price of items based on quanti ty and unit price. 
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4.3.5 Turn In Stock (same tables as Issue Stock) 

Name of Demil Type of 
RequII9ment Description 

Transaction Automatic Issue Transaction number. 

Customer Required Click the list button to select the customer who will 
receive the supplies. 

AgcncylOfflco Automatic Agency and office 01 the customer. 

ItcmCount Automatic Number 01 different items ordered. 

Total Quantity Automatic Total number 01 items ordered. 

Total PrIce Automatic Total price 01 items. 

Item Required Click the list button to select the itQm bIIing klmed in. 

Name Automatic Name 01 the item. 

DoscrlptJon Automatic Description of the item. 

OwmtIty Required Number 01 items being turned It. 

UnIt PrlCD Automatic Price br one 01 the items being tumed in. 

Tot., Automatic Total price 01 items based on qUlin lity and unit price. 

4.3.6 Stock Disposal 

Name of Oetnil Type of 
Requl/'9ment Description 

Transaction AUtomatic Transaction number is automatically assigned when 
the dispose transaction record is ooded. 

PDA Required Property Disposal Authorization number. Type the 
number in the format ##1####. 

Quantity Count AUtomatic Number of different types 01 local stock disposed. 

ItcmCount AUtomatic Number of items disposed. 

Total AUtomatic Value 01 items disposed. 

Item Required Click tha list bullo n to selacttha itQm baing disposad. 

NIImtI Automatic Name 01 the item. 

DtJscrIptJon Automatic Description of the il9m. 

au.ntIty Required "lumber 01 items being disposed. 

UnIt PrlCtI Automatic Price br ona 01 tha items being disposad. 

Tot., Automatic Total price of items based on quan tity and unit price. 
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4.3.7 Customer Details 

Detail Box Type of 
Requirement Description 

Customer Namo Required Name of the customer who place orders. 
Click the cross-relerenoo box to select a name from 
the Post Personnel Employee list, or type the name. 

Customer UtIcr Id Automatic User identification of custom ers who havelhe abil ity 
to use the Shoppang Cart. This is their 10 to Sign 
into the program. 
This is automatk:aJ ly completed i~OU selected the 
Customer Name uSing the list bu n. 

Agency Required Agency 01 the customer that IS bil led for the 
supp lies. 
Click the list button to the right 01 the detail box to 
select the agency. 

OtfIcD Requil'Qd Office that receives the supplies. 
Click the list button to the right 01 the detail box to 
select the offi ce. 

Building Optional Building .... nere the office is localed. 

Room Optional Room v.nere the customer is located. 

Tclcphono Opbonal Telephone number of the customer. 

Email Addrtnls Optional Emili I acilress 01 the customer. 

Rcmm1cs Optional Type acilitional information into this box. 

DtJDctltlO Data Optional Only customers who do not have stock transactions 
associated y,;th them can be deleted from the 
system. When a customer who has transactbns in 
theJ:rogram is no longer neede~ that person must 
be aactivated insteoo of be ing eleted. 
Use this ~lion when you know thai the customer 
you are a ding .... ;11 only be aI post lor a specific time 
and y,no is therefore tempo rary. 
Click the list button to select the date thai the 
cus lome r is no longer active. 
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4.3.8 Supplier Details 

Detail Box Type of 
R9q ull'ement Description 

AbbttNIIJUon R9quir9d Abbraviatio n for the suppl sr. 

SUpplier NDmtJ Requir9d Name of th e supp~er. 

ClltTency Required Cu rrency that is used to pay the supplier. 
Click the list button to select the currency. 

AtkIrt1tJs 1 Optional Address of the suppler. 

AddrtJsa2 Optional AddHional information to direct mail to the correct 
address. 

Clry Optional City of the supplier. 

SlDlo Optional Stale 01 the suppl ier. 

PostaICodD Optional Postal code 01 the supplier. 

Country Optional Country olthe supplier. 

ConIlICf Optional Person to coni act concern ing supplies ordered from the 
supplier. 

Ptrono Number Optional Telephone number of the supplier. 

FSJlNumber Optional Fax number 01 the supp6er. 

Mobllo Number Optional Mobile telephone number of the supplier. 

EmaIl AtkJtess Optional Email ad:iress of the supplier. 

ACCtJpttl Purchastl Optional If the supplier accepts purchase orders, select the check 
0rdcr8 box. 

ACCtJpts Purc.l'lasc 
Cstd 

Optional lithe supplie r accepts purchose cards, select the ch eck 
box. 

Memo Optional A~ additional comments that may be helpful about 
o eri n9 from or contacting the supplier may be typed 
here. 

DtJactlllD Datt) Optional Onty suppliers v.'ho have not been used can be deleted. 
When a sUPflierwho has been used is no lo~er 
needed, tha supplier must be deactivated in ad of 
being deleted. 
Use thLS 0rtion when you know that the su pplier you am 
adding wil only be availalje for a specific lime and who 
is t herelore temporary. 
Click the list button to setect the date that the supplier 
will no longer be active. 

Software Assessment 37 US AID 



4.3.9 Local Stock Details 

Detail Box Type of 
RQqulremont Description 

~SlocJcND R.quir~ Stock number of itam assigned following the post-
described formal. 

IltImNamD Requir9d Name of the item. 

Item OoscrlpllDn Optional Description of the itam. 

Item category Requil'8d Category of !he itam. 
Click the list button to select 

Unit oIl.suo Required Unit in which the item is pac~g3d. 
Click the list button to select 

DwlcUIIO Dat" Optional Only stock itams that have not be lin used can be 
deletad from the~stam . When a stock itam that 
has been used in t e past ."i ll no longer be ordered 
or used. it must be deactivatad. 
Click the list button to select the data that the stock 
item will no longer be active. 

~StocJcOn Automaic Total un its on ordllr from all the suppl iers. 
Order This number is automatically calculated. 

Avail.". Automatic Total unils availatAe for issue. 
This number is automalically calculated. 

SofAs/do Automatic Total un its set asidll to bll iS5 u;d or disposed. 
These units are idenified in P9nding transactions. 
This number is automll1ically calculatad. 

Stock on HMrd Optional Number 01 units in stock !hat can be issued. This 
must be the sum of th e Quantity of stock at all 
Locations. 

Maximum LDvoI Optional Max imu m number of units thai should be kept in 
stock. T his figure is used to detarmine the demult 
Quantity to Order lor a Quick Order. Once jOu hl1'19 
com~'9t9d the Add Stock record. it ClJnnot b9 
mo I9d. 
This is based on th9 ul1its that af9 issued to th9 
cu;;tomef. not 819 urilS UI wtich they 8f9 orOOf9d. 

Roorr:lt:r LellOl Automatic Inventory IMII .... nen the item should be reordered 
based on customer daire usage. It IS used to 
detarmine it an ad~u a amount of !he itam is 
being ordered In a utk Order and ..... henan item 
appears on the Quick Order. 
This detail box cannot be modified. It is calculaled 
based on the b llo .... ;ng lormula: 

(l.9ild Ttm9 • M1n Sa~/y • Ord9f CycJ9) • (Avg 
Consumplion per day) 

Total PrlctJ tor Stoclt Automatic Total value of stock based on Stock on Hand and 
Issue Price. 

IssUtl PrlCIJ (S) Required! 
Automatic 

Issuegrice of each itam. based on the unils that are 
issue to the customer. 
You must initially type the issue pri::e. 
II you need to latar modify the issue price. you mat 
cllck!3 to update the value 01 the stock on hand. 
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4.3.10 Supplier Stock Details 

Detail Box Type of 
R9q u Irel1\Qflt Description 

SUpplier Requir9<l Name of the supplier. 
Click the list button to select the name. If the 
s~Clier is not listed. you may add ~ to the list. See 
1l e 42 on pale 78 for more information about 
completing the dd Supplier dialog box. 

0rtkJr PrIes Required Supplier's price for the stock Item 

Unit 01 Order Requir9<l Unit in which the stock is sold. 
Click listllJlton to generate an option list from which 
you can selsctlhe unit in which the stock item is 
ordered. 

Conversion Requir9<l Number of distributable items ( un~ of issue) In 
each unit 01 order. Items may be ~urchased in 
quantity. but issued individually. r example. if 
paper is sold in cases conlainm~ 10 reams. and is 
LSsued by the ream. type 10 in e convelSion box. 

Stock Number Required Supplier's stock number. This may be difl9rent from 
the local stock nu mber. 

UnIts ollssuo Automatic Unit used lor issue is enlered from Local Stock tab 
when stock is on hand. 

Dcactlvo Data Optional Only a s ~~lier thai has not been used can be 
deleted. en a supplier v.tlich has been used is 
no lon~er needed. that sup plier must be deactivated 
instea of being deleted. 
Click the Calendar arraN to select the dale thai the 
supplier will no longer be active. 
You may pre-select this option when you know the 
supplier will only be used for a certain time. 

OtJscrlptlon Optional Description of the stock item. 

LcadTimo Requir9<l Amount of time neededto receive the item from the 
supplier once it is ordered. 

Min. Saftlty Requir9<l Fastest amount 01 time the supglier can safely 
assure the item will be receive once It is ordered. 

Minimum Automatic Minimum number of days needed to receive the 
item from the supplier once it is ordered. 
This is automatk:aJly calculated based on the 
following formula: 

(LootIllmo + Min. StlfDly + order Cyclo) • 
Avg. Dai.'y US9 of Slock it9m 

0rdIJf CycIo Required Number 01 days in an Orderin~ cycle for the item. 
For example. orders may be p aced &Very 30 days. 

Mu.Safoty Required G reales t num ber of days needed to receive the item 
from the su pplier 0 nce it is ordered. 
This is automatk:aJly calculated as double the Min. 
S<lf9ty time. 

Maximum Automatic Maximum amount 01 lime needed to receiva the 
item from Ihe supplier once it is ordered. 
This is automatt al ly calculated based on the 
follaNing formula: 

(LOIId Time + MaL Saloly + 0rdDr CycIor 
Avg. Dai.'y US9 a/ Slock 119m 
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4.3.11 Consumption Details 

Name of Detail Type of Description R9q u ir9llWflt 

Toodato in prcsont Automatic The amount 01 items consumed J.>y unit lor the 
FY present liscal year is automatically calculated. 

based on the units that are issued to the customer. 
not the units in which they are ordered. 

PrtwlousFY Automatic The amount 01 items consumed ~ unil lor the 
revious liscal ~ar is automalical calculated. 

Cased on the units that are issued 0 the customer. 
not the units in which they are ordered. 

TWo FY Prwlous Automatic The amount 01 items consumed by unit for the 
previous M'O liscal years is automatically 
catculated. based on the units thal are issued to the 
customer. not the units in which they are ordered. 

Throe FY PrmIIous Automatic The amount 01 lIems consumed by unit lor the 
previous three fiscal years is automatically 
calculated. based on the un its thal are issued to th e 
customer. not the Units in which they are ordered. 

4.3.12 Stock Location 

Name of Detail Type of 
R9qUJremGllt Description 

Location Required The warehouse or storage location 01 the stock 
item. 
Use the list button to select the location. 

Dt1scrlpllon Optional Description of where the stock is Iound althe 
specifioo location. 

Bin Optional The bin identi fier where the stock is found. 

Quantity Optional The number of stock items on hand. This number 
must match the Stock on Hand on the Locnl Stock 
tab. This detail box cannot be modified once you 
Add the Location. 

Tnmsfcr Optional Number 01 stock items being transferred to a 
location. 

From Optional The location .... nere the stock originated. 
Use the list bullon to specify th e previous bcalion 01 
the stock. 

DcacUIIO Dllfo Opbon£ll Date when the stock is no longer stored at the 
specified location. 
Use the Calendar arrow to select the date. 

PrimM, Automatic Indicates that this location is th~rimary location 
where the stock item is stored. e quantity of a 
stock item is modi!i9d at the fhmaryLocailon 
~henever it is disposed. issued. receiv9d, or turned 
In. 
This ct1eck box is automabcally selected lor the first 
location you provide lor the stock item. The check 
box is automatically cleared for all subsequent 
locations. 
The Primary location mar, be modified. HaNevar. 
you must have a Prima~ ocalion Dr each item. and 
each item may have 0 y on9 Primary localbn. 
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4.3.13 Shopping Cart 

Name of Detail Type of 
Requll'Oment Description 

Tranactlon Autcmatlc Number is assign9d to the supply rQguQSt when the 
tronsaction is compl9te. ThQ transacti on number is not visible 
in IlQ Add I~m to Sho~ng cart dialog box. It is visibl9 in 
the detail box when you iewand Edit \liQ supply requ9st. 

Customer Autcmatic Nam9 01 customer who placQS the order appears in this dQlail 
box. '\bur name is automatically enter&d. 

TotMPrlco Autcmatic Total price of your order is automatically calculated.The Total 
Price is not cc:ilculated In the Add lt9m to Shopping Cart 
dialog box. but is visible when you View or Edit your order. 

Agency Autcmatic A.gen~ 01 customer \'Ino places the order app9IUS in this 
detail ox. 

Quantity Number of the item ordered based on the un~ of issue. A quantity of '1' 
may be one carton which yields a dozen items. 

SlockNo. Stock number used at post. 

NMmI Brief description of the item. 

Unit 01 Issue Unit of issue for the item. One unit may include more than one item. For 
exampte. one padcage 01 light bulbs may include four individual bulbs. 

PrfCtl Price per unit order ofthe ~em. 

TotM Price Total cail based on the quantity ordered and the price of each unit 

Stock on SMlI Number of items curr&ndy in stock. This number does n ot necessarily 
indicate that the stock on hand is available. Some stock on the shelf may 
not be wrnlable due to pendl/"lg issue transactions. 

Stock Avallablo Number of stock items available lor distrirution. 
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4.3.14 Reports 

Nrun~ of Report Function Parruneteri; 

DJ."oUl TnnHClJon Displays a r~ort of items disposed 
grouped by isposal transaclion. 

~u may choose to define report 
parameters in the follaNing areas; 

Pending (unconfirmed) • All 
transac1ions are not included. • One Transaction 

• Range 01 Transactions 

• Date Range 

I.SUD TranStJt:t/on Displays a report of items issued ~ may choose to define report 
grouped by iS9JQ iansaction. parameters in the following areas: 

pendin~ (unconfirmed) • All 
tmnsllc 'ons are nol included. • One Transaction 

• Range 01 Transactions 

• By Customer 

• Date Range 

OtdtJr Tl'lInstJCflon Displays a report of items ordered ~u may choose to define report 
grouped by order transaction. parameters in Ihe following areas: 

pendin~ (unconfirmed) • All 
transac 'ons are not included. • One Transaction 

• Range 01 Transactions 

• By SuppUer 

• By Order tlumber 

• Dale Range 

Reeclv/~ Displays a report of items received ~u may choose to define report 
TnmNCf ~rou~ed by receiving transaction. parameters in Ihe follaNing araas; 

he tatua 01 received items may 
• All ap= in either Receiv~d - Filled 

or eiv~ Not Filled records. • One Transaction 
Transac1ions and items th at are nol • Range 01 Transactions 
received are not included. 

• Dale Range 

TUm In Tran.act/on Dis~lays a I"Qport of items turned ~u may choose to define report 
in . tems are grou ped by parameters in the follaNing areas: 
transaclion. 

• All 
pendin~ (unconfirmed) 
transac 'onsare nol included. • One Transaction 

• Range 01 Transactions 

• By Customer 

• Date Range 

Disposal TransaclJon DisplaY:s a lisli~ of pending ~u may choose to define report 
(unconfirmed) ISPOSaJ parameters in Ihe follaNing areas: 
transac1ions. 

• All 
• One Transaction 

• Range 01 Transactions 

• Date Range 

otrJer TtanSlJCt/on DisplaY:s a listing 01 pending ~u maY choose to deline report 
(unconfirmed) orders. parame18rs in the follaNing araas; 

• All 
• One Order 

• Range 01 Orders 

• Dale Range 
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Cu.tomer Displays a report. by customer. of ~u may choose to define report 
tottil quantities 01 items issued for parameters in lIle folla.ving area: 
the current Rs:aI Year. • All or One Customer 

Sloek cat.2log by 
cafegory 

Displays a report, by stock 
category. of til l items listed in stock. 

No parameters for III is report II is 
automatically generated. 

Sloek cat.21og by 
Slock Number 

Displays a report. by local stock 
numb9r. of aI items listed in stock. 

No parameters for lIlis report It is 
automatically generated. 

Stock Report Displays a de tailed listi ng of all ~u may choose to dafine report 
Rems In stock including quantities parameters in the follaNin ll areas: 
on order and quantities on !he • All or One Stock Item shelf. 

SupplIers Report Displays a listing of suppliers. ~u may choose to dQfine rQport 

Suppliers with a dQactiva status arQ 
paramQlars in thQ foUaNinll areas: 

notshaNn. • All Suppliers 

• On9 Supplier 

Annu./ Consumption Displays the oonsumption figures 
for all stock ftems. 

~u may choose to define report 
parameters in the follaNing areas: 

• All Stock 

• One Stock Number 

Customer Statlstlctl Displays a listofstock lssued to. or ~u may choose to define report 
turned in from. a selected parameters in the follaNing areas: 
customer. 

