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This desk reference is designed for quick access to the step-by-step processes for creating and using records within the Facility Management Software System. The FMSS has standardized practices to support a national database and ensure consistency of reporting and usage across 400+ park units. To gain an understanding of the NPS business practices and theory behind them, refer to the Operations and Maintenance: Facility Management Software System Student Manual. 
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[bookmark: _Toc357676601][bookmark: _Toc240434767]The Asset Priority Index (API)
The API is a balanced scorecard approach that allows park managers and decision-makers to compare the relative importance of facilities in relation to one another. This metric, in conjunction with other asset management considerations, can be used to create an overall asset management strategy. Parks faced with budget cuts and shrinking resources may use this metric as a compelling data-driven case for reducing maintenance to one facility type where similar facilities exist. Similarly, it may indicate where assets could be targeted for disposition during long-range planning, as well as project funding priorities.















The API uses a 100-point scale and is based upon four criteria: resource preservation (natural and cultural), visitor use, park operations, and substitutability. A web-based questionnaire assists an interdisciplinary team of park personnel to determine API values. The following pages contain the specific criteria used.

Each criterion should be evaluated against an individual asset starting from the lowest to highest to determine the level that most accurately defines that asset.

Interpretive media assets are unique since they are located within or along other built assets; their score will be the same as the host asset. In the case of a theme-based interpretive media asset whose component waysides are located along a number of host assets, the API will be determined by the host asset with the highest API.

[bookmark: _Toc357676602][bookmark: _Toc240434768]General Guidance
The Asset Priority Index (API) is a measure of an asset’s importance to the missions of both the National Park Service and the park in which it resides. It measures how closely each of a park’s assets is aligned to these missions. Determining this score helps parks decide which assets should be retained and at what level they should be maintained. Considering that the API measures an asset's degree of alignment to the NPS mission, if parks inflate APIs they are actually working against the NPS mission. 
Park planning documents should be used to provide reference for rating assets. Recommended documents include:
Park Enabling Legislation
List of Classified Structures (LCS)
Cultural Landscape Report
General Management Plans (GMP)
Federal Real Property (FRP)
Concession and Leasing Contracts
Natural Resource Plans
Visitation Statistics
Foundation Documents and Business Plans
National Register Nomination

The API is, in its simplest form, a prioritization method for each park. When there is not enough time or resources to preserve or maintain everything, prioritizing ensures that the most valuable objects continue to exist while less valuable objects are let go. Since the API is a comparison of relative priorities within a park, it serves as a valuable park management tool.

Because API is a park management tool, determining the API score should be a joint management decision that involves all divisions in the park. Since there is no way to remove all subjectivity, the management team is responsible for setting consistent interpretations of the criteria in line with the definitions and using them throughout the rating of all assets. This should be done with the intent of aligning assets to the mission as consistently as possible and having a spread of priority within each asset type. Checklists and examples for each asset type have been avoided since there is no way we can identify all examples; rather, the API criteria have been developed to help parks make more analytical decisions based on local conditions and API examples.

Question 1a – Natural Resource Preservation
Fundamentally, the built (or constructed) assets in a park indirectly contribute to the preservation and protection of natural resource processes and systems from degradation by guiding appropriate public enjoyment of the resource. However, most assets, whether buildings, utility systems, developed campgrounds, or roads and parking areas, will receive a natural resource preservation score of None, because most assets do not have a direct positive impact on a natural resource.

For those assets that do have a positive impact on natural resource preservation, such as boardwalks, the most important distinction between Low, Medium, and High is the type of natural resource that is protected. For example, assets that rate Low have a positive impact on natural resources that are not unique, endangered, or rare. Assets with a score of Medium, on the other hand, have a positive impact on state-listed protected species or rare natural resources. Finally, scores of High have a positive impact on Federal Threatened and Endangered (T&E) Species or species identified in a park’s enabling legislation.

	None 
	Definition
	The asset has no positive impact on a natural resource. 

	
	Examples
	Most buildings.
Most utility systems.
Developed campgrounds.
Most roads and parking areas.

	Low
	Definition
	The asset has minimal positive impact on a natural resource. 

	
	Examples
	Sewage collection systems or disposal systems (e.g., septic tanks and leach fields) that are not adjacent to surface water or wetlands.
Toilet facilities located where resources are not at risk of significant damage or pollution from human waste (e.g., not near surface water).
Roadside parking areas that prevent erosion and adverse impact to non-unique, endangered, or rare natural resources alongside the road.
Marinas that prevent erosion and adverse impact to non-unique, endangered, or rare natural resources alongside the shoreline.
Trails that prevent social trailing and the resulting adverse impact to non-unique, endangered, or rare natural resources.
Hazardous materials storage facilities.
Primitive campgrounds located in areas that minimize impact on non-unique, endangered, or rare natural resources.
Park roads or trail bridges over water courses or wetlands, without which the structures would suffer resource degradation.
Resource monitoring and measuring facilities (e.g., weather or air quality stations) and facilities/assets that support resource monitoring and measuring (e.g., utilities, roads, trails, etc.).

	Medium 
	Definition
	The asset is used for restoration of state-listed species or rare natural resource. 

OR

The asset has significant positive impact on at least one of the following:
State-listed protected species.
Rare natural resources (that, if degraded, would require extensive restoration and recovery efforts).
Natural resources identified in foundational documents (e.g., enabling legislation, GMP, RMP, etc.) whose protection is directly tied to the park mission.