• Customer 

• Issue 

• Turn In 

Cu-Zomen Account Displays the issue statistics by ~u may choose to dQfine rQport 
customQr by month for !hi current paramQlars in the folla.ving areas: 
FiscalYanr. • All or one Customer 

, • OatQ RangQ 

CuslOffJClS Displays the issue statistics by ~u may choose to define report 
ConsumptlDn customer by month for !he current parameters in the following areas: 

Fisca l Year. 
• All or One Customer 

Dcpltltcd Stock lIoms Displays a list of all stock items 
wUh no quantity on thQ shQIf. 

No parameters for lIlis report II is 
automatically generated. 

ICABS SlatIstJcs Displays the total issue cost and ~u are required to specify lIle 
PQrcentage by agency for thQ fiscal following: 
year. • FIScal 'mar 

~u may choose to define report 
parameters in lIle following area: 

• All or One Agency 
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I.sucs for eu.tomcrs Displays the stock issued by 'rou may choCJS9 to d9fin e report 
custom; r for the current Fiocal parameters in the folla.ving areas: 
Y9l1/'. • All or One Customer 

Offlctl CoMumptJon Displays the stock issued by offi ce. No paramel9rs for III is report It is 
automatically general9d. 

Ordor ~erau. DisPla~ a comparison 01 'rou may choose to defin e report 
RIICCJ~/ng Quant" ias of stock rea/ived vs. parameters in the folla.ving areas: 

stock order9d. • AU Stock 

• One Stock flumber 

R«wtIer UweJ DisPlac, by stock ~em . the No parameters for III is report It is 
StatJ.tlc. quanr req uired to order basad 0 n automallcal ly general9d. 

current stock levels and minimum 
levels. 

R«mItIr Slock Items Displays. by stock item. !he on No param; ters for !h is report It is 
shelf. on order. and reorder 19\I91s. automatically gen; ral9d. 

Slock StatIstics Displays the transaction history for 'lbu may choose to d9fin e report 
a stock item. parameters in the follaNing areas: 

• Stock Number 

• Dispose 

• Issue 

• Order 

• Receive 

• Turn In 

Slock Tfilnsactlon. Displays the order iniormlllion. on 'rou may choose to d9fin e report 
AIWysIs shelf information. and Issue parameters in the folla .... ing areas: 

informlllion for aslock item. • All Stock 

• One Stock Number 

• Date Range 
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4.4 Work Orders for Web Application 
4.4.1 Types of Work Orders 

Type of Work Order Description 

PII (Prell8fJtive 
MDintllMnce) 

Work order that completes regularly scheduled maintenance of 
equipment. Example: Monthly furnace filter replacement. 

SCheduled Work Order not involving equipment breakdown and not part of 
the regular PM schedule. Tasks that require some coordination or 
advanced panning should be scheduled. An Unscheduled. PM. 
or Administrative work order can be changed to Scheduled. 
Examples: Installation of storm windows or fumigation for insects. 

Unscheduled Work order that can be completed at any time. This includes 
unexpected problems such as equ~ment breakdown. This is the 
default selting when you add a wo order. Example: Dripping 
faucet. 

4.4.2 Work Order Status 

Status Status Code Description Number 

1 OutstJmclinll Work request being processed for approval. 

2 Approved Work request status is changed to work order. Access to 
Ihis change is restricted. 

S on Hold Work is to stop temporarily. Reason should be ~ed in 
Ihe text box located on the Text tab of the Edit ork 
Order dialog box. 

4 Completed Work has been completed. Labor hours or contract costs 
must be added before completion. Material information 
should be added. 

5 cancelled Work order is no longer \r.lIid. Reason for cancellation 
should be ~ed in tlie text box located on the Text lab of 
Ihe work 0 er. 
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4.4.3 Work Orders 

Name of Column Description 

WO.f Unique number automatically assigned 10 the administrative work 
order. Found on the Edit Administrative Work Order dialog box. 

Prl There are three priority codes for work orders. They are listed 
acoording to urgency lel.el. 

Each priority code (from acceptance of work order 10 oompletion of 
work) can be between one and thitl days. and is set by your 
Systems Administrator in the SCF aintenance file of the System 
folder (See ·SCF Maintenance" on page 213 of Chapter 11 ). 
The three priority cedes are: 

• Routine - If this pri ority code is selected. nothing is listed in the 
Pri column of the Explorer. 

• Priority - P (Priority) is the nexllevel of importance. When this 
~rio rity cede is selected, a P is listed in the Pri section of the 

xplorer. 

• Immediate - I (Immediate) is the most urgent. When this 
priority code is st"lected. a red I is listed in the Pri section of 
the Explorer. 

p An asterisk n in this co lumn indicates that the work order has been 
printed. 

Type Lists they ~ 01 work order. as found in the first '110# box 01 the 
Edit Work rder dialog box. Work order types are : 

• S - Scheduled 

• U - Unscheduled 

• PM - Preventive Maintenance 

Status Lists the status 01 the selected work order. as found in the Status 
box of the Edit Work Order dialog box. Status types are: 

1 = Outstanding (wa iting for approval) 

2 = Approved 

3 = On Hold 
4 = Completed 

5 = Cancelled 

Requestor Full name of the RBrson or department reguesting the Vlork. as listed 
in the Reqr box of the Edit Work Order dialog box. In a Preventative 
Maintenance Vlork order, the name of the equipment appears. 

Request Date Date the Vlork order was requested. as listed in the Req box of the 
Edit Work Order dialog box. In a PM work order. the date re flects 
when the preventative maintenance should begin. 

Property/D Unique property identifier defined in RPA which identifies where 
work is to be performed. Taken from the Prop box of the Edit Work 
Order dialog box. 

Unit RPA's identifier of a residential unit. or office unit. or an ancillary 
structure. Codes are: 

• RES = Res idential 

• OFF = Office 

• ANC = Ancil lary 
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4.4.4 Work Order Details 

Detail Lnbel Type of 
Requirement Description 

WOI Automatic U appears in the WO: box b~ default. meaning the work 
order is unscheduled. Click t e arrow to select S. ~ the 
new work order will be scheduled. See Table 3.1 on 
page 20 for more information about U and S work orders. 
A work order number is automatically assigned when you 
complete all the information and click Add at the bottom 
of the dialo;;! box. 

Project Optional If the work order is part of a special project. click ~ next 
to the Project box and select the project from the elect 
Project list. 
New projects are added in the S~ecinl Protects file of 
the Tables folder. See ·Special rojects Ta le~ on 
page 146 of Chapter 8 for more information. 

Prop RequlrMl If you know the Property 10 number. you can type it 
in the detail box. If you do not know the number. 
click the list button to select the property for which the 
work order is being created. 

Status Automati Outstanding is in this detail box. meaninriYhat no action 
has been taJ(en on the work order. See To e 32 on 
page 20 for information about other status codes. The 
information in this box can only be altered ~ you have 
"modify status" permissions from the System 
Administrator. 

DIlts Automatic The current date is automatically entered. Each time 
there is a status change. the date is also updated to the 
current dateo. You can dick the list button to select a 
d~ferent date from the calendar. 
For PM work orders. this is the date the PM work order 
was generated. 

Unit Indicator Cond ~iona l If you already know the unit number. you can type ~ in the 
box. 
To determine if there are any associated units in the 
p,roperty. click the list button and follow the instructions in 
'Unit Inaicator" on page 27. 

Prl Conditional Select one of the priority categories: 

• I - Immediate 

• P - Priority 

• R - Routine 
Each rerioritycode (from acceptance of work order to 
com~ etion of work) can be between one and thi[ly days. 
The ength 01 ti me for each priority is set by your Systems 
Administrator in the SCF Maintenance file of the System 
folder (See ·SCF Maintenance" on page 213 of Cliapter 
11.) 

Zone Not functional in this release. 

Post Automaic Post where the work is to be completed. 

Software Assessment 47 US AID 



Nams Automatic Name of the property where the work is to be completed. 
This is automatically completed based on the property 
selected. 

Addr Automatic Address of the property where the work is to be 
completed. This is automatically completed based on the 
property selected. 

Unit Automatic Unit of the prope~ where the work is to be completed. 
This is automatic Iy completed based on the unit 
selected. 

Agcy Automatic Agency ass~ed the property where the work is to be 
completed. is is automaticaUy completed based on the 
property selected. 
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4.4.5 Work Order Task 

Detail Label Type of 
RequIrement Description 

Reqr Required The name of the requestor. There are four ways this box 
may be oompleted: 

1 Type the requestor name in the box. 

2 Click 0 to find the name of the individual that is 
requesting the maintenance. 

• If the Property 10 box and/or U nit 10 box already 
contains data, you can choose a name from the 
oa:upant list. 

• If the Property 10 box and/or Unit 10 box do not 
contain data, the name you choose wal 
llutomatically oomplete the property 10 associ.ned 
wi!h the name. 

3 If you have access to the Post Personnel system. 
you seea ~ next to the Reqr box. Click [:e::J to 
view a list 0 all paid personnel at post. You can 
choose a name from !he list. 

4 This box is automaticaUy completed wi!h the 
equipment description for PM worl< oroers. 

Email Optional Type the email address of the requestor. ~ the 
requestor's email address in on your emni l 6st. you can 
select it by clicking 113 to the right of the detai l box. 

Tel Required Telephone number 01 the requestor. 
If you selected the requestor using ~' the office phone 
number may autom.nicany be comp e ed. 

Req Required This is the dare- the maintenance is requested. 

• For scheduled and unscheduled wo rl< oroers. !he 
current date is automatically entered as the default. 
If you need to enter a different dale, click ~ 0 the 
right of the detail box. 

• For PM work orders, the request date is assigned 
based on the PM scl-edule. It is the date that wo rl< 
should begin and cannot be modified. 

Due Required This is the dare- that the maintenance needs to be 
oompleted. 

• For scheduled and unscheduled worl< oroers. a 
default date from one to 30 days automatically 
appears. (This function can be changed by your 
System Administmtor.) If you need to enter a 
different date. ctick CJ to the right of tie detail box. 

• For PM work orders, the due date is assigned 
based on the PM sct-edule. It is the date that worl< 
should be completed and cannot be modffied. 

• A due date cannot be selected for Distributed WOs. 
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Shop Optional The shop Ihat is primarily responsilje for completing the 
task should be entered here. Click CJ to the right of the 
detail box to select a shop. 
If you are working with Distributed Work Orders. you 
cannot choose a shop. 

Shop 2 Optional If anolher shop is responsible for completing part of the 
task. a should be entered here. Click CJ to the right of Ihe 
detai l box to select a shop. 
If you are working wi th Distributed Work Orders. you 
caMOt choose a shop. 

Location Optional If the equipment is assigned. this is automatically 
completed. T'tFt information in this box to furlher pinpoint 
the location 0 the work to be completed. For examPle: 
"Electrical outlet to the left of the kitchen smk.· 

4.4.6 Equipment 

Detail Label Type of 
ReqUirement Description 

DOWNTIME 

Start Date Optional Ctick the ~st box to select the date- the equipment failure 
occurred. 

(Start) Time Cond~ional Type the time of day the- equipment failu re occurred. This 
is required only if a Start Dale has been provided. 

StopD:ltlJ Optional Click the list button to add the date the repair was made. 
This box is not completed until the- repair has been made. 

(Stop) Time Optional ihpe Ihe time of day the equipment failure was repaired. 
is is required only a a Stop Date has been provided. 

FAILURE 

Failure Code Optional Ctick the tist button to select the appropriate failure code 
for the equipment malfunction. 

RepDlr Code Optional Click the tist button to select the appro[iate repair code 
once the- equipment has been repalre . 
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4.4.7 Labor Details 

Detail Label Type of 
Requirement Description 

EmployM lD Required Emher type tae 10 numl:er of the em~loyee who 
completed tae work . or click the list utton to selecl it 
from the Select Employee list. 

Name Automatic The name of the emplo~ is automatically added when 
you selecl the Employee 10. 

Date RequirecIJ The dale the work was completed. Today's date is 
Automatic automatical ly added. If you need to add a different date. 

click the list button to do so. 

HOURS - Won 01 _ _ fils ~t be Completed without at least • t hOW' asaIgnfId /n the Labor tab (01 
one doll., of eonnet cost aulgned In the ContractOl' Qb). 

(Work)RBg Conditional Actual. active hours spent completing the work order. 

(WoI'I,)OT Conditional Number of overtime work hours for a specific work order. 

(Travel) Reg Conditional Regular working hours spent in travel for work order 
completion. This may include time spent to get a needed 
part. etc. 

(Travel)OT Conditional Overtime working hours spent in travel for work order 
completion. This may include time spent to get a needed 
part. etc. 

(Wait) Reg Conditional Time spent waiting in work order com~etion thnt does 
not involve overtime hours. This may used to indicate 
time spent \vaming for a machine to complE'te a 'cyde" to 
ver~y the repair is effeclive. 

(Wa/t)OT Conditional Number of overtime \va~i ng travel hours for a specific 
work order. 

OTWorlcCost Optional Click the list button to select an overtime work cost from 
the Select Work Cost box. Codes are from the SCF 
Maintenance and are used to calculate overtime cosls 
automatical ly. 

4.4.8 Contract Details 

Detail Label Type of 
ReqUirement Description 

Contract, Required Click the list button to selecl the appropriate contract. 

Dats RequirecIJ The date the work was completed. Today's date is 
Automatic automatical lt added. If you need to add a different date. 

click the list utton to do so. 

COSt Required Type the cost of the job in US Dollars. You must type at 
least one dollar. 

DtIscrIption Automatic The description is automatically completed when the 
Contract # is se lected. 

Invoice , Optional Type the contractor's invoice number in this box. 
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4.4.9 Materials 

Detail Lnbel Type of 
Requirement Description 

Pan Numbftr Optional Type the post-ass~ned number. To facilitate reporting. 
the numbershoul be assigned to a part and used 
wheneVl?r the part is used. 

Description Required Type a short description of the parl 

UI Optional T~ the unit of issue. For example. GL (gallon) or FT 
( ot). 

Qty Required Type the amount or number of units used. 

Unlteost Requ ired Type the cost perunil 

Cummcy Quoted In Required Click the list button to select the currency the materials 
were quoted in. 

4.4.10 Equipment 

Nome of Column Description 

Eq E~uiRment type. as listed in the Equi~ment Type box of the 
E it Equipment Information dialOg ox. 

PropertylD 10 number 01 the property whertl the equipment is used and 
located. 

Property NIl",. Name 01 the prcperty \'mere the equipment is used and 
located. 

LOCIItion Area where the equipment is located. 

Qty Number of units of equipment used. 

Status Indicates the status of the record. The status codes are: 

• A= Active 

• B .. (Deleted) Abandoned in place 

• 0 ", (Deleted) Input Error 

• M = (Deleted) Removed 

• R = Relocated 

EqlD 10 number of the equipment. Automatically assigned when the 
equipment record is added. 

Wrfy An asterisk 0) in this column indicates that there is a warranty 
for the equipment. . 

PMSchtld An asterisk r) in this column indicates that the equipment is 
used for PM schedules. 
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Equip Type Required Click the list button to select the type of equipment. The 
Select Equipment Type list shows the equipment code 
and description. Equi~ment can be added to the list and 
then selected. (See' atle Information" on page 18 of 
Chapter 2 for more information.) 

Unit IndiClltOr Conditional If the equipment is to be located at a unit within a 
property. click the list button to select the unit. 

Post Automatic The post where the equipment is located. 

Name Automatic Property name. Automaticaly added when the Prop 
detail box is completed. 

Addr Automatic Address of property. Automatically added when the Prop 
detail box is completed. 

Unit Automatic The type of propertd (Residence. Office. etc.) is 
automaticallyadde when you save the record. 

LOQtion Required Type the location of the equi~ment within the building or 
unit where the equipment IS ound. 

Sched Automatic Preventative Maintenance Schedule for the equipment. 
an asterisk (") appears when the equipment is scheduled 
for Preventatil;e Maintenance. 

Qty Required Quantity of equiJ:(1lent to be used at this location. The 
number 1 appears automatically. If another quantity of 
equipment IS to be used. type a different number. 

Status Automatic Describes the status of the equipment reoord. 

• A = Active 

• 8 = (Deleted) Abandoned in place 

• D = (Deleted) Input Error 

• M = (Deleted) Removed 

• R = Relocated 

When a record is created. it automatically has Active 
status. The other statuses are determined when you 
delete the- reoord. See "Deleting or Relocating 
Equipment" on page 86. 

4.4.11 Equipment Information 

Detail Label Type of 
ReqUirement Description 

IIodBI Optional Model number of the equipment. 

Manufacturer Optional Name of the oompany that manufactures the equipment. 

Address Optional Address of the oompany that manufactures the 
equipment. 
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Year Insmlled Optional Year the equipment was installed. 

VOlts AC; Input Optional Amount of altem£lting current vo~age required to operate 
the equipment. 

VOlts AC; Output Optional The vol~e that expresses Ihe amount of power 
general or produced by Ihe equipment. 

Amps Optional Amount of ampheres needed to operale theequipmenl 

Hz Optional Number of cycles in the sine wave; for example 50Hz. 

Ph Optional The number of electrical legs needed to provide power 
lor the equipment. For example. one PH. two PH. etc. 

DC Optional Amount of DC voltage needed to start or run a piere of 
equipment. 

Hp Optional Horse power generated by the equipment. 

PrevProplD Au matic When a pro~rty is relocated. Ihe previous address is 
automahcal y generated at the bottom of the Information 
tab of the Delete Equipment Information window. Up to 
th ree addresses can be stored. H ~ou need to see the 
fourth address. look at the reoord or the previous 
address and then check the three previous addresses 
listed for that record . 

Remarlcs Optional Text box for any additional information. 

SerIal NumlNlr Optional Serial number of the equipment. 

Phone Optional Telephone number of equipment manufacture r. 

Cllpacity Optional Capacity of the eBuipment measured as tons or gallons 
(British Thermal ni ts (BTU). Kilowatts (KW). Kilovolt 
Amphere Hours (KVA). etc.) 

Motor Number Optional Motor number of the equipment oomponent. 

CFII Rating Optional Amount of air moved by a fan measured as cubic feet per 
minute. This box is not available on the Equipment 
Information windows 01 generators. 

QPIlI R. ting Optional Equipment output of liquid e)lJ)ressed as gallons per 
minute. Used for generators. 

Amlngttment' Optional Special number assigned only to caterpi llar generators 
that identffies a particular type of generator. 

Warranty Number Optional Warranty number or warranty serial number. 

Company Optional Name of the company providing the warranty. 

Addr .. Optional Address of the oompany providing the warranty. 

Te/~hone Optional Telephone number 01 the company providing Ihe 
warranty. 

Contact Optional Name of person to oontact in tle oompany providing the 
warranty. 

Start Date Optional The lirst day warranty coverage is in effect. 

End Date Optional The l<lSt day warranty coverage is in effect. 

RnwlOpt Optional Indicates whether a choice to renew the warranty is 
avaaable. Type- 'Y- for "Yes" or 'N" for "No". 

RemIIrlrs Optional Text box for any additional oomments related to the 
warrnnty. 
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MeterlD Requi18d Post-defined number of meter. 

Meter 0ffsBt Opti onal Indicates that the meter reading has been reset due to 
breakagE"/replacement or due to roll over - from 99999 to 
00000. If either situation has occurred, type 100000 as 
the Meter OffsE"t. 

Dnc Requi18d Text box reserved for a descripti on of the meter. 

VOlA Required Unit of MeasurE" that the meter records. For example: 
GAL for gallons or KWH for Kilowatt hours. 

RfNlding Date Required Cfick the list button to sE"lect the meter reading date. 

Actual Reading Required Type the number of Ihe meter reading. 

EHIICtiVfl Reading Automatic The actual reading plus the meter offset. Automatically 
calculated. 

Future Reading Automatic Estimate ol lhe next meter reading based upon meter 
history. Automatically calculated. 

4.4.12 Preventative Maintenance Schedule 

Name of Column Description 

Eq Equipment t~ of the sE"lected equipmenl Taken from the 
EqUipment ype box on the Edit Preventive Maintenance 
Schedule dialog box. 

Frsq Frefe,r, 01 the maintenance. From the Frequency box on 
the dit reventive Maintenance Schedule dialog box. 

PropertylD 10 number 01 the property where the equipment is located. 
From the Prop box en the Edit Preventive Maintenance 
Schedule dialog box. 

Property feme NamE" of the property where the equipment is located. From Ihe 
Nome area en the Edit Preventive Maintenance Schedule 
dialog box. 

DescrIption Description of the e~uicmenl From the Edit Preventive 
Maintenance Sche u e dialog box. 

Active Qty Lists how many pieces 01 equipment are located at this 
proraerty. From the Edit Preventive Mnintenance Schedule 
diaog box. 

Status The status 01 the ~rfNentive maintenance schedule. From the 
Edit Preventive 11aintenance Schedule dialog box. 

Sch8dID The 10 number 01 the ~reventive maintenance schedule. From 
the Edit Preventive r. nintenance Schedule dialog box. 
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4.4.13 Preventative Maintenance Detail 

Detail Label Type of 
Requirement Description 

Prop Required Lists the property ID number of the proper1Y to which the 
equipment is added. Type the number orchck the list 
button to select the property. 

Equipment Type Requi red Click the list button to select the type of equipment The 
Select Equipment Type list shows the equipment code 
and description. Equi~ment can be added to the list and 
then selected. (See' able Information' on page 18 of 
Chapter 2 for more informati on) 

Post Automatic The post where the PM work order will be performed. 

~me Automatic Property name. 

Addr Automatic Address of property. 

S!atus Automatic Status of the preventive maintenance. 

LJlst PM Date Automatic Last date the preventive maintenance was performed. If 
PM has not yet oo::urred. '99199/9999' appears here. 

FreqUflflCY Requi red Two-di~it alphanumeri c code that is used as a short 
name or time intervals to conduct preventive 
maintenance. Frequency intervals can be set for weeks 
or months. (For example. AN - annual: MO = monthly.) 
Click the list button to generate the Select Frequency 
Code list. 

PM ChecIclist Required Code that uniquely identifies a specific preventive 
maintenance checklist. Click the list button to ~enemte 
the Select PM Checklist list box. The Select M 
Checklist list box provides a specialized list for 
completion of the maintenance procedure. It includes a 
description of the required maintenance. safety and 
special instructions. steps for completion. a toolJmaterial 
list. and the estimated amount of lime it takes to perform 
specific preventive maintenance. 

Est Time Automatic Time estimated to complete the PM schedule. This is 
generated automatically when Ihe PM Checklist detail 
ox is completed. 
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PM Start Dats Required The PM Start Date represents the date the first PM is 
planned and is assigned by the user at the time the PM 
smedule is created. There are several considerations 
when selecting a date. 

• Once you have created the PM work order. the PM 
Start Date cannot be changed. 

• If a weekly frequency is designated as the PM 
Start Date. PM dates wiD be scheduled on the 
same day each week. For example. ff the PM Start 
Date falls on a Thursday. subsequent PM dates wiD 
always be on a Thursday. 

• If a monthly PM frequency is designated. PM dates 
will occur on the same date each month. For 
example. if the start date is Sept. 15. the next 
monthly PM will occur on Oct. 15. Exception: 
Monthly PM dates that occuronnon-recurrin~days 
(29th - 31 st) are automatically moved to the ast 
day of the month when those dates do not occur. 
Eventually this causes all monthly PM dates to be 
scheduled no later than the 28th day of the month. 

• Any PM start date must be greater than or equal to 
the next Generated PM s=hedule date. The date is 
found in the Post Maintenance file of Ihe System 
folder. 

Click the list box to select a date. 

LetKlShop Required Primary shop being used to perform the PM. Click the list 
button to select a lead shop. 

Second Shop Optional Additional shop to perform secondary functions in work 
order completion. Since a PM \'40rk order involves one 
task, leave this box blank. You should not choose a 
second shop. 

Seasonal Stop Month Optional Beginnin~ month when rereventive maintenance is not 
required or this schedu e. Some equipment is used 
seasonally. and preventive maintenance would stop 
durinfi the off-season. For example, during winter 
mont s. PM is not required on a swimming pool pump. 
The seasonal stop month would be the first month of 
autumn or the fi rst month PM is not required. 
If PM is going to be done on a piece of equipment that is 
used seasonal ly. type the number of the month when the 
PM wi ll stop. For example. type 9 for September. 

Start Month Optional Beginnin~ month \-men rerewntive maintenance is 
required or this schedu e. Some equipment is used 
seasonal~. Preventive maintenance needs to be 
smedule during the season of use. For example. during 
summer months. PM is required on a swimming pool 
pump. The start month would be Ihe first month of 
summer or Ihe first month PM is required. 
If PM is going to be done on a piece of equipment that is 
used seaoonally. ~e in the number of the monlh when 
the PM will begin. or example. type 5 for May. 
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4.4.14 Contractor 

Name of Column Description 

Contractor Contractor number. Automatically assigned when the 
contractor is added. 

Type of Service Type of service the contractor provides. From the ~e of 
Service box on the Edit Contrnctor Information lilIog box. 

Comp;Jny Name Name of contractor orcompany. From the Company box on the 
Edit Contractor Information dialog box. 

Status If the Contractor record is active. there is no entry in this 
co lumn. If the Contractor record has been deleted. there is a 
'0 " in the column. 

Post Automatic Name of Post. 

ContnJctorll Automatic Number th at uniquely identifies the contractor. 

Slatus Automatic If the record has been deleted. "0" appears here. 

Type of Service Optional Type of servi oa Iheconlractor renders. 

Company Optional Name of the oompany orcontractor providng the servioa. 

AddTf1B8 Optional Addr:ess of the contractor or company providing the 
service. 

Contact Optional Name of the person in the company who should be 
contacted <!bout any issues regarding fulfillment of the 
oontract. 

Phone Optional Phone number of the contact person. 

Fa Optional Fax number 01 the contractor. 

Tel"" Optional Telex number of the oontraclor. 

Remam Optional Tex t box for any comments about the contractor or the 
preferred methods of oonIacting the company. 

Status Automatic Status of the contract. A "0" appears if the contract has 
been deleted. 

C<mncf Description Optional Describes the type of work Ihe oont ract covers. 

Contract Amount Optional Total amount allocated for this contract expressed in US 
dollars. Cannot exceed 5100.000. 

Eff8ctive Date Optional The date the oontract goes into effect. Click the list button 
to select a date. 

&pIr.on. Optional The date tie contract expires. C6ck the list button to 
select a date. 

RenNuIcS Optional Text box for additional inform ation. 

Performvu:e Optional Afte-r the work is oomplete. click the Performance arrovl 
to select either: 

• S - Satisfactory 

• U Unsatisfactory 

• E - Excellent 
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4.4.15 Employee 

Deroillabel Type of 
Requirement Description 

Post Automatic Name of Post. 

EmplO Required Unique oode assigned to each empl~ee. 1t is 
reoommended that it be the same co e used by the 
cersonnel/payroll system. This is not the employee 
adge number. This number is automatically added when 

you oomplete the Name box by cl icking 0. 
Name Required Employee name. K you have permissions to Post 

Personnel. select it by c6d<ing the 0. Otherwise, type ~ 
in the box. 

Status Automatic Empl~eestatus. This is blank unless the employee has 
been eactivated: in that case, a ·D~ appears. 

Addrrlss Optional Employee address. This is automatically added when you 
oomplete the Name box by clicking 0. 

Phone Optional Phone number of employee. 
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Hourly Rate Automatic Hourly pare rate. Automatically completed when the pay 
plan is se ected. 

Default AnnUIII Hours Automatic Automatically completed when the pay plan is selected. 

BranDa'" Required Beginning date of employment. Click the fis t button to 
select the date. 

EndDDtB Optional Last date of employment. Click the list button to select 
the date. 

Pay Plan Required Pay plan on which emplC7jee's salary is based. Click the 
fist button to choose the appropriate pay plan. The grade 
and step are components of the pay plan. They are 
automatically completed when Ihe pay plan is selected. 

Qradlt Automatic Component of the pay plan. Automatically completed 
when the pay plan IS selected. 

Step Automatic Component of the pay plan. Automatically completed 
when the pay plan IS selected. 

AMuaJ S81ary Optional! The em~loyee's actual annual sala~ may differ from Ihe 
Automatic default ourly rate associated with t e chosen pay plan. 

Type the annual salary of the employee. This figure is 
used 10 calculate the employee's hourly and or pay 
rates. Automatic wheon you complete the Name bac by 
c6cking ~. 

AMualHours Optional The expected annual hours of the em!eIC'lyee is t~d in 
this detail box. This figure is used to etermine t e 
employee's hourly ana OT pay rates. For example, the 
expected hours for a full time em)loyee (working 52 
weeks a year for a 40 hour week would be 2080 hours 
annually. 

Sldll Optional Primary skill cod; of the employee. Click Ihe list button 
next to the Skill box to ~enerate the Select Skill list. 
Only one skill can be se ected. 

Skill Lellel Optional Indicator of level of proficiency. For example. whether the 
employee is an apprentice. joumeyman or master. 

Shop Optional The shop to which emp0ii: could be assi~ ned . Click the 
list button to select frcrn t e Select Shop 1St. 

Contact NMne Optional Name of the contact or emergency conlLlct for the 
employee. If you have permissions to Post Personnel. 
select it by clicking the-III. Otherwise, type it in the box. 

Contact Phone Optional Telephone number of the emergency contact. 

Comments Optional Text !:ox for additional information regarding the 
employee. 
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4.4.16 Reports 

Report Name Function Pammeters 

Component List of manufacturers of components used at • Manufacturer 
Manufacturer by post. This report may be used for ordering 

• Model Number MFa component orders. 
Includes address. telephone number. serial • Serial Number 
number and model. and oomponent description. 

Cmnponent Lists models of oomro;nents used at post. This • Manufacturer 
IfIanufacturer by report may be used or ordering component 

• Model Number ModBI orders. 
Includes serial number. description. oomponent • Serial Number 
manufacturer. address and telephone number. 

Equipment by Lists poot equipment by property 10. This report • Property 10 
ProptNtylD may be used for inventory purposes. • Property Name Includes property name and maintenance zone. 

address. equipment description. quantity and • Equipment ID 
year installed. location of equipment llnd 

• Equipment Description manufactu rer. 
• Equipment Manufacturer 

Equipment Lists equiIQment components by post name and No additi onal repor t 
Component property I This report may be used for parameters 

Inventory purposes. 
Includes equipment code and description. 
equipment manufacturer and model. component 
serial number and description. component 
manufac turer and model. 

Equipment Lists equipment at each post by type. This report • Property 10 
Inventory by may be used for inventory purposes. 

• Property Name Type Includes equipment code and description. 
quantity. location. manufactu rer model. year • Equipment ID 
installed. property 10 and name. 

• Equipment Description 

• Equipment Manufacturer 
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Equipment List of equipment manufacturers. This report • Manufacturer 
Manufacturer may be used for ordering and inventolY 

Equipment ID purposes. • 
Includes manufacturer's address, tele"hone. • Equipment Description 
model serial number. equipment description. and 
year installed. 

Listof List of component cedes. This report is useful No addi~ona l repor t 
Component when completing work orders. parameters 
Codes Includes component description, template 

number. and reco rd status. 

List of List of equi" ment cedes. This report is useful No addi60nal report 
Equipment when completing work orders. parameters 
Codes Includes equipment description and reco rd 

status. 

List of List of frequency codes. This report is useful No addi60nal report 
Frequency when completing work orders. parameters 
Codes Includes frequency descriptions, the length of 

time in weeks or months. and record status. 

LlstofPAf List of preventive maintenance checklist No addi60nal repOft 
Checklists numbers. This report is useful for administering parameters 

PM work orders. 
Includes des:ription. and estimated time of work 
completion. 

List of Shop List of shop codes. This report is useful when No additional report 
Codes completing work orders. parameters 

Includes descrip60ns. and record status. 

List of wage List of wage plans. This report is useful when No additional report 
Table completing work orders and reviewing the wage parameters 

st ructure. 
Includes grade. step. and hou~y wage. 

PM Schedul. PM schedule sorted by ~ost's most current • Property 10 
Generated Thru maintenance schedule or each ~ece of 

PM Start Date ~uipment. This report is useful or administering • 
PM work orders. • PM Due Date 
Lists pcst. generated thru date. property 10 and 
name. address. equipment rode and equipment 
IDJlocation. frequency and PM checklist. lead 
shop. 2nd shop. and estimated time of 
completion. 

PM Schedul. PM schedule for Ai r Handlers. sorted by • Property ID 
List - Air schedule ID. equipment code. and property ID. 

PM Start Date Hand/IN This report is useful for administering PM work • 
orders. • PM Due Date 
Lists PM fre~uency and description. PM 
checklist an estimated time. lead sh~ and 2nd 
shop. PM start date. PM last generate date. and 
seasonal stop/start dates. 
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PM Scheduling PM Schedule sorted b~ type of e~~ment This • Properly ID 
Listing by Eq repor t is useful for administering work 

• Equipment 10 Type orders. 
Lists schedule ID. equi~ment rode and J'roperty • PM Start Date 
10. PM freq. PM check ist and esti mate time, • PM Due Date lead shop and 2nd shop. PM start date. PM last 
generated date. and seasonal slopfstart dates. 

PM SchIIdul. PM schedule sorted by frequency code. This • Properly ID 
Listing by report is useful for administering PM work 

• Equipment 10 FfflqutmCY orders . 
Lists schedule ID. PM freq and description. • PM Start Date 
equipment code and property 10. PM checkl ist 

• PM Due Date and estimated time. lead shop and 2nd shop. PM 
start date. PM last generated date. and seasonal • Shop stopfstart dalE'S. 

• Frequency 

PM ScIJfIdul. PM Schedule sorted bihshop. equipment rode. • Properly ID 
Listing by Shop property 10 and post. is report is useful for 

• Equipment 10 Code administering PM work orders. 
Lists schedule ID. PM freq. PM checklist and • PM Star t Date 
estimated time. PM start date. PM last generated 

• PM Due Date date. and seasonal stop/start dates. 
• Shop 

Pili Checklist PM checkl ist information kept on an independent • PMI# 
data base. This form is used to assure accurate 

Frequency PM task completion by the emplC1{ee/contraclor. • 
Includes equipment code and description, 
maintenance description. safely and special 
instructions. maintenance procedures. tools and 
materials. 
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Approved Work Lists appro~ PM. Scheduled. and • Property ID 
Order Report Unscheduled was. sorted by shop. This report 

• Shop identifies \'Iork orders to review for completion. 
Includes INa number. WO type. request! • INO Number 
approvalfdue dates. approver. prionty. 