	
	Examples
	Toilet facilities and sewage systems near surface water or other sensitive resources, such as karst formations, which could otherwise be contaminated by human waste.
Toilet facilities located near the entrance to a cave, which is home to a state endangered bat species, whose purpose is to reduce incidents of human waste deposition in the cave, where it is extremely slow to biodegrade.
Hardened trails, boardwalks, or bridges over state-protected or rare natural resources.
Wastewater collection or treatment systems where system failure or accidental discharge could enter surface water or sole-source aquifer.
Trails, trail bridges, or primitive campgrounds that limit resource damage to state-protected or rare natural resources.

	High
	Definition
	The asset has significant positive impact on at least one of the
following:
Federal Threatened and Endangered (T&E) Species.
Species identified in park's enabling legislation.
Other resources specifically identified in legislation (e.g., Wild and Scenic River).

	
	Examples
	Trails and boardwalks that carry visitors through a fragile ecosystem with minimal impacts on natural resources that are T&E species, identified in the park’s enabling legislation, or identified in other legislation.
Wastewater collection or treatment systems where accidental discharge could enter a designated Wild and Scenic River.
Greenhouses used to propagate T&E species.
Protective enclosures for T&E species reintroduction.
Toilet facilities located near the entrance to a cave, cited in the park’s enabling legislation, intended to reduce incidents of human waste deposition in the cave, where it is extremely slow to biodegrade.
Bear-proof refuse transfer stations that are located in prime habitat for grizzly bears, where they are a listed T&E species.
Trails and trail bridges that limit access to T&E habitats.



Question 1b – Cultural Resource Preservation
By their nature, cultural resources generally are built or manmade assets that require some form of maintenance or attention to preserve them in perpetuity. This makes it more likely that cultural resources will often receive some type of Low, Medium, or High score in the Asset Priority Index. As with natural resource preservation, the most important distinction between Low, Medium, and High is the type of cultural resource to be protected. Use the LCS and National Register Nominations for confirmation of National Register significance.

Although you should refer to the specific definition for each, in general:
Low applies to an asset that is primarily of state or local significance but is incompatible with the park’s legislated significance.
Medium applies to an asset that is of state or local significance and compatible with the park’s legislated significance.
High applies to an asset that is a key component of a National Historic Landmark District or has been declared a National Historic Landmark itself.

	None 
	Definition
	The asset has no relationship to cultural resource preservation and is FRP Historic Factor 6.


	
	Examples
	Non-historic assets with no cultural value. 

	Low
	Definition
	The asset meets at least one of the following criteria:
The asset does not meet the National Register criteria, but a decision has been reached through a park planning process to manage the asset as a cultural resource.
The asset has a state or local level of significance and meets the National Register criteria, but is incompatible with the park’s legislated significance or with the park’s management objectives for fundamental resources.
The asset has a state or local level of significance and meets the National Register criteria, but has no continuing use or potential use, based on its design or location.
The asset limits the impacts of visitor use on a cultural resource where impacts could cause limited degradation.
FRP Historic Factor 4 or 5.

	
	Examples
	State or locally significant backcountry comfort station that lacks a feasible water supply and therefore has no continuing or potential use.
Rock-edged trails/paved sidewalks that limit access through sensitive cultural landscapes.
State or locally significant lighthouse that is being inundated by sea-level rise and therefore has no continuing or potential use.

	Medium 
	Definition
	The asset meets all of the following criteria:
The asset is of state or local significance and meets the National Register criteria individually or as a contributing feature of a site or district, and
The asset is compatible with the park's legislated significance, and
The asset has a continuing or potential use based on its design and location.

OR

The asset meets at least one of the following criteria:
The asset limits the impacts of visitor use on a cultural resource, where impacts could cause major degradation.
FRP Historic Factor 2 or 3.

	
	Examples
	Administrative structures and grounds of a Mission 66 historic district with state significance.
A homesteader’s orchard with local significance that is compatible with the park’s legislated significance and has continuing use.
An asset that limits the impact of visitor use on a cultural resource, such as a boardwalk across a fragile archeological site.
Tour road in a battlefield.

	High
	Definition
	The asset meets at least one of the following criteria:
The asset's preservation is specifically legislated.
The asset is key to the park’s legislated cultural significance.
The asset is nationally significant and meets the National Register criteria.
The asset has been declared a National Historic Landmark.
The asset is a contributing feature to a National Historic Landmark District or a nationally significant National Register site or district.
The asset is a fundamental resource specified in the park’s foundation document or park plans.
The asset is a prehistoric asset.
The asset directly protects a cultural resource.
FRP Historic Factor 1.

	
	Examples
	The Trail of Tears National Historic Trail.
Historic National Cemetery.
Meridian Hill Park, a National Historic Landmark.
A historic building or structure that is nationally significant, such as the Old Court House, Jefferson National Expansion Memorial, or Chesapeake and Ohio Canal System.
The Baggage Building within Ellis Island Historic District.
A prehistoric ruin or structure, such as a cliff dwelling, earth lodge, or temple mound.
An asset that directly protects cultural resources, such as a stand-alone museum collections storage building.
A preservation structure over or surrounding a nationally significant cultural resource.
Railroad turntable that is a fundamental resource identified in a park plan.
Historic Locomotive/Ship.



Question 2 – Visitor Use
This criterion takes into account the NPS's responsibility to its visitors. It examines whether an asset contributes to visitor accessibility, understanding, and enjoyment as measured by the potential number of visitors who may use the asset.

Ratings for visitor use are based on the estimated number of annual visitors using a particular asset, identified as a percentage of annual visitation or by locality type and therefore its potential for visitor use. This is an imprecise measure, as few parks have accurate counts of visitor use by asset, and it can be misused. Recall, however, that the purpose of the API criteria is to allow the park management team to determine which assets, in a budget-constrained situation, are more important for operations and maintenance. Assets that support visitor use areas such as electrical system or wastewater should be considered to have the same visitor use as the assets they support.