• Request Date estimated hours. lead shog. INO tasks. 
requestor and phone num er. and property 101 • Approve Date 
name. 

• Due Date 

• WO Type 

cancelled Work Lists cancelled work orders. This report • INO Number 
Ordel'Report identifies work orders to be removed from the 

• Cancelled Date schedule for completion. 
Includes WO number/type. property 10/name, • WO Type 
cancellation date and rearon. shop. estimated 

• Shop hours. and WO tasks. 

COmpillflld Work Lists total labor hours and costs. This report • WO Number 
OrdllrCOsfs identifies how many was have been 

• Completed Date completed. how much money was spent on 
materials. cont racts. labor. and how many • WO Type hours were spent on labor. travel. and waiting. 

• Shop Includes WO number. WO type. property 10 
and name. shop. comftletion date. main task, 
comments. number 0 tasks. estimated hours. 
workltravel/wait hours and costs. contractor 
and materials costs. 

COmpletBd Work Lists all PM. Scheduled. and Unscheduled • WO Number 
Ordet's(By wa s completed: it is sorted by agency. This 

• Completed Date Agency) reJ0rt helps identffy was that might re~ire 
a ditional review due to unexpected hig costs • WO Type or a high differential between total estimated 
time and total labor hours. • Shop 
Includes WO number. WO type. request/duel 
completion dales. agency code. property 101 
namefaddress. shop. \'Iork/traveLtwal t hours 
and costs. contrac tor and materials costs. 
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Completed Work Lists all PM. Scheduled. and Unscheduled • WO Numl:er 
Orders (By Prop WOs completed: it is sorted ~Prop 10. This 

• Completed Date 10) report identifies WOs that mi require 
addftional review due to unexpected high costs • WO Type or a high differential between total estimated 
time and total labor hours. • Shop 
Includes WO numl:er. WO 78;' request/duel 
completion dates. property name/address. 
shop. task description. estimated hours. work! 
travel/wait hours and costs. contractor and 
materials costs. 

COmpleted Work Lists all PM. Scheduled. and Unscheduled • WO Numl:er 
Orders (By Shop) WOs completed by a shop in a given month. 

• Completed Date This report identifies WOs that might require 
additional review due to unexpected high costs • WO Type or a high differential be tween total estimated 
time and total labor hours. It can also identify • Shop 
staffing needs for a shop. 
Includes WO number. WO type. property 10 
and name. request/duelcompletion dates. lead 
short estimated hours. WO task. comments. 
wo travel/wait hours and costs. contractor 
and materials costs. 

COst PIIT Square Lists total size of a propert~ at a post divided by No additional report 
Fflfltllleters the loIai costs of the comp eted work orders for parameters 

that property. This report identifies property 
that IS either costly or efficient to maintain. 
Includes property ID. name. work order cosl 
square meters or feet and cost/unit of measure. 

Cummt Lists information about who lives at a certain No additional repo rt 
Occupants by property. This report can be used as a parameters 
ProptNtylO reference when you create a WO for a property. 

Includes property ID. unit number. current 
occupant. number of occupants. title/rank. 
property address. phone number. agency. date 
arrived and estimated departure date. 

Employee Activity Lists all WOs that each employee worked on. • Employee Name 
Report This report identifies employee productivity. 

• Employee ID Inclu:les employee name and ID. shop. WO 
number. type and work date. work order • Shop 
description. pr~rty name. mertimelregular 
\'Iork. travel an wai t hours and their costs. The 
summaI)' re~ort provides the total work. travel. 
and wailing ours for regular and overtime 
hours by each employee. 
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Future Occupants Lists all future occupants within a post. This No additional report 
by Property 1O report can be is used as reference when you parameters 

create a WO for a property that will change 
occupants soon. You can type the occupant's 
name in the 1110 request or schedule work 
when the property is vacant. 
Includes property ID. unit number. future 
occupant. romments. number of occupants. 
title/rank. property address. phone number. 
agency. date arrived and estimated departure 
date. 

LISf of Failure List of available equipment failure codes. This No additional report 
Codes report can be is used as reference when parameters 

identifying the problem on a WO or to update 
rodes. 
Includes description and rerord status. 

USf 01 Overtime List of overtime work costs that have been No additional report 
Work Costs defined. This report identifies employee parameters 

productivfty and patterns of overtime costs. 
Inclu:les rode. description. pay plan. and rate> 
factor. 

USf of Repair List of available equipment repair rodes. This No additional report 
COdes report can be is used as reference when parameters 

identifying thE' repair performed on a WO or to 
update cOdes. 
Includes description and rerord status. 

AIaan nmeto Lists mean time an equipment is being repaired No additional report 
Repair (ff the equiflment goes down two times. the parameters 

amount of ime is divided by 2k This re~ort 
identifies equipment needing ur ther PM 
schedulinPc toprewnt break down and identi fies 
the need or equipment replacement. 
Includes equipment description. model. serial 
number. property ID and name. WO number 
and type. start daleltime. downtime. stop datel 
time. repair hours. 

On Hold Worlc Lists work orders that are on hold. This report • Shop Ordtlr Report identifies work orders that need attention. 
• On-Hold Date IncludE'S WO numberi type. property ID and 

name. shop. task deSCription. on-hold date 
and rE'ason. Summary report includes both 
PM and Unscheduled WOs and is sorted by 
shop. 
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Open caIIs - PM Lists PM work orders that are not oompleted or • Property ID 
cancelled (all outstanding. approved. and on-

• Shop hold Unscheduled WOS). thiS report identifies 
work orders that need attention. • WO Number 
Inclu::les WO number. status. pr ior~y. type. • Request Date approval. estimated hours. request/status!due 
dates. r~esto r and phone number. shop. • Due Date property I and name. and work order 
oommentsltasks. 

Open call. - PM • Lists. by shop. PM and Unscheduled WOs that • Property ID 
Un.c1ttldul«l are not oompleted or cancelled (all outstanding. 

• Shop apFtroved. and on· hold PM INOs). The report is 
he pful in administering shop assignments. • WO Number 
Inclu::les WO number. status. priority. type. • Request Date approval. estimated hours. requestlstatusfdue 
dates. requestor and phone number. shop. • Due Date 
property ID and name. and work order 
oommentsltasks. 

OpencaJIs - Lists Unscheduled WOS that are not completed • Property ID 
Unschlldul«l or cancelled ~II o utstandin~. QPproved. and 

• Shop on-hold Unoo eduled WOs . thiS report 
identifies work orders that need attention. • WO Number 
Inclu::les WO number. status. priority. type. 
approval. estimated hours. request/status/due • Request Date 
dates. ~esto r and phone number. shop. 
r~~rty I and name. work order comments! 

• Due Date 

Outstanding Work Lists outstanding work orders. This report • WO Number 
OrderR~ort identifies work orders that need attention. 

• Requested Date Includes WO number and type. request date. 
priority. shop. WO tasks. requestor and phone • WO Prior~y 
number. property ID and name. 

Past Due Report Lists approved WOs that are past due. The • WO Number 
summary report is sorted by shop. The report • Requested Date helps administrators determine shop 
assignments and staffing needs. • WOType 
Includes WO number and type. request! 
approval/due dates. approveweriority. 
estimated hours. lead shop. 0 tasks. 
requestor and phone number. property ID and 
name. 

Planned l/'&. Lists ~anned and unplanned work orders by No additional report 
Unp/llnntld post. is report summarizes the hours! parameters 

~rcentage of Scheduled and Preventative 
aintenance work orders oomp!lred to 

Unscheduled WOs. The report can be used to 
schedule PM to prevent equipment break 
down. 
Inclu::les WO number. date completed. regular 
and overtime work. travel. and wait hours. and 
total hours. Reported for PM and Scheduled 
WOs VS. Unscheduled WOs. 
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Shop ActJvlty Lists employee activity by shop. This report • Shop 
Report identifies emp lo~ and shop tfiroductivlty and 

• WO Type can be used to determine sta ing needs. 
Includes WO number/status. WO type/priority. • WO Number 
shop. employee 10 and name. date of work . 

• Request Date WO description. property name. regular and 
overtime hours. travel and wait hours. The • Status Date report summarizes the total work. travel. and 
waiting hours by shop. • Due Date 

• Status 

Stant»rd Task Lists standard WO tasks and the associated No additional reoport 
Listing time estimates. This rep:>rt can be is used as parameters 

reference when identirng the work needed on 
a WO or to update tas OOdes. 
Includes task description in English and the 
local language. 

Summary - , of Lists work order completion infolTTlation by No additional report 
PM&Unsched ~operty. This report can be used to schedule parameters 
HoulS M to prevent equipment break down and 

determine facility effi ciency. 
Includes the fiscal year. Rroperty 10 and name. 
unit number, equipment 10 and description. 
total number of completed PM and 
Unscheduled work orders and associated labor 
hours. 

Total Maintenance The report tists the total maintenance costs • Property 10 
8y ProptJdy (completed WOs only; for e.'lch property by 

• Equipment 10 building units. such as office units or anciUary 
structures. This rep?rt identifies property that is • Equipment Desc either costly or efficient to maintain. 
Includes fisrol year. fEroperty 10 and name. un~ 
number. equipment 0 and description. number 
of PM lind unscheduled work orders. labor. 
materials. and contractor costs of PM and 
unscheduled work orders. 

UnBCheduIed Lists aU unscheduled work orders. This report • Property 10 
WorlrOtder can be used to schedule PM to prevent 

• Shop Activity RtIpOIt equipment break down and determine facility 
effiCiency. • WO Number 
Includes shop. prior ity. requestor. work 

• Request Date order task. requestor phone. own type/ 
request date. property 10 and name. WO • Approve Date 
number. status and date. The report is 
sorted by shop and work order number. • Due Date 
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Uptime \1& Lists total time a piece of equipment is No additional report 
Downtime functional vs. in repair. and Jl ives percentages parameters 

on both totals. This rep:>rt i entifies inefficient 
e~uipment and recurring equipment problems. 
In ormation for this report is generated from the 
Work Order Equipment tab when addingf 
editing a work order. 
Includes equipment description. model. serial 
number. property 10 and name. 

Wolir 0nIBt by Lists work orders ~property 10. Tils report Tabs (Moin . Sortino. and 
property identifies property t at is either costly or Status) allow report 

efficient to maintain. parameters to be modified by 
Includes 'NO numberlstatusftype. property 10 the following; 
and nnme. request and status date. priority. • Property 10 
shop. WO tasks. requestor and phone number. 

• Shop 

• WO Number 

• Request Date 

• Status Date 

• OueOate 

• WO Type 

• Status Type 

Wolir Otdllr Lists work orders which used contractors. This • Contract # 
COntnlct COsts report identifies contract costs and can be used 

• Status Date to compare contractors' elq)enses. 
Includes WO number and type. property 10 and 
name. WO description. contmct number and 
description. contractor number and name. and 
invoice date and amount. 

Wolir Order Costs Lists WOs costs by age roy. This report • Agency 
by Agency identifies agency costs for financial planning. 

• Status Date Includes WO number. WO type and status. 'NO 
description. requestor's namE'fshop. property 
10 and name. completion date. workftravellwait 
costs. contractor and materinl costs. 

Wolir OTdtN Ubor Lists WO labor costs for a post. This report No additional report 
COsta identifies labor costs to determine how parameters 

e~ensive a property is to maint~n and to 
determine averagE' labor cost for particular 
tasks. 
Includes WO number and type. property 10 and 
name. WO description. work hours. travel 
hours. wait hours. and total hours. 

Worlc 0rdtIr LJIbor lists WO labor hours. This rerc0rt identifies No additional report 
Hours average labor cost fo r particu ar tasks and parameters 

properties. 
Includes WO number and type. property 10 and 
nnme. WO description. work hours. travel 
hours. wai t hours. and total hours. 
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Work Order Lists work orders that used a particular ~rt • Parts Description 
Materill' COsts (To providE' useful information. all matenal 

listed on a completed work order must have an 
accurate part description.) This report identifies 
average material cost for particular tasks and 
properties. 
Includes WO number and type. WO 
description. property ID and name. completion 
date, part description. quantity. unit cost. and 
extended cost. 

WorkOrdttr Lists work orders that are associated with No additional report 
Project ftrojects. when the project starts/ends. the parameters 

unds aUocated. and the bulance remaining. 
This report identifies total cost of a project and 
can be used for financial projections. 
Inclldes WO number. labor costs. material 
oosts and contractor costs. 
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4.5 Real Property Application 

4.5.1 Property 10 

Name of Col urnn Description 

PropertylD The Property 10 Number 01 the selected propert)". as sha .... n in 
the Property 10 box on the Edit Real Property Appli""tion 
dialog box. 

0 The Ovmer Type of the seleclad property from lop of the Edit 
Real Property Application dialog box. 

Property Name The name given to the WO Ilerty. as sho .... n in the Pro~rty 
Name box on the Edit Clal Property Applicotion dialog box. 

AddrtJa The ~roperty address. as shov.n in the Prop Address box on 
the dit RClaI Pr0p9rty Application dialog box. 

Agency The cabinet·lwel parent ~ncy lor the property. as sho .... n in 
the Agency box on the E It Real Proporty AppliC3tion dialog 
box. 

U"" The use 01 the property. as shown in the Property Use bac on 
the Property Tab. 

Status The sl4~s 01 the propercli' either Act.'VI1 or Rstirl1d. as sho .... n in 
the Status box on the E it Real Pro~rty AppliC3tion dialog 
box. 

RES Lists how many residential units, if any, are in the property. 

OFF Lists how many offi::e unils. if any. are in the property. 

ANC Lisls how many ancillary structures, if any, are in the property. 
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4.5.2 Standard Property Information 

o.tall Label TY~Of 
Requrement De$cription 

OwncrTypo Requir9d Identifies the ~e of interest the US Government has 
in a pro~~ ISJlgrd as a prefix to Property ID (Le. 
X. R. L. S. . an C. 
Codes: 

• X = US Government·aNned (GO). Properties 
a~uired through purchase. construction. grant 
~. ). transfer or exchange. ONned in Fee 

Imple. 

• R = Restricted Government·ov.ned (RGO). 
Applies to land and/or build inrs. which are not 
aNned in Fee Simple by the SG teo 'Cra.vn 
Lease", Use A~reemen~ etc,), If a SG building 
is on "R" land, he building is also 'R" and the 
land must be 6nked to the building ~ entering 
the PrfcJerty 10 into the Associated ot field in 
the Bu' ding Property record. 

• C = Construction work in progress (CWIP). A 
l:uildinJ v.t1ich is being constructed from the 
groun up, under the AlFBO capital program is 
considered Government-owned or Restricted 
Government·aNned, but it is not listed as 'X" or 
"Fl' until it is occ~ied by the UASG. A Property 
10 numbershoul be assignedv.nen the ground 
is broken and construction b~ins. Ov.ne rshi p. 
Type must be converted from C· to 'X" or "R ' 
",hen the property is occupied. 
An lIddiUonOl'~. NOT _ ...... _ 
"ConsttuoI/0I'I wort in~" _,.,. _ RPA anti)' I. 
cQlltDTJOd. 

• L = Long-term lease (LTL). A property for which 
the lease grants possession for 10 ormore 
~ars. Lease Start and Lease End dates must 

changed v.nen a lease renewal is executed. 
• Q = Living Ouarters Alia Nance (LOA). Applies 

to properties acquired throU~h L~'W[am 
(formerly known as "Private eas J e 
employee seeks his aNn housing an deals 
directly with the landlord. 

• S = Short·term Lease (STL). A property for 
v.nich the lease term is less than 10 years, Start 
and expiration datas must be changed when a 
lease renS' ... ·a1 is executed. 
A "'-/hal 11M indIIt"milIJ...-I optJotw wh!dJ 
oxtmd U. &.aIt 01 U. pl'GPClfy to ,." r-- or maN. 
ar.'1I Cf1IfSidDtod,., OS". r.- com lor "intIIJIinIlo" 
ahott-tam Ieuas _ d!IfIOf cIwgod to U. ClCQlP)'ing 
agmay. 
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PropertylD Required Unigue referenca number ass~ed by post to iden ti fy 
ea~ro~rl'i in Web-based 'A. Formerly was 
call BI or BidS" Property IDs, once assigned. can 
neither be reuse nor changed. 
Property IDs should be ass gned as follows: 

• Each property (lot and/or structure) that was 
separately leased, purchased. or constructed 
and is regularly used as a residence, olrice. 
warehouse, garage, etc. must hCMl a separate 
Property 10. 

• If multiple structures exist on , or may in the 
fu ture be constructed on one lot, separate 
pro~erty IDs must be assigned to the lot and 10 
eac structure (applies to oth owned and 
leased properties). 

• If multiple structu res are leased under a single 
contract or exist in a Govemment-aNned (X) or 
Restricted Government-owned (R) building, only 
one ProP'1rty 10 should be assigned and a 
residential unit record should be entered for 
each apartment. The Property Use is ''RESMLr' 
for a multiple residential unit properly. 

Since Property IDs are not automatically Pcenerated by 
the Web-based RPA pro~ram . post shou CI maintain a 
Property 10 assignment og. 

Property Name Required A definitive name. other than an address. to describe 
a specific pro~rty. Property name caMot be the 
same as the rst address line. Must be entered for all 
types of properties. When post holds severo I leases 
.... 'thlllthe same P~Sical bUildlllPc' .... tlether residentia~ 
office. or functiona . use the bui Cling name as a 
common Property Name. 

Slatus Automatic The status code indicates whether the property is 
included in post's current housing inventory (Active) . 
or if the pr~rty is not included In posfs housing 
inventory ( ir9dl. 
The default selling when aaiin~ a property record is 
Activ9. T his setting is not modi able. 
The status code should be set to Retimd when a 
woperly is sold. or a lease has been terminated. or if 
he property was entered in error. 
Once the status code is set to R9lJr9d. no further 
changes to property info rmation are allaA'9d. 

Agency Required The cabinet-lwei agency (for example: STATE). 
• Govemment-aololled Property-Identifies the 

USG organization whi:h aNns the property 
(STATE. AID. or DOD only). If X. R. C. or L are 
selected as the Ovmer Tw.then the Cabinet-
Level Agen9' entered in e property record 
must be AID or STATE. 

• Leased Property-Identifies the USG 
organization which is fundingfpaying for the 
leased property 

Only cabinet-level a~encies are valid entries for 
Agen9' of the Add 931 Propclrty Application dialog 
!:Ox. cabinet-level and detail level agencies are valid 
entries on Curr9llt and Future Occupant dialog 
boxes. 
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4.5.3 Property Details 

[)ami! Label Type of 
RoqullOmont Description 

GENERAlINFORr.tATlON 

Prop AdtSItJStI R&qulred Local street address of a grope~. Cidlj name of 
prope~ must be indud9 when I is ifferent from th9 
name of Ihe managing post Address should indud9 
number andfor lettBr of an apartment condominium, 
tov.nhouse. etc .. if applicable. Standardize addrass 
entries as Street Name. A~ No. When entered in this 
manner. post reports craa and oorted on Address 
are sOr1Qd correctly. Th9 .rst ling 0/ th9 adrk9SS 
camot b9 the St1m8 as th9 Prap9t1y Nam9. 

D16lrlct Optional Post-d9Si~a19d das::ription of sector, neighborhood 
or 8l'9a were property is located. 

YOII' Construclcd Condhional Year thai the building was constructed. Musl be 
greater than the~ 1500. Required ~ X. R. or L are 
selec\Qd as the wnor Typo. Cannot be IIIulure year. 

Righi to Convoy Conditional Checked box indicates Ihe USG holds the right to 
convey (sel~ trade. or transfer) pro~erly to another 
entity. In oome cases it m:ty mean he right to sell the 
remainin~~ars of leasehold to another entity. 
Require i R or X are selected as the 0 mer Typo. 

Const Start DatD Conditional Identifies the date that the 080 project construction 
be~an. Must be arcastorcurrent dale. Cannot be prior 
to uly 4, 1776 or ater than today's dale. 

Daf" First Acq R&quired Date when USG first OCCU~ied a flro~rtywhether ~ 
flurchase or lease. This re ers to he effective dale 0 
he lease. nolthe day Ihe agreement to lease was 

signed. Once entered for a property, ~ does not 
change. 

• 1/ X. R. or C are selected as the OViner Type, 
thIS date cannot be in the future. 

• If O. S. or L are selected as the OVllWr Type. a 
warning is given but a future date is accepted. 

• A date earlier than 71411 n6 is invalc . 
• For leased properties. date cannot be later than 

the Lease Stlrt Date. 
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LandActes Required! Total lot size re~rted in acres. Contains 0.00 by 
Condttional delEd. The de II must be amended if ProP9rtv Use 

is 'LOTlOO(' or if the Ovmer Type is X, R. or L. 
To calculate land size: 
If the lot or compound size is provided in feet: 

1 Mu ltiply the length and width to get square 
feel. 

2 Divide the square feet by 43,560 to get acres. 
If th e lot or compound size is provided in meters: 

1 Multiply the length and width to get square 
meters. 

2 Divide the square meters by 4.047 to glt acres. 
Conversion: 
1 acre = 4,047 square meters 
s~ual9 meter&i4.047 = acres 
1 edare = 2.471 acres 

Associated Lot Conditional Identifies a land record ~by its Pr~erty ID~ associated 
v.;thaspecific bJilding. f the Ian is purc ased or 
leased prior to construction of a build II1g. the Property 
10 for the land can be found in the Associated lot 
box of the building record. 
The size of the laild is entered into the Land record. 
The Pro~erty 10 for the land record must be entered 
into the ssociated Lot box if records for building 
v.tlose land records are as foliaNs: 

• A Single plot of land with more than one building 
onil 

• A plot of land on v.tlich construction is In 
progress 

• A plot of land on v.tlich a building has been 
construded 

• A plot of land v.tlich is associated v.;th a 
Restricted Gavemment-aNned foroperty (I.e .. a 
Govemment-aNned building is ocatedon land 
v.tllch is a cra .... n lease or held under a Use 
Agreement) 

Must be a uni~troperty 10 if C is selected as the 
Owner Tyra. not be entered If ProP«ty Use IS 
·lOTxxx' i. e ~ LOlVAC. LOTMP. etc.} or land size is 
not blank. 

MalntcntmCO ZDnD Optional Represents a post-designated code for grouping 
property by location or Ily any other criteria. 
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IndoI1nIto USo Condttional Indicates whether possession of a Restricted 
Govemment·aNned (R) or Long·term leased (L) 
property is for an indefinite period of time. 

• AcheckBd box indicates there is an Indefinite 
Use Period of the property. 

• An unchecked bOll indicates there is a definite 
~riod the property is to be used (for example. 
he lease has an end date). 

USObtNDalD Optional Expiration date of leasehold or use agreement lor 
Restricted Govemment·owned property (R). if 
applicable. 
See Indefinite Use if there is no expiration date. 

ProptNly Uso R9qull'$d Identifies the cate~ory of proJe~ by functional use. 
Residential prope 'esshoul re ect the category that 
the Property represents in Post's housi~entory 
based on unit net size. for example: AI: D. 
RESMID. RESEXC. 
If the property has more than one use. the ~rimary or 
weatest use of the ~roperty is specified as Pro&~ 

se. For exam~le. i one or more Hoors of a bu' ding 
are used for 0 ce s~aoo and one floor or unit is used 
as a residence. the roperty Use wolJd be OFF1OOl 
(oU/ce). 

• If the Ovmer Type is C. the Property Use 
cannot be LOTxxx. RES. OFF, or ANC. 

• Entry must be a valid Property Use code. 

• If multiple residences extt. Property Use or 
Property Use #2. must be RESMLT. 

The secondcuy use of the property should be 
specified in Property Use 112. 

Entry In FODt Optional Select this check bOll to enter the measurements in 
feet instead of meters. 
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GrossSlze Required Gross size is to be representad in &\uare feet or 
meters. These me~urementsshould represent the 
area of all floors enclosed within the normal outside 
surface of the exterior walls. In kgePin~ v.Uh the 
Department me1rification program. me ric 
measurements are preferred. If. ha.v9Ver. the local 
measurinH, system is in fae~ post may enter in feel by 
selecting e Entry in F~t check box and ~ropriate 
COnversions are made by the Web-based R 'A 
system. 

• Not Availatie when Property USQ equals 
""LOTlQO(. 

• Optional if the Owner Type is C orO. 

• Gross size may not equal Net size. unless 
Pro~m Use is ""FClWHI: (Warehouse) or 
''l!riGA • (Garage). 

• For multiple use properties. the sumof Net Size 
and Net Size #2 may not equal Gross Size. 

• Gross meters can be entered in numeric format 
up to 999999.99. Gress feet can contain up to 
seven characters, v.ith no decimals (9999999). 

NetSlm RequirQd/ Net usable area of buil:ling in square feet or meters. 
Conditional Net Size should include only us8l::ie space. In keeping 

v.ith the Department me1rification progam, metric 
measurements are preferred. HaNlMlr, ~ the local 
measurini, system is in fae~ost may enter in feet by 
selecting e Entry in Feet eck boX. ThiS disables 
the Gross Size and Net Size in meters boxes and 
enables the Gross Size and Net Size in Feet boxes. 
A~ropriate conversions are made by the Web-based 
R 'A system. 

• Not Availatie ~ Property USQ Provided is 
""LOTlQO(. 

• Optional if the Owner Type is C orO. 

• Gross Size musl be greater than Net Size (or 
Nel Size + Net Size #2 if both are entered), lor 
aMwerlies. e;:&t v.tiere Property Use is 
.. HI: or ' AR'. 

• Gross meters can be entered in numeric format 
up 10 999999.99. Gress feel can contain up to 
seven characters. v.i th no decimals (9999999). 
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ProptHfy IJsD 12 Optionall If the ~roperty has more than one use, the secondary 
Conditional use 0 the Croperty is specified as propen Use #2. 

For exam Il e, It one or more floors of a bui ingara 
used for office space and one floor or unit is used as a 
residence. Property Use would be "OFFxxx' (office). 
and Property Use If 2 .... 'Ould be 'RESXxx'" 
(residence). 

• If the Ovmer Type is C. Property Use j 2 
should be entered if property is used for more 
than one function 

• Reqwred if ~t Size -2 is greater than zero. 

• Not Available for a property which has a primary 
Property Use of "LOTxxx'·. 

• If the O .... ner Type is C, Projl9rty Use t2 cannot 
be RES. OFF. or ANC. 

• If multiple residences exit, Property U~ or 
Property Use -2. must be RESMLT 

NtltS1zs.2 Conditional Net Size t 2 is ralli ed If P~erty Use # 2 is 
entered. See Net ze above or more deta~s. 

Commcnl8 Optional This box is required to 9X~lain an entry equivalent to 
Conddional 'Othe(' is entered into a elail box. It is alsO required if 

a property is acquired by Transfer. 
It is used to main lain an~information thai RPA users 
find useful, e.g .. negotia d rent increases. description 
of the unit, or remarks regarding access or secunty. 
Located on various dialog boxes. 
Do nol chan~ ~Of the entries in the Comments 
box on the ope record if the information entered 
pertains to purchase documentation. This ~e of 
en~as made in AlFBO based on inform ion 
loca in the TitlalDeed fi les in AlF80 and must 
remain in the record. 

Posttlala Optional Button thai allows an individual post 10 define and 
Imck data needed 10 sup~ POst's Individual 
manag3ment style. See' I Data Button' on 
page 15 of Chapter 2. 
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RNANCIAL INFORr,lAn ON 

AcqMcthod Optional Method ~ which the Slate Department or AID 
acquired e property. Required if the Owner Type is 
XorR. 
Click J;;J to select the method: 

• OBO Constructed 

• Gift 
• LeaselPurchase (Lease with option to tlJy) 

• Other 
• Purchase 
• Transfer (from another Agency) 
• If~ select Oth9ror Ti"ansfsr. you must enter 

a dltional inlormation in Comments. 

AcqCost Conditional Represenls total purchase price of property, including 
closing cosls, attorney fees. and other cosls related to 
the purchase reported as 1he US dollar equivalent at 
lime 01 purchase. 

• Acquisition Cost should include land and 
bJildings it purchased together at one price. 

• If 1he land or lot was purchased and a building 
was constructed later, the land is entered into 
RPA as a s~rnte ~roperty record and its 
Acquisition tlis ed In 1he record . The 
bJilding is entered into RPA os either 
'Construction Work in Progress' or as a 
separate prope~ The property II) for the land 
record is entere into the ASsociated Lot detail 
box 01 the struclure record. 

• If Acq Me1hod is Purchase or LeaselPurchase. 
tota l cost in US dollars must be enterad. 

Contitr Cost Conditional Provides cost in US dollars of constructing faerty, 
inclUdin~ArChileCluraJ and Engineering (A cosls, 
maleria cost. and project managlment cos Is. Do not 
include land costs. v.nlch are rep-orted in an 
Associated Lot property racord TBP project 
managers assist posts an obtaining 1h1S information. 

• Must be entered in US dollars for progerties 
constructed by the US Government ( BO 
Constructed). 

• Optional. but preferred for properties acquired 
through a Transfer. 
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oare Putch Conditional Dale prope~ was purchased. If a leased property is 
purchased. t e Date First A~uired remains the same 
as in the original lease reco (the fi rst lime property 
.... as occupied by USG), and the date the~urchase 
agreement is signed becomes the Date urchased . 

• Cannot be a future date. 
• Required if Acq Method is Purchase or Leasel 

Purchase. 

• Oplional if Acq Method is Transfer. 

• Not Available for any other Acq Method. 

Tran. Agency Conditional A,aen~ tha11ransferred Govemment.() .... nedrtro~rty 
( or estrided Government-owned prope () to 
the DeJ:rtment of State under the Sings Real 
Prope Managar Program. 

• Required if Acq Method is Transfer. 

• Not Available for any other Acq Method. 

0ff1cD Occupanc:y Code Conditional A numeric code ..... tt ich describes the utilization of 
offieespace. 

• Required when either Property Use or 
Property Use #2 is an office (such as Office 
Buil!ling Annex - OFFOBX). 

• The val id codes are: 
0 - None 
1 - DOS employees and support staff only 
2 - Mixed agencies. including DOS 
3 - One agency. no DOS personnel 
4 - Mulliple agencies. no DOS personnel 

Appraisal Typo Conditional Identifies the prope~ appraisal as an informal 
estimate, or as an 0 cia! valuation prepared by a 
professional appraise. This box should be completed 
any lime an :'Ilraisal of a Govamment-aNned 
prope~ 0 b ai ned. even if no disposal action is 
comple . 

• An appraisal is required if Retir9 Type is Sa/9. 
• A second appraisal is optional. 

• Codes are: 
E- Estimate of property value 
P - Professional appraisal of property value 

AppraIsal VaJuo Conditional Estimated or appraised value of a property, expressed 
in US dollars. 
Required when an Appraisal Type is indicated. 

AppraIsal Dam Optional Month, day and year of prope~ appraisa l T ..... o 
rf~isaJsare re%!red prior to e purchase or sale of 

Real Prope . 
• Required If Retire Type is Sale 

• Required if Appraisal Type is provided. 

• Cannot be a future date. 

Pool, Ftmt:D Tennl. Optional Used to indicate whether the property indudes a 
security fllnee. tennis courts. or a s\\1mming pool. 
Clk:k on the check box to enter a check mail( if any of 
these amenities are included v.;th the property. 

• A checkQd box indicalas the facility exists with 
the property. 

• An unchecked box indicates the facility does not 
exist. 

• Pool may be selected only if the Own", TYJ» is 
X. R. or L. 
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4.5.4 Retirement Information 

Detail Label TYp9 0f 
Reqwrement Description 

RETIREMENT INFORMA nON 

RclJroDato Conditional Dale pro~rty was disposed of IhroUjh sale, exchange, 
or lease rminalion, etc. Enter actu date of retirement. 
Invalid it date entered in the future. Defaults to Lease 
Expimtion Dale or System Date, whichEMIr is earlier. 
Required for all property being r9tired. 

Ret/ro RtNlson Conditional Reason lor r9 dremen t of a property. 
Required lor all property being retired. 
Choices are as lollalos: 

Both OI9r Slaooard aoo 1-/.'rjJ Cost 
1-lif17 Cost 
OVerC()5t 

SIIPIus 
Other 

Ret/ro Typo Conditional Type 01 property disposal . 
Choices are as 10UallS: 

(NONE) 

09struction 
EffalDu/iical9 9fltry 
Re~rt to l-/()5t Goverrm9l1t 
Sale 
Lease Telminated 
Exchange 
ExprqJrl ation 

• If the Ovmer Type is L, S, or a, RetlN Type 
cannot be Sa/s. 

• If the Owner Type is X or C. Retire Type cannot be 
Lease Telmrnated. 

• Use Revert to l-/()5t GO\Gmmenl only for properties 
for Vltlich USG intersst is RGO or Property Agency 
is AID. 

SlWPrlco Conditional Amount received from sale 01 property. Enter in US 
Dollars. 

• Required if Retire Type is Sa/s. 

Retlte Comment. Conditional General information on why the property VIas retir9d. 
It is recommended that commenls be made for all retired 
§f0pernes. This information is useful when researching 

e history of a property. 
• Required if Retire Type is Exchange. Ls8S9 

Telmrnated. or Sa19. 

• If Retire Type is Exchange. enter Property 10 of 
the acquired property. 
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4.5.5 Occupant Information 

Name 0' Column Description 

Current Occupant The p~sent occupant 01 the selected pr~rty. as shov.n on the 
Current Occupnnt tab 01 the Edit ROQi entlal Unit dialog box. 

Futulfl OccuPilllt The future occupant 01 the selected pro::rty. as shaNn on the 
Futu~ Occupant tab of the Edit Re8i entlnJ Unit dialog box. 

0 The Owner Type of the selected property from the top of the 
Property ~cord. 

PropertylD The Prope[ly 10 Number 01 the selected property. from the 
Property 10 box on the top of the Property I'9cord. 

Unit The Unit 10 of the selected property. as shoVon on the Edit 
ReQidential Unit dialog box. 

Property Name The name given to the property from the Property I'9cord. 

CURRENT OR FUTURE OCCUPANT 

Namo Required Name 01 the person occupying the I'9sidonce. Name 
should be entered Last name. First name, Middle 
initial, thon any extensions Jr., capt .. etc.) for 
COrl'9ct sorting on ropo rts. 
• If you havo permissions to Post Personnel. click 
p and select the correct name. 