None: 0%, not accessible to the visitor
Low: < 39% of annual visitation
Medium: 40 – 74% of annual visitation
High: 75 – 100% of annual visitation

Since this approach of estimated percent of annual visitors using an asset relies on perception, it may be beneficial to think of assets and the location they are in. For example, a large park with concession operations and visitor centers in one area may think that all assets in this area are estimated as high; however, it is not always the case. Visitor utilization is the focus of this criterion.

	None 
	Definition
	The asset is not expected to be used by park visitors.

	
	Examples
	Service roads to maintenance facilities.
Any facilities behind locked gates or signed to keep visitors out.
Employee housing areas.

	Low
	Definition
	The asset meets at least one of the following criteria:
The asset is used by approximately 1–39% of a park's annual visitors.
Asset is located in an area that accommodates drive experiences along roads (usually unpaved) that provide a sense of being in a remote area.
Asset is located in a more primitive area that requires visitors to exert relatively high levels of time and energy to access them (fewer "customer touch points").
Asset not in high-use area that delivers orientation, safety, or regulatory information about the park, or houses maintenance functions that improve the visitor experience.

	
	Examples
	Remote areas, paved or unpaved roads, parking areas, and trails.
Primitive toilets and campsites in the backcountry.
Backcountry offices, visitor contact stations, or ranger cabins that offer limited services to visitors.
Marina for permanent docking.

	Medium 
	Definition
	The asset meets at least one of the following criteria:
The asset is used by approximately 40–74% of a park's annual visitors.
Asset is in an area with major development, but focus is on visitor experience along a road, usually paved, or allows visitors to travel between major development areas.
Asset is near developed areas and/or is located in a natural or cultural landscape area that allows visitors to feel distant from assets that provide comfort and convenience.
Asset is part of infrastructure that supports the visitors' experience and enjoyment in developed or visitor use areas.

	
	Examples
	Likely secondary trails, secondary roads, and parking areas.
Small groupings of campsites/picnic areas used by approximately 40–74% of annual visitors to the park.
Water and wastewater systems in day-use-only visitor use areas with approximately 40–74% annual visitation.
Alternative energy, telecommunication (phone/radio/IT), or other utility systems that support approximately 40–74% visitor use.
Multi-use marina for day-use sailing and permanent docking.
Structure for overnight visitor use in a cabin camp.
Landscape for First Amendment activities.
Canal, trolley, or railroad transit system.
The fishing pier at Gateway National Recreation Area.

	High
	Definition
	The asset meets at least one of the following criteria:
The asset is used by approximately 75–100% of a park's annual visitors.
Asset directly supports or is utilized by visitors located within a major visitor servicing area.
Asset is located in a natural and/or cultural area with many people, where visitors can see, smell, and touch park resources.

	
	Examples
	Visitor centers, contact stations, comfort stations, lodges, stores, and restaurants in high-visitation areas.
Roads, parking areas, trails, and boardwalks providing access to primary points of interest.
Highway assets in a parkway.
Presidential houses in National Historic Parks.
Education centers, amphitheaters, and museums with visitations at approximately 75% and above of park's annual visitors.
Water and wastewater systems in major day-use and overnight visitor servicing areas.
Athletic fields/playgrounds for public use in an urban park.
Canal, trolley, or railroad system that provides an interpretive experience.
Maintained beach with high visitor use.



Question 3 – Park Support
Park support ratings are based on the degree to which an asset supports employees, both in doing their jobs and in providing benefits to them. Therefore, in general, Low applies to an asset that plays only a minor role in park operations. Medium applies to an asset that is not “required” but is important for the effectiveness of the park, concessions operations, or park partners. High applies to an asset that is used year-round by park employees, concessioners, or park partners in the support of their duties.

NOTE: “Operations” here is referring to park functions, and not to the work type Facility
Operations (FO).

	None 
	Definition
	The asset has no function of providing support to park operations, employees, concessionaires, or park partners.

	
	Examples
	A historic asset without adaptive use (not used as housing or offices).
A ruin or maintained archeological site.
Assets used as interpretive displays.
Park housing units that are not identified in the park Housing Management Plan.

	Low
	Definition
	The asset meets at least one of the following criteria:
The asset plays only a minor role in park operations.
The asset is specifically designed to promote recreation for and welfare of park employees, concessioners, or park partners.

	
	Examples
	Storage buildings whose use is incidental to a concession or park partner's core operations.
Service roads that are used seasonally or infrequently by park employees, concessionaires, or park partners.
Maintained landscapes around housing areas and administrative buildings.
Storage facilities.
Exercise trails in and around worker-concentrated areas that enhance the employees' well-being.
Maintained landscapes such as playgrounds or sports fields used by park employees, concessionaires, or park partners.
Concession-run store or restaurant.

	Medium 
	Definition
	The asset meets at least one of the following criteria:
The asset is not “required” but is important for the effectiveness of the park, concessions operations, or park partners.
The asset is “Permitted” Housing as identified in the park Housing Management Plan.
The asset is used less than full time by employees, concessionaires, or park partners in the support of their duties.

	
	Examples
	Service roads and parking areas that connect operational assets (e.g., administrative buildings, maintenance buildings, housing).
Administrative roads, parking areas, and trails that support park operations and/or support Search and Rescue (SAR) operations.
Fee collection stations at campgrounds and marinas.
Housing supporting environmental education programs, resource programs, or short-term projects where the program would not be feasible without housing.
“Permitted” park housing.
Backcountry ranger stations (if not “required” housing and open seasonally).
Provided facilities specifically used for organized coursework intended to improve the skills and abilities of the staff (e.g., park training facilities).