• If thore is no current occupant. Namestalas 
Vacant. 

QrtIdo Required Personal grade 01 Curl'9nt or Future occupant 

, 01 Occupants Required Numbor of official occupants. Include empl~o. 
plus spouse and dopendents on official trovo orders 
I'9siding full. lime at post. Comments may Indudo 
the number of degondents ros idin~away from home 
so that they can 0 considered in e net spaco 
allaNod for the employee. 

Commtlnt. Optional Type any useful information I'9garding the occupant. 

Ran" Required Rank attached to the ftgsition of an occupant as 
do finod in housi ng po icy. Position Rank is based 0 n 
Fore~n or Civil Servi:e ~de or Mili~ Rank. Soe 
6FA 700 and Housing licy for de fin ions and 
further guidance. 

o.to Occupied Required Dale the tenant moved in to the ~ro¥erty. Onto 
Occupi~ cannot be later than 0 our End Date. 
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Detalll..evcI Agt:ncy Required Detail-level agenm; of the l1arent Agency occu~ing 
a residential or 0 Ice unit. For example. JUST· EA 
or COMM·FCS. 

TWo Required Position tille of occupant (Admin Officer. Military 
Allache. etc.) 

Tour End Dato Required D~ Month. and Year that occupant ends tour of 
du . Should be latarthan Date Occupied. 
You may need to modify the Unit Available Dato at 
the top- of the dia lo~ box based on the Tour End 
Date. The Availab e Dato must indicale when the 
unit y,;11 ne..rbe awilable. 

TANDEM OCCUPANT 

NMno Cond ttional Spouse of a primi:r. occupant y,tlo is also assigned 
to post in an offeia YIOrking capacty. 
Recommended format is Last Name. First Name, 
Middle Initial 
• If you have permissions to Post Personnel. click 
III and select the correct name. 

• Agency Grade. Ran k. and Tille are also required. 

Qrtldo Conditional Personal grade ofTandem Occupanl 

Rank Conditional Rank attached to the rc:sllion of an occupant as 
defined in housing po icy. Position Rank is based on 
Fore~n or Civil Servee ~de or MiIi~ Rank. See 
6FA 700 and Housing Bey for definl ions and 
further guidance. 

Detal/lowl AgtIttCY Conditional Detail·level agenm; of the l1arent Agency OCCU~ing 
a residential or 0 Ice unit. For example. JUST· EA 
or COMM·FCS. 

TWo Conditional Position title of tandem occupant (Admin Officer. 
Mililal)' Attache. etc.) 
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4.5.6 Residential Unit Info. 

Detni I L.abaI Type of 
ReqUiretTWnt Description 

UnlIlD Required For mUlt~le unit prop'erties. indicates the apartment 
number reach Unit 
• Where no specific number is available. post may 
enter "H' for house. 
• lithe unit is a Townhouse. enter jH'. 

,8«IIooms Required Number of bedrooms in the residential unit 
(excluding those in servants' quarters). Zero 
indicates a Studio/Efficiency unit 

'Balhl'ooms Required Number of bath rooms in a residential Unit (exduding 
those in servants· auarters). Half·baths should be 
noted in the Res. nits Comments box. 

DelacIItJdRes Required Check the box to indicate that the house stands 
alone and ctles not share a common surface or wall 
with any other residential unit An apartment or 
lO .... nhousa in not a detached residence. 

Comment. Optional Comments relalin~ to the ~roperty unit can be typed 
here. Any half· bat s shou be nOted In this space. 

AwrJlabfD Date Required Date the unit is next available for occupancy. This 
must be modified when current or future oa:upants 
are assigned to the unit. 

Promo Required Represents where the residential unit falls in Post's 
housing invento~ based on net size. The Profile 
Category for eac prope~is i$ntified ~ 
comparing each property theSpaceS ndards 
Chart in 6 FAM 7:lD.2-4 according to the Post's 
Locality Code. 
For exmnple. a residential unit with a net size of 
1865 square feet in Locali~ 1 would most closely 
match, without exceeding. he maximum size 01 
1870 square feet. putting the property into category 
MID :.M. 
In Web-based RPA. the code 00 represents 
~roperties not included in Posfs HOuSina Profile. 
his inclu$s onlb $signaled housing: I:SI:MR 

RI:SDCR RI:SP R or RI:SMSG. 
A brief description 01 each coda is found on the 
option Ust Available codes are: 
00, 1:2. 1:3.1:5. 1:7. M2. M3. MS. M7, S2. S3. S5. 51 
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D«J1t:Med Required ChQck the box it the housing is for one of Ihe fiw 
Foreif Affairs A8en~ Di rectors ·· USIS. USAID. 
FCS. AS or DO . This can only be chosen if Ihe 
Resident Use is RESFCS. RESAID. or RESDAO. 

Phone Optional The phone number assgned to a residential unit. 
This number remams the same even if the 
occupants change. 

R_USfJ Required Code indication the desl~nation of each residential 
unit and cannot be modi ed once the record is 
added. 
• For single units. the code is entered by default 
and cannot be chan~ed. 1\ reDects the Properly Use 
from the Edit RGnl I'Operty Application dialog 
box. 
• For residential properties with multiple units 
(pro~ Use equals RESMLn. the code represents 
the sl's approved housing profUe aCCOrdin~ 10 Ihe 
Unit Nel Size for Ihe Post Locality Code (RE STD. 
RESMID. RESEXC). 
• For dedicatBd units. the code should be 
RESDPO. RESPAO. RESAID. RESFCS. or 
RESFAS. 

Net MtJforslNtJt Feci Required Net usatAe area of b.Jildin~ In square feet or meters. 
Net MetersNet Feet shou d inctude onty usable 
space. In keeping with the D~ment metrification 
grogram. metnc messureme are preferred. It 
a.V8Ver. the local measuring ~stem is in feet post 

may enter in feet by selecting t e Entry in Filet 
check box. This disables the Net r.!Qwrs boxes and 
enables the Net Feet boxes. 'Wpro~te 
conversions are made by the eb- ad RPA 
system. 

Location Optional Written deSCription of the location of the residence. 

Mow Out CUtrmt Condnional When a current occupant moves out and there is no 
future occupant listed click this button. The 
informalion about theculTent occupant is remowd 
from the Current Occupant tab. and is replaced 
with the .... ,ord .. Yacanr. 

Mow In Future Condilional When it is time lor the current occu~t to move out 
and the future occupanl to move in. Click Move tn 
Future. The record IS automalica lly transferred from 
Future to Current 
You need 10 modify th e Unit Available Onto allhQ 
top of the dia lO~ox based on the Tour End Date. 
ThQ Available m must indiCale .... nen the u nit will 
next be available. 

Entry In FtJct Optional Select this check box to enter the me~urements in 
feet instead of meters. 

Post DlIfa Optional Button that allows an individual post to dafine and 
lrack data needed to sup~ort Posfs individual 
management style. See " a;t Data Button' on 
page 15 01 Chapter 2. 
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4.5.7 Lease Info. 

Name of Column O$scription 

LcaAID Leas; identifica~on number. from th9 Lease" box on the Edit 
Real PropQrty Application dialog box. 

a The Ovmer Typo of the selected property from the top of lI1e 
Property I'9cord. 

PtopertylD Id9n~ficmion number of the s91ected property. ns sho .... n in 
Property 10 from the top of th9 Pro~ record. 

Property NafJlfl The name Wven to lI1e pro8e~, as sho .... n in the Property 
Nalll9 box om the top of he roperty record. 

Add,.. Address of the property ns sho'ltn in the Prop Address box on 
the Property tab. 

Agtmcy Parent agency ns listed in the Agllncy box from the top 01 the 
Property record. 

Uso Indicates the functional use of the pror.rty as shown in the 
Property Uw box on f'lil Propllrty In . 

Expln» Lists lI1e datil the loase expires. as shown in the L.oa$$ Expiro 
Date box on the LllasQ taO. 

LcaSOIl Required Unique number assigned by post for identifying 
contract or lease. 

• Raqu I/'9d if ONnership Type is "S" or 'l' 

• If O .... nership Type is 0 ', the Lease Numbe r 
cSfaulls to "Private' andean not be modified. 

The foIlO' ... ·ing format is used for Lease numbering: 

• Stale = S·(3·digit Currency Code)·OBO· 
sequen t iaI#) 

• USIA .. S·(3-digil Currency Code)·OBO· 
sequential#)·IA 

• AID = AID·(Country G90graphicCode)-LE.(2 
digit number identifying fiscal year lease 
became effective)-### 

• All other A93ncies should conform to the 
Stale format 

Forexamp:s: A[lJ.681-LE-9()'215 

Lcase SUttf Dato Required 8eginnll'lg date of lI1e current lenseterm. Lease 
Start Dale must be updated each time a lease is 
renewed. 
This date differs from Oa19 FlTSt Ac~ (Pfquifed) on 
the Property tab, which represents t e firSt time a 
property wns leased by any USG agency. and does 
nOi change y,nen a lease is reneweo. 

Loaso &pIftJ Dato Required Date the currenllease term expires. disregarding 
any renewal option. This date must be updated each 
time a lease is ren9',,-ed. 
The Qate First AC~ (Acquired) on the Property tab 
remains unchan93 

AnnualRcnt Requtred Amount of rent paid for one year as specified in 
lense. 
I! the lease specifies ~~ment in local currency. the 
Annual Rent amoun s ould be reported in the 
local currency. When the 10c41 cu rrency type has 
been selectetl. the conversion to US dollars is 
displayed to the right of Annual Rent 

Ouololn Required Currency in which rental amount is ~UOI9d in the 
lense and entered into the Annual ont box. 
I! the lease is not quotad in US dollars: ~ uses 
the selected currency to calculalethe annual rent in 
US dollars and displays it to the right of Annual 
R9nt 
See "Rate (Elf Dale)" on page 59 if you need to 
modify the exchange currency rate. 
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PlIJd In Required Currency in which the rent is paid. 
See "Modl fy Exchange Rale lnlormalion' on 
p~ 71 01 Chapter 8 if you need to modify the 
e ange currency rate. 

Post Data Optional Button that alla ... s an individual post to define and 
track data needed to sup~ POst's individual 
management style. See " t Dala Button' on 
page 1501 Chapter 2. 

Rate (E" Date) Optional Button that allallS you to keep track of what the 
exchange rate was at the lime the lease 
became effective. See 'Rate (Eft Dale), on 
page 59. 

P8ymcnl Froq: Required Identifies haN often lease payments are made. 
Payment options are: 

• Annual 

• Mon1h1y 

• Other 

• Quarterly 

• Semj.Annuai 

• Weekly 
IIlhe payment frequency is Oller, details of how the 
lease is paid must be entered into Comments. 

Rcftlrt1ncD Dato OpllonaJ This date is generaJ~ es1aIj ished as one to three 
mon1hs prior to the ene'Nal Notification Date to 
~ive the Housing Staff enough time to contact the 
andlord and exerciselhe~Otiate a rene\\aJ oft'ion or 
arrange for termi nation 0 the lease prior to he 
Renewal Notification Date. 

RDnDIIIIiJJ Notll. Dato Conditional Date by which post must notify landlord il ilwishes 
to exercise a renewal option lOr a lease. Must be 
aller Lease Start date but belore Lease Expiratbn 
Date. 
Required II it Renewal Options is 1 or more. Not 
AVailable if if Renewal Options is zero. 

II RDncwaI OptIofJII Optional Indicates the number 01 lease renEJNaI options 
specified in the lease contract. 

RDnDwaJ PerIod Conditional NumberOf~and'ormonths in each lease 
renEJNa\ op on period. 

• Required if it Renevtal Options is entered. 

• Number entered in months may not exceed 
11. 

PurchBSfl Option Optional Select the box if there is an option to purchase the 
leased property. 
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Date Conditional Identifies thelalest dale a purchase option can be 
exercised during the lease term. 

• Required if Purchase Option is selected. 

• Must be later that the Lease Start 03tQ, but 
before the Lease Expiration Date. 

PBJd In AdvtmCD Optional Any payment made beyond one ~ear 01 the annual 
lease amount due. as \\Titten in t e lease conlract. 

• Entered as yaars/months lease has been paid 
in advance. 

• Number entered in months may not exceed 
11. 

AtlVanct1 Payment Conditional Monela/y amount of payment beyond one year of 
the current lease amount due. 

• Enterlhe amount using the Adv Pay 
Currency. 

• Required if Paid in Advanco is selected. 

AthI. Payment Date Optional Dar month. and year advancs payment was made. 
No available unless an Paid in Advance is 
completed. 

Adv. Pay CurrtJllcy CondUlonal Three digit code identifying tyre 01 currency 01 
advance payment. Required i Paid in Advance is 
co mplet ea. 

LandIord/n'o Optional Local addresses or other oontact information for 
Short· Term Lease (S) or Long.. Term Lease (L) 
prope~ as determined by posl The informallon 
can Inc ude and Age nt name. address. and phone 
number. 

Phone Optional Phone number of landlord or agent for Short·Term 
Lease (5) or Long.Term Lease (L) property. 

Paying Approp Optional Accounting code that indicates the ag;lncy receiving 
the @propnation, the transfe rring agency (if any), 
the fiSCal year for which the money IS made 
available. and the m~or fund dassificalion of the 
appropriation accoun 
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ExpcndAulh Optional Accountin~ Code which identifies the source of 
funds use by an o~njzation for rental ~aymenls. 
The code for the US oS is divided as fo a .... s: 

• Characters 1-4 = Allotment-Oivides the 
apfiropriation funds ~ country code as 
de ined by the USDo . 

• Characters 5-6 = Operating AHaIJance-
Subdivides the country allotment according to 
variou~ost-relatedactivities. as defined ~ 
post. ( e ~ost m~Cide .... tlether or not 0 
subdivide t ecoun allotmenls~ The 
operating alla-vance I( is zero· lied if funds 
are dIVided directly from the country aDolment. 

Other Ctaargcs Optional Total amount of additional ex~enses associated with 
leasing a property (such as: roker fees and 
conoominlum charges). Amount should be entered 
using the currency In wh ich it is paid. 

CurrtJtlcy COdtJ Conditional Identifiescurrancy used for Oth9rCh~S. 
Required ilthere are Other Charge~. 0 erwise 
this is Not Available. 

EJtchan{JtI Rate Optional Exchan~ rate for lease payments. advance 
paymen or other charges. This is automatically 
completed basad on the rate of the selectacl 
Curroncy CodQ. The ~lied rate is from the 
curronc~ Rle in the 11 99 folder. II necessary. the 
ra te whic appears here can be modified. 

Sct:urlry DeposIt Optional Additional mo~. usually one or two months' rent 
held by landlord 0 ensure against damages by 
tenant. Enter amount in the cu rrency in which It IS 
paid. 

Sec DeposIt Date Conditional Day. month. and year security deposit ..... as paid to 
the landlord. Required if amount entered in 
Security Deposit. 

Soc Dcp06lt Currency Optional Currency in which security depa;iI is paid. 

Comment. Optional Additional helpfut information regarding the lease. 

l.ocIIl CUrrcnt:y All tomaticl The number nex1 to the Local Curren~abel lists 
Optional the Currency Code (from the Currency Ie) for the 

local currency. 
The number below the Local Currency label lists 
the exchange mte. 

• When you leave the check box blank. the 
8I(change rate is listed as US Dollars to the 
Local Currency. 

• When you select the check bOlt:. the 9ICchange 
rate is listed as Local Currency to US Dollars. 

Now Rlmt Datil Optional If there is an escalation dause in the lease. this 
indicales the date the n9'N rent becomes aclive. 
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4.5.8 Ancillary Structure 

DemU Label Type of 
RgqulremQnt Description 

SlNcturtllD Rgquir9d A Un'qU9191t9f Within a property that ioontifies the 
support slructure 01 a primary resioonce. 
warehouse. office. or housing complex. The alpha 
character can be determined by each post. 
For example: Prop 10 2)2 may use H to represent a 
Guest House. This letter could not be used again lor 
another ancillary slructure on Property 10202. but 
could be used lor Property I D 203. 

StrucfUrtl Name Rgquir9d Descriptive name given 10 the anci6ary slructure. 

Gto .. McttmllGf06S Conditional Gross size is to be represented in sq uare leat or 
Fcct meters. These measurements should represent the 

area of all floors endosed within the normal outside 
surface olthe exleriorwalls. 
In keeping with the Department mellification 
program. metric measurements are preferred If. 
ha.\'aVer, the local me~uring system is in fee~ post 
may ente r in feel bv selecting the Entry in ~t 
check box. This disables the Gross and Net Meters 
boxes and enables the Gross and Net Feet boxes. 
Appropriate coRVelSions are maoo by the RPA 
system. 

• lIot Available when Property Use equals 
LOTxxx. 

• Gross size may nol equal Net size. unless 
Property Use is FCTWHE (Warehouse) or 
xxxGAR (Garage). 

• Gross meters can be entered in numeric 
lormat up to seven characters. including a 
decimal (9999.99). Gross leet can contain 
up to ten characters. including a decimal. 

NtJt AfefersINeI FtJtJI Condhional Nel usable area 01 building in square feet ormetelS. 
Net Size should include only usable space. 
All specifics pertaining 10 Gross Meters and Gross 
Feel also apply 10 Nel Meters and Nel Feel 

~mattls CondItional This area is lor ~ descriptive or qua~fying 
inlormalion regar ing the ancillary structure. 