	High
	Definition
	The asset meets at least one of the following criteria:
The asset is used year-round by park employees, concessionaires, or park partners in the support of their duties.
The asset provides required housing.
The asset directly supports park safety, security, or emergency responses.
The asset is a primary fee collection source for a park unit.
The asset provides for the education of park employee’s, concessioner’s, or park partners’ children and/or is a childcare facility.

	
	Examples
	Roads that are identified in the park's Emergency Response Plan.
All utilities that service multiple locations (e.g., electrical, water, wastewater treatment, phone, radio, IT).
Administrative offices, operational offices, maintenance shops, sign shops, equipment repair shops, vehicle fuel stations, and motor vehicle servicing shops.
Required housing identified in the park’s Housing Management Plan or housing that is required by contract or agreement.
Medical facilities, including laboratories.
Emergency Operations assets such as fire brigades, ranger stations, holding facilities, and heliports.
Schools and childcare buildings for children of park employees, concessionaires, or park partners.
Fee collection booths that are a primary entry contact point.



Question 4 – Asset Substitutability
The final consideration when establishing an API for an asset is the impact on the park and its mission if the asset were no longer available. This measure, called substitutability, considers the uniqueness of the asset’s purpose or the impact if the asset were lost or destroyed. Note that purpose is the key metric when determining substitutability, rather than the uniqueness of the object itself. This is an important difference because unique assets, while important, may house purposes that can be relocated or may be better housed in another asset.

	Substitute has “Low/No Impact”
	Definition
	An alternative asset exists to fulfill the requirement or purpose of this asset, and the impact or cost of that "substitute," in terms of the core mission—resource preservation, visitor experience, and/or park support—is low or virtually none. For example, the distance to the alternative asset is feasible (minor), or a change in process or technology, from prior park standards, has no or a manageable cost.

	
	Examples
	Campgrounds inside a park where alternatives are a relatively short distance away within or outside park boundaries.
Comfort stations where alternative buildings are only a short distance away.
Employee training centers where training spaces (e.g., hotels or conference centers) are available at minimal cost and in close proximity to park boundaries.
Readily available housing in the local community for park employees, concessioners, or park partners to rent or purchase.
Roads, parking areas, and trails giving access to the above examples.

	Substitute has “High Impact”
	Definition
	An alternative asset exists to fulfill the requirement or purpose of this asset, but the negative impact of that "substitute," in terms of the core mission—resource preservation, visitor experience, and/or park support—is high. For example, the distance to the alternative asset is too great or the alternative route is not feasible (road), or a change in process or technology, from prior park standards, is not cost effective.

	
	Examples
	Campgrounds, picnic areas, or playing fields in a park where alternatives are within or outside park boundaries, but they are such a large distance away as to be infeasible for visitors.
Alternative buildings (e.g., visitor center, comfort station, ranger station) exist but are not within a reasonable distance to be a feasible alternative for visitors.
Alternative housing exists but is not affordable for staff or requires too great a distance for commuting.
Cultural landscapes found in a limited number of public or non-profit units in the nation.
Either of two trails that provide access to a significant locality.
Roads and parking areas giving access to a non-significant locality as described in above examples.

	“No Substitute”
	Definition
	The asset is truly unique—no suitable "substitutes" exist for the functional requirement or purpose of this asset; this includes assets specifically identified as part of the park enabling legislation.

	
	Examples
	The only entrance road into a park unit.
Roads that provide the only access to significant localities.
Trails that provide the only access to significant localities.
Campgrounds in a park where no other campgrounds exist within or outside park boundaries.
Utilities (single point of failure).
Housing for a remote park where no other housing exists outside park boundaries.
Monuments, memorials, ruins, or unique cultural landscapes specifically named in a park’s enabling legislation, such as the Washington Monument.
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Creating a Location Record
As you learned earlier, an asset is real or personal property that the NPS desires to track and manage as a distinct, identifiable entity. Assets are entered in the Asset Module, Location Application.

Locations form the foundation of the data and are based on geographic areas such as districts, areas, or individual assets.

Navigate to the Location Application, located within the Assets Module.
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[bookmark: _Toc231467847][bookmark: _Toc359829818]Figure 1: New Location Record

Click on the New Location icon located on the toolbar. The Location Tab will open with a new location record.

The Location record number, Park Alpha Code, and Site fields will auto-populate. The Status field defaults to “Not Ready.” Fill in all other fields as appropriate.  

Enter a short but accurate description of the location using the naming conventions established at your park.

Enter the Type field (required) by clicking on the Look Up icon and selecting “Operating.”

Enter the Asset Code (required) by either manually typing in the code or using the pick list arrow.  

Enter the Facility Type. The Unit of Measure will populate based on your choice.

Enter the Unit of Measure Qty.

When creating a location record, a parent location must be identified. This requires using the Select Action menu.
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Click on the Select Action menu.

Choose Associate Systems with Location. A pop-up window will appear.
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Select New Row.
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[bookmark: _Toc231467850][bookmark: _Toc359829821]Figure 4: Primary System

Select Primary in the System field.
	Type in “Primary”     
OR
Use the Select Value arrow.

Fill out the Parent field.
	Enter the parent record number.    
OR 
	Use the detail menu to find the parent.

Select OK.

Click the Save icon once the necessary information has been entered (Figure 1).


[bookmark: _Toc357676606]

[bookmark: _Toc240434771]Specification Tab
Classification will populate based on the Facility Type. Complete as much attribute information as possible. Enter only accurate information, leaving fields blank when you are not absolutely sure of the data. This will prevent misinformation and save correction time.
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[bookmark: _Toc231467852][bookmark: _Toc359829822]Figure 5: Location Value Fields
The Classification field will populate.

Enter the Alphanumeric or numeric values identified by the white field. Use the Select Value icon to ensure that you select the correct value.

Select Next Page arrow.

NOTE: There may be more attributes on the next page; be sure to complete all available values.

Save the record.

	
	Prior to FMBS linkage in the Holding tab, the status should be changed to Planned. This can be done using the Change Status icon located in the toolbar. API and CRVs should be established once in Planned status.






[bookmark: _Toc357676607]





The location record has additional information within a series of tabs. The Holding Table tab used for the FBMS linkage is only visible to Site Administrators. The Specification tab is critical to documenting base information about an asset, often of the kind found in a building file. An additional application related to every location record is the FRP (Federal Real Property) Information application. This information, as well as some of the fields on the Location tab, will populate once the location record is linked to the FBMS through the Holding Table tab. The only exception is for Site 0000 location records.

[bookmark: _Toc240434772]Holding Table Tab (Visible to Site Administrators only)
Once an asset shell and the building record are created in the FBMS, the information will show up in the Holding Table.  
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[bookmark: _Toc359829823]Figure 6: Holding Table Tab
With the completed location record (API and CRV established) open, the Site Administrator will:

Select the correct FBMS Location record (not shown).

Click on the Add FBMS ID button.

[bookmark: _Toc240434773]FRP Information Application


[bookmark: _Toc231467853][bookmark: _Toc359829824]Figure 7: Access FRP Information

When a new location record is saved, a companion record is created in the FRP Information Application with the same record number as the location record. Navigate to the Location tab and select the detail menu arrow on the location field (see Figure 7). The FRP Information application will open. All fields will be completed once the link has been made to the FBMS.


[bookmark: _Toc357676608]



[bookmark: _Toc240434774]Asset Application
Asset records are organized in the FMSS in a hierarchy linked to the geographic hierarchy of location records. Consider the example below. VC Visitor Center is the parent location record to the ROOFING asset record, which is in turn the parent to the Roof Surface, Stand Seam Metal, Porch asset record.   



[bookmark: _Toc231467854]

[bookmark: _Toc359829825]Figure 8: Asset Record

[bookmark: _Toc231467855]














[bookmark: _Toc359829826]Figure 9: Drilldown of Asset Records

The drilldown window is a menu choice in location or assets records. It provides another view of the parent and child asset records on the Asset tab and their relation to the location hierarchy on the Location tab.

[bookmark: _Toc357676609][bookmark: _Toc240434775]
Creating a Placeholder/Parent Asset Record
Placeholder/Parent asset records are used to show the relationship among various components. Child Asset records are auto-described, which can cause duplicate names, so being able to see where each record falls in the hierarchy can be very important.
 
The Inspection Guidance Document for each asset type found in the AMP Tool Box within InsideNPS provides a guide to recommended components. In the Inspection Guidance document, the names of parent components appear in capital letters, followed by their child components. Appendix L: Classification shows a hierarchical format in which the parent components are in bold text. Either method can be used for the Placeholder/Parent asset record description. In order for your asset record hierarchy to be correct, you should ensure that a record for both the parent and necessary child components has been created.
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[bookmark: _Toc231467856][bookmark: _Toc359829827]Figure 10: Assets Application

Navigate to the Assets Application within the Assets Module.

Click on the New Asset icon, located in the tool bar.

Enter an asset description. 

Select the location for the asset.

Check Placeholder/Parent? box.

Select the type.



Click on the Save icon. 

The remaining required fields will auto-populate.

	
	There are no specifications for parent asset records.



The best practice for parent asset records is to use all capitals for the description and leave the status at Not Ready. This will prevent work orders from inadvertently being posted against the parent record rather than the actual component (child asset record) that is being worked on.

[bookmark: _Toc357676610][bookmark: _Toc240434776]Housing Rental Unit Placeholder/Parent Asset Records


[bookmark: _Toc231467857][bookmark: _Toc359829828]Figure 11: Housing Rental Unit Placeholder

Housing management requires some unique business practices to ensure accurate tracking of individual rental unit condition. All location records with a facility type of 4130 or 4131 need to have at least one rental unit Placeholder/Parent asset record. In addition, multiplexes or apartments will need a rental unit Placeholder/Parent asset record for each additional rental unit. To provide for proper reporting to the Quarters Management Information System (QMIS), the QMIS # will be inherited from these Parent asset records; therefore, the Type field must be “Rental.” No additional Placeholder/Parent asset records should exist under these asset Rental Unit Parents. This does not mean that you cannot have parent asset records for common components at the same location.

[bookmark: _Toc357676611][bookmark: _Toc240434777]Creating Child Asset Record
The process for adding a child asset record is the same as that for a parent record. However, the record will be auto-described based on specification values; you will not check the Placeholder/Parent? Box; and additional fields are required.  

The life cycle information is critical for effective asset management planning.

	
	Child asset records may represent multiple duplicate components. However, you must ensure that all the attributes are identical for all components. For example, if you have 10 windows in the same building that are the exact same size, material, etc., but five were installed in 1955 and the other five in 1970, you will need to create two different asset records with quantities of five.
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[bookmark: _Toc231467858][bookmark: _Toc359829829]Figure 12: Create a Child Asset Record

Navigate to the Assets Application within the Assets Module. 

Click on the New Asset icon, located in the tool bar. 

Enter a brief general asset description. 



	
	This field must have something in it in order to save the record, which is required to populate the attribute list when it is classified. The description will auto-name when you save data in the specification attributes.



Select the location for the asset. 

Enter the parent asset record number.

Leave Placeholder/Parent? box blank.

In the Type field, enter Facilities.