Entry In Foot Opllonal Select Ihis check box to enter the measurements in 
leel instead 01 meters. 

PostDllta Optional Button that allows an individ ua I post to define and 
Irack data needed to sUPp'0rt Post's individual 
management style. See Post Oata Button" on 
page 15 of Chapter 2. 
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4.5.9 Office 

DetlilLal»l Type of 
ReqUIrement Dascri pti on 

UnJtlD Required Room or suite number assigned to office space. 
Where no spe(:lfic number is available. post may 
enter H for house or TH for to .... nhouSEl. 

• AI ..... ays right justify the unit number forcoITect 
sorting on Search Screens and reports. 

• The Unit Number must be unique for that 
Proper% 10. For example: Prop 10 202 may 
use H1 represent an office in a house. This 
could not be used a~ain br another office in 
Property 10 202, bu could be used for 
Property 10 203. 

DoscrlptJon Required Descriptive name given to the office unit 
Examples: GSO olfice. Admin section 

DtUJI Lovcl Agancy Required USG agency which o~ms the property (STATE. AID. 
or DOD 0 nly). 
Leased property is identified by the USG agency 
which is lunding the lease. 

Net MottnlNtll FtIct Required Net usable area 01 building in squnre feet or meters. 
Net Size should include only usable space. 
In keeping .... ith the Department melrification 
program. metric measurements are preferred. If. 
ho ..... ever. the local measuring system is in feet. post 
may enter in feet by selecting the Entry In Feet 
check box. This disables the Gross and Net Meters 
boxes and enables the Gross and Net Feet boxas. 
Appropriate conversions are made by the Web-
based RPA system 
system. 
Net Size must be geal9r than zero. 
Total Net Size lor all Office Units must notexcged 
the Net Size of the Property. 

Entry In FcflI Optional Select this check box to en19r the measurements in 
!Qet insl9ad of meters. 

Post Data Optional Button that allo'NS an individual post to define and 
track data needed to sup~rt POst's individual 
management style. See . Post Data Bulton" on 
page 15 of Chapter2. 
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4.5.10 Reports 

Report Name De~cription Comment~ 

Dala Capturo Shoots The D3ID Capture Sha&tfl You can choose to filter the report 
report rl;.rovides delatled ~ o.vnersh-re Type. The 
prope information. II includes Ownership ype dascriptionsare: 
ill I of the availat:le detni I • GO = Government-oYaned information for each p3rticular 
~roperty. • RGO = Restricted 
his is a very I~e refc0rt that government-owned 

may take a long me 0 run and • LTL = Long-term lease print. 
• STL = Short-term lease 

• CWIP = Construction work in 
progress 

• LOA = Living quarter 
allowance 

De,Mrllng The Departing ocmnt~ You can choose to ap~ the 
Occul»nts report generales a' of Residentiat Info filter. is a1bws 

occupanls Yahose departure ~u to select the first and'or last 
date IS approaching. ur end dates. 

HousIng Profllo The HOUS~flOfil9 report You can choose to fiRer the report 
ivas rope information ~ o.Yners~ Type. The eas~upon wnership Type. II Ownership ype descriptions are: 

applicallie. it also lisls th9 • GO = Government-oYaned Annual Rent and Residenlial 
Occupant inform(ltion. • RGO = Restricted 

government-a.vned 
• LTL = Long-term lease 

• STL = Short-term lease 

• CW IP = Construction work in 
progress 

• LOA = Living quarter 
allowance 

Inllftfltory by The Inventory by Address This refto rt is created immediately 
Addro8S ret0rt lisls all propen;t a when i is selected. No fiRers can 

5e eded post. sorted be applied to limtt report data. 
address. 
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undlordby The Landlord by Prop&~ Th is reft0rt is created immediawly 
Prop"rty report lists the name. address. when i is selQCwd. No fi llQrs can 

and telephone number of the be applied to limit report data 
landlords. It also lists the basic 
property inlormation for the 
specific properties which are 
leased from the landlords. 

La." Payment The Lease Payment rellort You can choose to fil ter the data by 
displays a8 leases wilh due NeKt Payment Date or Date 
dates along .... ith the amount Range. 
due. 

Lt»stJd Property The Loa~ pro~rty report You can choose to filter the report 
lists all prore:rty at IS IQaSQd ~ o.vners~ Type. The 
wilhin a se ected post. wnership ype cSscriptions are: 

• GO c Government-o .... ned 

• RGO c Restricted 
government·owned 

• LTL c Long-term lease 

• STL c Short·term lease 

• CWIP c Conslruction work in 
progress 

• LOA c Living quarter 
allo ..... ance 

Loasos Duo to The Loa$8S Duo to Expire You can choose to filter the report 
explro report lists alllQIISed properly by Lease Expiration date. 

and gives information on lease 
start and expiration dates. 

Occupant Landlord The Occupant Landlord report This report is created immQdiately 
lists the Iilase information and when it is selQCtQd. No fillQrs can 
landlord name and actlress by be applied to lim it report data occupant name. 

omCII Property The Offic» Propor~ Book You can choose to filter the report 
Book reft0rt ~iveS cSt ai Ie properly ~ Owners~ Type. The 

in orm ion for offices at a wnership ype cSscriptions are: 
selected pOSI. • GO = Government-o .... ned 

• RGO = Restricted 
government-<1Nned 

• LTL = Long-term lease 

• STL = Short. term lease 

• CW IP = Conslruction work in 
progress 

• LOA .. Living quarter 
allo'A"J nce 
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ProptJrly Boole The Prol:{tv Book report You can choose to filter the report 
gives de . ed prope,;;% I!Y oNners~ Type. The 
Informalion at a sele d post. Ownership ype mscriptionsare: 

• GO = Government-ov.ned 
• RGO = Restricled 

government·owned 
• LTL = Long-term lease 

• STL = Short·term lease 

• CWIP = Construction work in 
progress 

• LQA ", Living quarter 
allowance 

Residential Property The Offie» ProPQ~ Book You can choose to filter th9 report 
Boole refc0rt trs mtai Ie property ~ oNners~ Type. The 

in orm ion lor residential wnership ype mscriptions are: 
properties at a salected post. • GO = Government-ov.nad 

• RGO = Restriclad 
government·owned 

• LTL = Long-term lease 

• STL = Short-lQrm lease 

• CWIP = Construction work in 
progress 

• LQA = Living quarter 
allowance 

V.~nt ReSidential The Vacant Resid9ntial Units This report is created immediately 
Units repor'J}ivas a listing of all when it is selected. No filters can 

prope without current be applied to limit report data occupants. 
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4.6 Post Personnel Application 
4.6.1 American Direct Hire Positions 

DeUlD Label Type of 
ReqwRlmllnt Description 

PERSQctJon Required This is the Department of State Bureau 01 Personnel 
official section identifier. Click the list l1rtton to select 
the right PEA secton. The section number makes up 
the seventh and eighth numbers of the Position 
Number. 

IDNumbQr RequlRld Enter a unique. th ree-di~ number in the space. This 
number is added to the sition Number as the last 3· 
6 digits. 

PosItion Automatic This 11·14 digit number comprises the Post Code of 
the Post · ... ·here the position is located (the first six 
di9its~.the PEA Section Code (the next ...... 0 digits!. 
and e Position Number (the final three-six di8its. 
The number IS added automatically as ygu ad the 
values for the Post Code, PER Section Code, and 
Position !·Iumber. 

Agency RequiRld Identifies the primary agen~ funding this position. 
Clk:k the list box to specify e agency to which the 
position is currenUy assigned. 

Post SlICtJon RequiRld Cl ick the list bel( to spaci~ the posrs section location 
for the position. This six-a~it code specifies the 
position·s section. untt. an sub-unitwithin the Posrs 
organizational structure. This detail box also sorts 
the Combined Staffing Pattem. Set up the section 
tables according to how you Vtish to rormatthe 
report. 

$ervl(» RequiRld Clk:k the arra.Y to specify the type of ~ernment 
selVica to which the position is assigned. The 
Service Types are: Fore~n Service. Civil SelVica. 
Contractor or PSC. and v i1itary. 
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Pay P/tm Required ClOt the Usl box 10 specify the proper PCJV schedule 
code lor the pOsitbn. If Ihe servi09lype is Foreign 
Service or CivO Service. lhe Pay Plan value is 
val idated are:nst Fore~n Service or Civi l Service 
classes. II ervice Co mclor. II can be arT'/ Foreign' 
Civi l pay plan. 

Class /Grado Required Clck the lisl box 10 specify a pay classification or 
gmdelevel. 

Pos Skill Codo Oplional ClOt Ihe Ust box 10 specify the skiU ~p required for 
the vaJidaled position. 'lbu must lilt his delall box if 
Service is Foreign Service or Civi l Servce. Do not 
enter a skill code for mi Iitary; no M ilitl ry skill codes 
are in PSTAB. If the position is a PIT position with 
saction number 97. only skill code 9040 will be 
accepled 

Pos Ski/lind Optional Clk:k lhe Usl box to specify 1he skill group re~uired for 
Ihe position. II the service is Foreign or Civ· . this 
detail box must be filled. II the service is MUitl~ or 
Conbactor this detail ba&: cannot be modified. I the 
position is a PIT position .... ith section number 97. 
only skill code 0040 v.ill be accepted by the syslsm. 

OfflCloJ Tit/o Required Clck the tist box 10 spe~ the official American 
position tiUe. Required if ervice is C or F: nol 
required W Service is M or P. 

Workllg Tit» Required Clck the tist box to ~Cify the offiCial WOrking Tille. 
You may also enlsr t.specific lilies in this elail 
box. 

KoyOfficlll' Optional A ched( in Ihe box in dicates thai the position is held 
by a key officer. The ~ OUicer Report lists all of the 
positions v.;lh the Key mew cheCk box selected. 

Staff PtlItlll'n /nd Optional Indicate if the position is 10 appear. Place a check in 
Ihe box lor ''Yes' and leave emply for 'tio.' The 
default selting is Yes. 

SttJff Ptl!t«n Loc Optional Type in three d~ts 10 specify the placement ollhe 
~n within e agency/section on the StaUing 

rn Report. (For example. Chi ef 01 Mission mlghl 
be in the 001 slot in 1he 00 section for Stile) . 

COI7J)>>mMt Conti 
No. 

Required Type in the complement control nllTlber assigned by 
the Department 01 Stnte. 

Auth/ UnAuth Ind Required CUck the arrow to indicate v.tlether the position is 
authorized or unauthorized. 

F / P /1/ndiCtltor Requir&d Cfick the anvN to indicate v.tlether the position is 
Full.lime. Part·time or Inlermillant 

DOS Fundmg TYfHi Required Click the list box to seled the Position funding Iype 
code for State Department positions. 

Position Typo Required Ctick the list box to specify the type 01 work schedule 
!hal the positbn has. 

PlT /ndlCll1or Optional Indicate if the position is Part time. Inlermitlenl. or 
Temporary. If 97 is !he section code for the position. 
!he gzgram displ~ PI T in this detaH box. and you 
wilt Unable to make an entry. Section cOde 98 wHI 
nol ~enerole PIT in this detail box ~n if the position 
is a IT position. 

LAngoogo Optional C tick the list box to specify the langu age re~Uired tlr 
the position. lfyouenleravalue. youmusl so enter 
values lor both the Speaking and Roading detail 
boxes. 
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Sp«Jlang Optional C6ck the arrow to specify lhe speakin~evel required 
br the position. The range is from (). 5+.11 a 
language code is entered in lhe l;)ng~e Code 
deta ~ box, Speaking and Reading mus have a 
value. 

R9tldmg Optional Click the arro.y to specify Ihe readi ng level required 
br the posi tion. The range is from (). to 5+. II a 
language code is Iyrod In the Lan?uage Code detail 
box. Reading and peaking mus haw a value. 

LongU3g9 PfPffmed Optional Indicate if the employ;e is rQg uired to speak the 
language checked in th is tist box. 

Aggncy Optional S~e~1y Ihe ~ncy.to which Ihe position. employee. 
e c. IS curren y asslgned. 

PlOject Optional Type a Project Number on any line lorwhich a 
dlslribution is specified. 

BU~8lJ Optional Specily Ihe bureau v.i thin the agency 10 which the 
position is currently assigned. 

Objtet Optional ~u may ty~ in an Object Code on any fine for 
which a distribution is specified. 

Approp Optional Specify Ihe fiscal appropriation lor the position. 

Function Optional ~e in a function code on any line br which a code 
Islri bu tion is speci fled 

AI/olmonr Optional Specify the fiscal aUotmentlor \he position. 

Org:mization Optional ~u m~ type in an 0lQMization Code on any line 
br wlli a distribution IS specified. 

Sttffin~ PDlt9rn 
Reroof, 

Optional Record any informalion on the ~OSition you want 10 
appear on the Staffing Pattern eport 

RemtJrks Optional Record any desired pertinent information. 

BtJlb/lShed Date Optional The dale thalthe position v.~ estabUshed. 

VXDt9d DIlt9 Optional The date thal the poSition was vacatad. 

Abolished Date Optional The dale Ihalthe posiMon v.~ abolished. 

Explr«J 0$ Optional The dale thai the position expired. 

Last R9vulwed DDte Optional The dale thai the poSition v.~ last officially reviewed. 

ReplOgmmmed DDte Optional The dale thal the position v.as officially reprogrammed. 

ReinStJlted DDt9 Optional The daIQ Ihal the posi~on v.as reinsliGd. 

Archived DDte Optional The dale Ihal the position v.as archived. 

Restor«J DDte OpMonal The dale Ihalthe position was restored. 
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4.6.2 American Direct Hire Employees 

Detail Label Type of 
RequlI~rJl(mt Da~cription 

Dat~ of Birth Optional Click the arrow to display a calendar 10 set the 
I:rson's data of birth. American employees must 

at least 18 years old. The program .... '11 rejed any 
year less than 171rom the current year. For 
example. in 2002, the year 1986 would be rejectad. 

$x R$quirCKI Click the arrow to seiad 'M' lor mate or 'F' lor 
female. 

Country of Birth Optional Click the tist box 10 seled the Country Code or the 
country where the person was born. 

City of Brth Optional Type in the name 01 the city where the appUcant 
..... as bom. 

StIJt~ 1 Optional Click the tist box 10 saled the name of the Stata or 
Ptovinc~ of Bi1h Province where the person was born, 

StIJt~ of L~g:zJ Optional Click the list box to saled the name 01 the state or 
R9SldlNl09 province where the Ifcrson legally resides. This 

also speci fies the 0 icial home leave destination. 

t.f:uit:J I Status Optional Click the Ust box 10 saled person's marital status. 

CouftQsy TitJo Optional Ctick the Ust box to saled the person's courtasy tiBe 
(Mr .. Miss, Mrs ., etc.) for the applicant. 

Dlplomtrtlc Tit» Optional Click the list box to saled the diplomatic t~1a of the 
person. The dIPlomatic title specifies the person's 
internationally recognized diplomatic lille. as it 
should appear on printed reports. 

Numl»rof Optional ~pe in the numberol employee's dependents. 
l)QpMc»nts ntries in this detail box are actfed automatically 

IIthen dependents are added 10 the emplOjee's 
record on the Degendents tab (see the section 
tttied ' Dependen Tab' later in th is chaptar). 

O#pMd~nts IJt Post Optional This detail box identifies the number 01 dependents 
living at post. The system generates this number 
.... hen the At Post indicator is marked In the 
Em~Y99 ~d4nts dialoll,box (see the 
sec 'on tiBed " ependents Tab later in this 
chapter). 

Typo of S.rvic9 Requil'$d Click th 9 list box 10 seled the Iype 01 service. 

Tour Optional Cl ick the arrow to select the len~h of lour and type 
of leave lor employee's tour of uty. 

t»scription Oplion()I Briefly characterize the tour. 
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T(NJuf9 Optional Click lIle list box to select the em~oyee's level of 
tenu re and type of ~POin1ment. e desiBrations 
in the list box are no aJ lo .... lld for MUitary. 'vil 
Service. or Contractor type of service positions. 

StJJffing Patt~n Optional Indicate if the ~OSition is to appear. Place a check 
Indic:Jtor in the bac: for ' es" and leave empty for "No.' The 

defaull selling is Yes. 

EmploytJ19 Status Optional Click lIle list box to select the employee's status 
category. 

• An employee may be either a Contact 
Empl~e, an Eligible Family Membe~ and 
Ov9r mplement Individual, a Part Time ' 
Interm ittent ' Temporary Employee or a 
Regular Employee. 

• Employees are assigned to their positions 
using the Add Employees function. 

• You designate an employee's Pending 
assignmen~ that is. the empl9YQ9's next 
assignmen~ in lIle Change Employee 
Information function. 

FSCNumi»r Optional Type in the FSC Number. 

SlDffin~ Pattern 
R9m1JT, 

Optional Reco rd any information on the ~osltion you .... ant to 
appear on the Staffing Pattern Report. 

Position StJJtus Required Click the list box to indicate whether the employee 
is Current or Incoming. 

POSItIOn Required Click the list box to select lIle Position Number. 
togeliler with its associated Post. Work Tide, 
Agency. and Status. 

Work Sch«lulo Required Click the list box to select lIle emp~ee's .... ,ork 
schedule. The .... 'ork schedule indi es .... tlether 
the employee is full-lime. part-time. etc. 

Pay Plan Required Ctick the list box to select the proper pay schedule 
code for the position. 

• li the Service Type is F (Foreign) orC (Civi l 
Service). lIle ~Plan value is validated 
a~ainst Foreign ervice or Civil Service 
casses. 

• II Service TY~ is P (Contractors or PSCS). it 
can be any eig n , Civ~ pay plan. 

• If the Service Type is M (Military), lIle Pay 
Plan 10llaNs military schedules. 

CltJSslGrod. Required Click the list box to select a pay classification or 
grace level. 

St9P Required Select the new step 01 the employee. 

WorkHrs Required Type in the number of hours per pa~ period the 
empl~e .... ,orks. A pay periOd is a .... o-week 
perD 

Sabry Automatic This amount is entered based on the information 
entered in the ClassIGrade and Step detai l boxes. 

Remarks Optional ~e in any helpful remarks regarding 
ployment 
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Arrival Oats Conditional Employee's actual arrival date lor the a$igrvnent. 

C»pm1UnI Dnte Conditional Employee's actual data of depar1lse from the 
assignment. 

Esrimac«i Arnv41 Date Conditional Employee's estimated arrival date for the 
assignment. 

E stlmat«i DEf)lJrtunl Conditional Emptoyee's es tim ated dale 0' departure from the 
D:lts assignment. 

Hom~ bav~ Eligibility Condilional Dale the employee is eligible for Home Leave. 
D:lt~ 

R&R EllIJiblllty Dat~ Conditional Dale the emptoyee is eUgible for R&R. 

R~turn from Absgnc~ Conditional Dale the employee returns from an absence. such 
Date ~LWOP. 

StlUt of AbsMC~ Dl1!Q CondiUonai Dale the employee begin an absence. such as R&R 

Trons/w Eligibility D:Jt~ Conditional Dale the employee is eligible to be transferred. 

AbsMce (10m Post Optional List of reasons to be absent from Post Click the list 
box to select the type. 

A SSllJnmMt C tIIlCellQd Optional A check in this box indicatas that the assignment is 
to be canceled. The default setting is No. 

Org. Cae» Optional The posVorganizaiion being charged. 

TA AlJthorization Optional The code lor 1he document authorizing 1he 
employee's next assignment. 

4.6.3 Additional Fields for American Direct Hires 

There are additional fields available for recording information about American Direct Hire 
employees. These fields are related to: 

~ Travel Messages 
~ Documents 
~ Privileges 
~ Languages, Training, Education 
~ Dependents 
~ Dependent Documents 
~ Contact Information 
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4.6.4 Local Positions 

Detail LnbQl Type of 
RequII'9ment DaGcription 

AlL POSItIOn Numb«, Optional />.rTf previous C:~ion number that may have 
been associa d w~ the position. 

Post &1c1ion Requil'9d The Posfs o .... nseclion location for the position. 
This six.digit code specifies the section. u ni~ 
and sub.unfi of the position in the Posfs 
organizational structure. Cli ck the list button to 
make a selection. 

A~ncy Required The agen~o which the position is currenUy 
assigned is identifier specifies the IlnmFul 
agency funding this position. Click the list bu on 
to make a selection. 

BuretJu Optional The bureau in the a~ncv to which ~Sition is 
current~ assigned. lick the list but n to make 
aselec on. 

Grade Requil'9d The grade for this position. Cl ick the Ust arrow to 
makS a selection. 

&1I'19S Required Series code for the position. Unless an 
exception grade code has been entered. the 
series code determines the acceptable grade for 
this Ilosition and the entered position Hlade is 
checked against these criteri a. In addi Ion. some 
series may hold more than one job tide. If the 
series holds only one job tide, the official tiDe 
becomes the same as the series tide. Click the 
list button to select the series number. 

OffiC1al Title Required Theofficialtille of the Ilosition. CUck the list 
button to make a selection. 

Workmg Title Optional Post·speclfic pasHlon title. 

Key Officer Optional A check in the box indicates that the ~Sition is 
held ~ a key officer. T he ~ Officer port lists 
all of e positions with the ey Officer check 
box selected. 

Grode Excllption Optional The exception grade code. llthe~Silion is 
assigned a ~ae inconsistent w' h the grades 
permissilje r the series. you must type in an 
exception grade code as a tv.'O-digil number. 
Click the list button to make a selection. 

Staffing Patt9rn Loc Optional The placement of the position in the agency/ 
section on the Staffing Pattern Report. (For 
example. Chief of Mission mitt be in the 001 
slot in the 00 section for State . 

Complement Conti No Optional The complement control number assigned by 
the Department of State. 

Software Assessment 101 USAID 



Dotaill4be1 TY()e of 
Roqul~ment Description 

OirtICVPSCIPSA Roquired Identification of the position as Direct Hire. 
Personna I Se~ces Contract. or Personnel 
SelVice Agreement. Click the list nrrON to make 
a selection. 

FPllndlcmor RequiNd Indicates full time. part time, or intermittent 
status of !he posiion. CHck the list arraN to 
make a selection. 

SUPMIiSO{lc 
f,bnageri Cod. 

Required Superviso~ status of the position. CUck !he list 
arroN t9 sa ect Supervisory. Managerial. or floll-
supelVsory. 

SensitIVIty Codg Optional L8V9I of sQnsilivily of !he position. Click Ihe tist 
arraN to select COnfidentIal. LOU. or 
Unclassified. 

DOS Funding TYI» Option41 Funding ~pe for Slate Departrnen::R0Sitions. 
Click the sl t:utton to make a sele ion. 

AppropnatJon Opional Fiscal a ppropria tion for th e posi tion . 

AI/otmont Opaonal Fiscat allotment for !he posilion. 

Staff Pnt Ind Optional Indicates iftheposilion is to apJ:aron!he 
Stnffing Pattern report Check box tor 'Yes" 
and leave empty tor 'No.' The dafaull is "YflIf. 

Project Optional A project number that specifies a distribution 01 
resou rces for !he position. 

Objoct Optional An object code !hat s~cifies a distribution of 
resources for !he posItion. 

Function Optional A function code thai s~ecifiQS a dislritlJlion of 
resou rces for Ihe posi . on. 

OrgtJntztl1Jon Optional Type an organization code that specifies a 
dIstribution of resources lor the position. 

Pwcent Conditional The percent 01 the eamin~S 01 an empl~e 
OCCUPYin~ IIli~osition to e dislrib.ltBd !he 
account esc' ed on !his position accounting 
record. Required if other position accounting 
boxes hold data. Type a number with 1\\'0 
decimal places. The total of all entered 
percentages must be 100. 

Eng5sh ProfICiency Optional Click !he list box to ~pe In a recommended 
proficiency level in nglish for the position. 

Education Optional Click !he list box to type in a recommended 
education level for the position. 

~S8 Hours In ~lbrk RequiNd Type in !he number of hours perwaek required 
Wo. Dr the posItion. 

Rof«'Qnco OocumQfJt Optional Type in a number that idantifias .... 'Ork processing 
No. documents. 

St3ffi~ Pnttorn 
Rotm~ s 

Optional Record any information on !he position you want 
to appear on the Staffing Pattern Report. 

RQrmrks Optional Record any d;sired PQrtinenl informaiion. 

Elfoctivo O:1ro Optional Usa the calendar to select !he date in .... tlich the 
specified action is to become affective. 
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CIDSSlfilld Datil Required The date thallhe position is officially classified. 

Estab5sh«J Dl$ Optional The date lhat the position is officially 
established. 

Abolished Datil Optional The datelhat the position is officially 
abolished. 

Archi lllld Oats Optional The date lhat the position is archived into the 
Post"s records. 

Expmltion Datil Optional The date Ihatthe position is to expire. 

Last RWIIA'Illd Datil Optional The date Ihatlhe position was tast offiCIally 
reviS' ... -ed. 

RClinsmtlld Dl11ll Optional The dale Ihallhe position is rell\Slaled. 

RfJPTO!JrtJmmod Oatil Optional The date 1hat the ~ilion is reprogrammed 
with the posilion·s official wties and 
requiremenls. 

Rl1qlUIS tlld Datil Optional The date Ihatlhe position is requested at Post. 

RostOfQd Datil Optional The date Ihat the position is olficially restored. 
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4,6,5 Local Employees 

Oetnil Lllbol Typo of 
RoqulJ'emont D~cription 

EmpJoyPo Numb IN Autolrultic This number is automatically ganerated 

LISting Namo R9qUiNd Type in the applicanls number as il would appear 
on reports and SF50/JF62S. 

Full Nllmo Optional The employee or employee applicant's complete 
nQ/TIe. 

SUmamo Optional The employee or employee appticanfs famUy 
name. 

S9x Optional The emplQYee or employee agplicanfs gender. 
Click the sex arrow 10 selecl he gender. 

DOB Optional The emplQYge or em plovee applicant's data of birth. 
Click the DOB arrow to select the dam. 

f,fllritlll Status Optional The em81°vee or employee applicant's marital 
stalUS. ick the list button to make a selection. 

CoumsyTiUo Optional The empl~ee or employee a~ficanfs courtasy 
title (Mr., iss. Mrs .. etc.). Clic the list Wtton to 
make a selection. 

Appomtmont Ty~ AUtomatic Codes are 'L' for Umited 'T for Temporary or "I' 
for Indefinite. 

CltyofBlI'th Optional The nQ/TIe of the city in .... tlich th e employee or 
employee appllcanl ..... as born . 

Country of Birth Optional The name 01 the country in .... tlich the elllPloyee or 
employee aprclicant was born. Click the liSt button 
to make a S9 ection. 

CIUZMshlP Optional The country code 01 the empl~ee or employee 
applicant present cUizenship. ick the lisl button to 
make a selection. The IaI9st dtiZenshiwraNn in 
item 1401 form 01=-174 is to be used. en the 
screen is redisplayed. the country name is shaNn il 
a code has been added. 

CltlzlNIshlP of Birth Optional The country 01 the empl~e or e~loyee 
appUcanfs citizenship at e time 0 birth. Click the 
list button to make a selection. 

SSN Optional The employee's sodal security number (example: 
This bac is re~Uired on~ if the 

e!TlPloyee is §ermanent U. . rllSiden (see 
'Permanent U .. Rasidenr below). 

Allen Num!»r Optional The employee or empl~e applicanfs aiien 
number. Re5uired only i the em playae is a 
~ermanent .5. raseent (see 'Permanent U.S. 

esidenl' bela,\'). Leave this bOll empty ilthe 
employee is not a permanent resident 

f'Qtmllnont R9Sident Optional Indicates if Ihe ~elSon is a g:manent resident 
Alliin alien. Place a c eck in the lo r "Yes' and leave 

empty for "No.' The defaull is No. 

No. of (NptNldents Optional The number of dependents associated with the 
employee. 

TCN Optional Indicates if the person is a ThirdCounlry Nalional. 
Place a check in the box lor 'yes' and leave empty 
lor "no." The default is No. 

Country of Of/gm Conditional Country of Ori9jn lor Third Country Nationals. 
Re~uired only if the TCN indicator is marked. Click 
the ist button to select the propercounlry of origin. 

Ta Exemptions Optional Indicates the number 01 tax examplions daimed by 
a permanent resident ali9n. 
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FSCNumbtlf Optional The PCf1Toli office 10 number. 

RltnmMt Ctx» Optional The reti rement plan that ~es to the emrlCl)'ge. 
Click the Relirem&nt Co arraN to selec the 
plan. 

LOCtIIPlan Optional The name of the local retirement plan the 
employee uses. Click the lis! button to make a 
selecllon. 

AnnUitant Optional The annuitant. Click th e Hst button to make 4 
selection. 

tJ Duty Status Optional Indicates the employee5 cumlnt duty status. Ctick 
the list button and select the correct category. 

tJ PDY Status Optional Inclicates ilthe employee remains on pay stalus in 
the cument duty status. Place a check in the box 
for '~s' and leave empty for "No.' 

Staffi'lg Pattgm Ind Optional Indicates if the ~OSilion is to appear on the Staffing 
Pattem report lace a check in the box for ''Yes' 
and leave empty for "No.' The default is No. 

OffiCII St,.t AcJdrQss Optional The street ad::lress of the office v.tlere the 
employee works. 

StaffinYcs Pattgm 
RtNTUU 

Optional Taxi box to record any desired pertinent 
information. 

Work W""k Optional The number of hoUlS of the employee's basic 
workNeek. 

Gradg Optional The employee's grade. 

AppropmtJon Optionat The fiscal appropria tion for the pos lion. 

COmPMSDtJon Plan Required The employee's compensation plan number. Click 
the list button to mak.9 a selection. 

St9p Required The emplO/ee's $lee in a pay grade. Click the Step 
arrow to make a se ection. 

L «lVQ Pltul Optional The employee's leave plan. Ctick the Loaw Plan 
arrow to make a selection. 

Ratio of Dmu/t Optional The number of units of local currency reqUlT9d to 
Cutr«lCyto US Dollar equal one U.S. dollar. 

Bas/cRatg AUtomatic Entered automatically by the system alter the 
compensalion plan is chosen. 

Flingf) &ngfits AUtomalic Entered automatically by Ihe system alter the 
compensation plan is chosen. 

Ad,'Ustgd BaSIC Rtllg AUtomatic Entered automatically by the system alter the 
compensation plan is chosen. 

Contract Numlxlr Required The contract number. 

AuthofltyCDb!g R9qui~ The authorization cable number. 

A Dotm«Jt Optional SpeCifies the fiscal allotment lor the posilbn. 

Pro;«t Optional ~ecifieS the project code to v.tlich funds are 
lolled. 

Objgct Optional Specifies v.tllch services are being paid for. 

FunctIOn Optional The function coda for the position. 

OrganIZation Optional S~eCifieS v.tlich post/organization is being 
c arged. 

R tlfTJa tics Optional Taxi box for pertinent remarks regarding the 
pos~ion. 
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H;~ Dat. Optional The employee's date 01 hire, 

Entry on Duty Dtltll Optional The em ployee's date of entering on duty, 

Eligiboity Datil Optional The employee's date of eligibility for baing 
aCCQp\Qd into the retirement plan, 

WGI DUll Dtltll Optional The date that lhe employee's WGI is due, 

SlIrvic. Comp LlIlJVII 
Dmll 

Optional The em~oyee's date of enlly on Servk:e 
Compre ensive Leave, 

Sorvico Comp 
Sovomnco Dtlto 

Optional The date that the employee terminales "e Service 
Comprehensive Leave, 

EvalOOllon Ow Datil Optional The date thallhe employee's evaluation is due 

AppliClJnt Final 
Socurity Dtlto 

Optional The date thal llle applicant receives a security 
clearance, 

Securtty CgrtJfiCtJtJon 
Dme 

Optional The employee's date of security certification, 

Socurity UpdtJto Dato Optional The date thal lhe employee's securi ty 
classification was updated, 

M«ilc3J RII~/ts Date Optional The dale thallhe employee officially received 
results from his or her medical exam, 

"'«ilcal Update Date Optional The date thal llle employee received his or her 
medical update, 

APP Expir~ Datil Optional The date thallhe employee's APP expires, 

Prior Appt Exp, Dtlto Optional The, date thal the employee's prior appointment 
expires, 

RlIt/l'ement Dme Optional The employee's date of retirement. 

End PfObmion DlltB Optional The date thalthe employee's probation period 
ends, 

End Suspension Dme Optional The date Ihatllle employee's period of suspension 
ends, 

CI1t~ry indICator Optional Indicates the employee category, Uses only an 
aI pM-numeric character, 

4.6.6 Additional Fields for Local Employees 

There are additional fields available for recording information about Local employees. These 
fields are related to: 

~ Documents 
~ Languages, Training, Education 
~ Contact Information 
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4.6.7 Nature of Action Codes 

NOACs are used for all personnel actions generated by the Post Personnel system for local 
employees. The following is a list ofNOACs the system supports. 

NOAC Description NOAC Description 

P02 Change Number of 
O&pendents 

001 Cancellation 

002 COl19Ction 130 Transfer 

292 Retum to Duty 3()0 Retirement· Mandatory 

301 Retirement· Disability 302 Retirement· Voluntruy 

304 Retirement· I UA 312 Resignation· ILIA 

317 Resignation 330 Removal 

350 O&ath 352 T 9tlT\Inati on • 
Appointment in Agency 

353 Termination· Mil 354 Termination· Dieability 

355 Termination· Exp of Appt 356 T9tIT\ination • 
Involuntary 

357 Termination 386 Discharge 

450 Suspqnsion • NTE 452 Suspension • Indefinite 

4{lq LWOP NTE Loave Without 
PayNTE 

472 Ful10ugh • NTE 

473 Furlough. l.tlL 702 Promotion 

713 Change to LOVier Grade 721 Reassignment 

730 DetnilNTE 731 Ext of Detail NTE 

732 Termination 01 DetaU 736 Grant GRD RET 

737 Frozen GmdeJSTEP 750 Continuance NTE 

760 Extension of Appointment 
NTE 

772 Ext of Furlough NTE 

773 Ext of LWOP NTE 780 Name Chang& Form 

781 Change In Work Schedule 782 Change In Hours 

790 RealignmlHlt 792 Change in Duty Station 

800 Change in Data Element 686 Term of Grade 
Retention 

Software Assessment 107 USAID 


	000
	001
	011
	021
	31
	041
	051
	061
	071
	081
	091
	101