	
	All housing-related child asset records should have Facilities selected for the Type field.



For rental unit components, select the QMIS/HIP Component.

Classification must be completed prior to entering the life cycle information on the Asset tab.
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[bookmark: _Toc359829830]Figure 13: Specifications Tab

Click on the Specifications Tab. 

Select the arrow next to the Classification field to open the detail menu. From the detail menu, select Classify. 

This will bring up the Classify window showing a hierarchy of specifications in a drilldown menu. Asset record classification is based on function. First consider all existing classifications. If your component is non-standard, you may have to select a generic option, which is available under each functional type. 


10
11

[bookmark: _Toc359829831]Figure 14: Classify Drilldown

Click the + sign next to a parent classification to “drill down” to the correct classification. The + will change to a - when selected. 

Select the classification by clicking on the blue box next to the appropriate entry. This will close the Classify window and you will return to the Specifications tab. 

Save the record. The attributes of the asset record will list on the screen. See Figure 13.

	
	You will need to save the record to have the attributes populate.


 
14
13
13

[bookmark: _Toc359829832]Figure 15: Completing Specifications Information

NOTE: Only 10 attributes are shown per page. You must use the arrow on the blue Specifications header line to advance if more than 10 are available. In this example there are 12 attributes.

Each attribute needs to be assigned a value. This is done by viewing the type of value needed as indicated in the Data Type field. The data type will be Alphanumeric Value (ALN) or Numeric Value (NUMERIC). For example, the Park Alpha Code attribute will always be an Alphanumeric Value because it contains letters. An attribute with a square-footage unit of measure will have a Numeric Value.

Enter the Alphanumeric or Numeric Values identified by the white field. Use the Select Value icon to ensure that you select the correct value.

The Description Comment attribute will be included in the asset record description as part of the auto-description. Enter a unique identifying description if desired.
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[bookmark: _Toc359829833]Figure 16: Completing Asset Tab

Return to the Asset Tab for remaining steps.

Enter the quantity based on the Unit of Measure.

Estimated Design Life should be entered based on Inspection Guidance tables.

Enter Replacement Date. You must calculate it from the Installation Date plus the Estimated Design Life. If the Installation Date is unknown, use the Condition Inspection to determine this date. Condition Inspections may determine a different replacement date based on condition even when an installation date is available.

	
	The Remaining Life field will populate based on current date and Replacement Date field.



Enter the replacement cost of the component in current dollars.

Enter the Installation Date, if known.

Complete additional fields as available

Change the Status to OPERATING to allow work orders to be assigned. This will save your record.


[bookmark: _Toc357676612]
[bookmark: _Toc357676613][bookmark: _Toc240434778]Moving an Asset to a Different Location
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[bookmark: _Toc231467863][bookmark: _Toc359829834]Figure 17: Move/Modify Assets

Navigate to the Assets Application, located within the Assets Module.

Open the record you wish to move.

Click on the Select Action menu located in the toolbar.

Select Move/Modify Assets.
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[bookmark: _Toc231467864][bookmark: _Toc359829835]Figure 18: Move/Modify Assets Window

Using the arrow next to the To Location field, select the new location.

Click OK.

Select the Save icon. See Figure 17.
[bookmark: _Toc357676614]
[bookmark: _Toc240434779]Disposing of an Asset Record
Asset records clearly document life cycle costs and allow managers to track their equipment and asset components until they are replaced due to failure or component renewal. New asset records must be established for the new equipment and components. For example, an HVAC unit that has reached its life expectancy will need to have the asset record status changed to Decommissioned and be moved to the salvage location (see steps for moving an asset above).  

The new HVAC unit asset record will be established to track any costs of preventive maintenance or repair.  


[bookmark: _Toc231467865][bookmark: _Toc359829836]Figure 19: Change Status Window

A number of questions should be answered when an asset record has a status change. Answering these questions is more important when the status change is to “Decommissioned.”  

Roll New Status to All Child Assets? – If this is checked at the parent asset record, the status change will affect all associated child asset records. The parent asset records should not have a status change and should be retained unless the location record is being disposed of.

Remove Asset Reference from Active Routes? – When removing an asset, it is important to remove it from active routes.
Remove Asset Reference from Active Safety Plans? – Check this box when an asset record is removed.
Change the Status of All Associated PMs to Inactive? – Checking this box upon removal will prevent accidental generation of work orders to a component or equipment item that no longer exists.  
	
	The Associated PMs should then be edited for the new asset record number that replaces the removed equipment or component and reactivated.




  
[bookmark: _Toc240434780]
Duplicating a Location or Asset Record
The process for duplicating a record is the same in both the location application and the asset application.

Navigate to the appropriate application (assets or location). 

Search for and open the record you wish to duplicate.
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[bookmark: _Toc359829837]Figure 20: Duplicating a Record

Once in the record, click on the Select Action menu located in the toolbar.

Select Duplicate Asset or Duplication Location. 

A new record will appear, along with a temporary message indicating that the record has been successfully duplicated. The new record will have a status of “NOT READY” and must be changed to the appropriate status by using the Change Status icon on the tool bar.  

As with all new records, the duplicated record will be auto-numbered. You will now be able to make any changes required to the record before saving it by clicking the Save icon.

[bookmark: _Toc357676615]

[bookmark: _Toc240434781]The Planning Module
Creating a Job Plan
Duplicating a Job Plan

[bookmark: _Toc357676616][bookmark: _Toc240434782]
Creating a Job Plan

Navigate to the Job Plan application in the Planning module. 
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[bookmark: _Toc231467866][bookmark: _Toc359829838]Figure 21: Job Plan Application

Click on the New Record icon, located in the tool bar.

Type in a general description of the plan and its purpose. This should not be asset-specific.	

Select plan type. For new plans, this should be MNT, INS, or OPS.

In the Responsibility section, assign Supervisor, Crew, Lead, Work Group, Owner, and Owner Group if appropriate.  

NOTE: Often, supervisor, lead, and owner may change, but if a job plan is assigned to a crew or work group it is more generic and allows the job plan to be used over a greater period of time without the need to update it.

Using the New Row button under the Job Plan Tasks section, enter the Tasks associated with the plan in increments of 10. If the duration of the task is known, the field should also be completed. Repeat as necessary.
Labor
Using the New Row button under the Planned Labor section, enter the Craft or Labor assigned to the job, including quantity and hours. Repeat as necessary.
Materials
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[bookmark: _Toc231467867][bookmark: _Toc359829839]Figure 22: Material Sub Tab – Job Plan Application

Select Materials sub-tab.

Use the New Row button.

Enter Item Number.

Select Storeroom. Storeroom Site will auto-complete, as will the Unit and Line Cost.

NOTE: If the item is not associated with your storeroom, you will need to go to the Inventory Module Item Master application and assign the needed item to your park’s storeroom.

Services 
To maintain the distinction between contracted expenditures and labor costs, it is recommended that you document planned services using the Services sub-tab. Job Plans are designed to be used multiple times, which may require service costs to be adjusted more frequently than other sub-tab information. An alternate solution is to plan the service cost at the work order level when you will have a more accurate estimate of expense. 
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Figure 23: Services Sub Tab - Job Plan Application

Select Services Sub Tab.

Click on New Row.

Use pick list arrow or enter Service Item. This will populate the Unit Cost and Line Cost fields.

Quantity defaults to 1.00; adjust if necessary.

Tools
Tool costs refer to resources that are rented or might be rented if the work order was contracted. For example, if you are using a lift that needs to be rented from the local area, it would be entered in the FMSS as a tool with the hourly cost of rental. The cost of using vehicles leased or owned by the NPS should also be tracked as tool costs using an hourly cost to establish the true cost of accomplishing the work order.  

NOTE: A tool record is generic, not related to a specific vehicle. If a park has three half-ton pick-ups, there only needs to be one tool record with the hourly rate (cost) of a pick-up truck rental.

If a pick-up truck, trailer, and tractor are used to mow the landscape around the visitor center, the work order should include the hourly costs for the pick-up truck, trailer, and tractor under the tools tab.15
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Figure 23: Tools Sub Tab – Job Plan Application

Select Tools sub tab.

Click on New Row.

Use pick list arrow or enter Tool number. This will populate the Rate field.

NOTE: If the tool is not associated with your storeroom, you will need to go to the Inventory Module, Tool application and assign the needed item to your park’s storeroom using the select action menu.

Tool Quantity defaults to 1.00; adjust if necessary.

Enter planned Tool Hours.

Save the record. See Figure 21.

 Repeat to add additional tools.

The default status of a new job plan is DRAFT. Job plans having this status are not displayed in the Select Value lists in other applications: you must change the status to ACTIVE to make it available to other records. This can be changed after completing the job plan.
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[bookmark: _Toc231467868][bookmark: _Toc359829840]Figure 23: Change Status Menu

Click on the Select Action menu.

Select Change Status, or use the Change Status icon on the tool bar.
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[bookmark: _Toc231467869][bookmark: _Toc359829841]Figure 24: New Status Field

From the Change Status box: 

Click on the New Status field menu to change the status of the job plan.   

Select Active.

Click OK.
[bookmark: _Toc357676617][bookmark: _Toc240434783]
Duplicating a Job Plan
Navigate to the Job Plan application located within the Planning Module. Find and open the job plan you wish to duplicate.
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[bookmark: _Toc231467870][bookmark: _Toc359829842]Figure 25: Duplicate Job Plan

Click on the Select Action menu.

Scroll down, and select Duplicate Job Plan.

A message will appear indicating that the job plan has been duplicated.

Make adjustments to description, tasks, labor, materials, service, or tools as needed and save the record. The new job plan will need to be activated to be available for assignment to work orders. See the steps for Change Status above.

[bookmark: _Toc357676618]

[bookmark: _Toc240434784]The Preventive Maintenance (PM) Module
Creating a Preventive Maintenance Record
Adjusting the Frequency of a Preventive Maintenance Record
Duplicating a Preventive Maintenance Record
Generating Work Orders from a Preventive Maintenance Record
[bookmark: _Toc357676619][bookmark: _Toc240434785]
Creating a Preventive Maintenance
The Preventive Maintenance application can be confusing because it is actually a scheduler of job plans and is not restricted to only FM work type/PM sub type. PM records are templates for work orders. They can be used for many work types and sub types. Preventive Maintenance sub types are generally assigned to asset records, whereas Facility Operation work types are created for location records.

Navigate to the Preventive Maintenance Application within the Preventive Maintenance Module.
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[bookmark: _Toc231467871][bookmark: _Toc359829843]Figure 26: Preventive Maintenance Application

Click on the New PM icon located in the tool bar. 

Enter a description of the work. 

Select the Location or Asset for the PM.

Enter the job plan to be used in the PM.

NOTE: If the PM record has multiple job plans associated with it (monthly, quarterly, annual), use the job plan with the shortest frequency.

Enter additional fields in the Work Order Information and Responsibility sections that you want entered in the work orders generated from this PM. The dates in this section will auto-fill based on information provided on the Frequency tab and when work orders are generated. Key fields include:
Work Type
Sub Type
Work Order Status
 
	
	If you will be adding planning data to the work orders generated from the PM record, you should have the Work Order Status as WAPPR.



Priority
Supervisor

	
	Setting the Work Order Status to APPR or INPRG will cause any work orders generated from the application to be closed at the end of a fiscal year, regardless of whether they have been utilized. FM-RM should always have the WAPPR status.



Click on the Save icon.
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[bookmark: _Toc231467872][bookmark: _Toc359829844]Figure 27: PM Frequency

Click on the Frequency tab.

Check Use Last WO’s Start Information to Calculate Next Due Frequency? box if you want the due dates of generated work orders to be calculated from the target start date of the last work order. If you do not wish to calculate the Next Due Date based on the target start of the last work order (for example, if you want the next work order to be generated based on when the last work order was actually completed), clear the check box.

Enter the PM frequency in the Frequency field.

Select the Frequency Units.

	
	The frequency is based on the job plan identified on the PM tab.





Enter the Alert Lead (Days), if necessary.

Enter the Estimated Next Due Date. This determines when the next work order will be generated.

Click on the Save icon.
Seasonal Dates Tab  
Some PMs are seasonal, which means that they only generate work orders during a specified period of time each year. You can specify a PM's active months or seasons, and you can have multiple active seasons for a single PM. You may also specify on which days of the week you want the PM active, and work orders will only generate for the PM on those days.
Job Plan Sequence Tab
Components or equipment often have a variety of tasks associated with different job plans, such as those for Monthly, Quarterly, and Annual work. The PM application uses the information in the Job Plan Sequence tab to determine which job plan is attached each time a work order is generated. It is important to have the job plans in the order of occurrence using the proper multiplier in the sequence field.
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[bookmark: _Toc231467873][bookmark: _Toc359829845]Figure 28: Job Plan Sequence

Click on the Job Plan Sequence tab.

The job plan identified on the PM tab will populate in the Job Plan Sequence section with a sequence of 1.  

Click New Row if there are additional job plans associated with the PM record.

Enter the next most frequent job plan.

Enter the job plan sequence multiplier.

	
	The sequence field is a multiplier of the original job plan frequency number.



Repeat steps to add an additional job plan.

NOTE: You will need to activate the PM to generate work orders.

Click on the Change Status icon. The Change Status window will open.
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[bookmark: _Toc231467874][bookmark: _Toc359829846]Figure 29: Change Status

Select Active from the New Status pick list.

Click OK.

Click on the Save icon (Figure 28).

[bookmark: _Toc240434786]Adjusting the Frequency of a Preventive Maintenance Record
 
During annual work planning, you may find that your budget no longer supports the level of service originally set by a PM record. If this happens, you will need to adjust which job plans are used by the PM and the frequency of occurrence.  

Open the PM record that needs to be adjusted and navigate to the Job Plan Sequence tab.
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[bookmark: _Toc359829847]Figure 30: Delete Job Plans

Click on the trash can icon on each job plan line.

Click the Save icon.

This will remove all job plans and allow you to set your new frequency and sequence.
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[bookmark: _Toc359829848]Figure 31: Reset Job Plan

Go to the PM tab.

Enter the new most frequent job plan.


6
5

[bookmark: _Toc359829849]Figure 32: Reset Frequency

Go to the Frequency tab.

Adjust Frequency. 
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[bookmark: _Toc359829850]Figure 33: Sequence Additional Job Plans

Return to the Job Plan Sequence tab.

Select New Row button.

Enter second job plan. 

Enter appropriate Sequence based on the new frequency.

Click the Save icon.


[bookmark: _Toc357676620][bookmark: _Toc240434787]Duplicating a Preventive Maintenance Record
Navigate to the Preventive Maintenance Application located within the Preventive Maintenance Module. Find and open the Preventive Maintenance record you wish to duplicate.
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[bookmark: _Toc231467875][bookmark: _Toc359829851]Figure 34: Duplicate PM


Click on the Select Action menu.

Select Duplicate PM.
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[bookmark: _Toc231467876][bookmark: _Toc359829852]Figure 35: Duplicated PM Draft

A temporary message will appear indicating that the PM has been duplicated. The duplicated PM will have a status of DRAFT.

Edit description, location, and any additional information as necessary.

Change the status to Active.

[bookmark: _Toc357676621]Click on the Save icon.
[bookmark: _Toc240434788]Generating Work Orders from a Preventive Maintenance
To generate work orders from a PM, the status must be ACTIVE, and the asset or location listed on the PM must have a status of OPERATING.

The most efficient way to generate work orders is to select multiple PM records. 

	
	When generating work orders for PM records, you will need to log in to the FMSS PM WO Generation Server. If you forget, you will be prompted when you select Generate Work Orders from the Select Action menu.



Log in to the FMSS PM WO Generation Server and navigate to the Preventive Maintenance application located within the Preventive Maintenance module.  
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[bookmark: _Toc231467877][bookmark: _Toc359829853]Figure 36: Generating Work Orders

Use the List tab to find and select a set of PM records.

NOTE: A good business practice is to have one person designated to generate work orders for the entire park on a regular basis, generally every two to four weeks for planning purposes.

Click on the Select Action menu.

Select Generate Work Orders.
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[bookmark: _Toc231467878][bookmark: _Toc359829854]Figure 37: Generate Work Orders Window
Enter the number of days from today’s date that work orders are due. 

Click OK.
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[bookmark: _Toc231467879][bookmark: _Toc359829855]Figure 38: Notifications Message

A message will appear indicating which PMs generated work orders, and which ones did not. This list can be downloaded if desired.

Click Close.

Work orders can also be generated from individual PMs or PM hierarchies by accessing the specific PM record and following the steps above.

	
	The FMSS is an enterprise program that interfaces with numerous other systems. The use of PM hierarchies has been known to cause problems as data is processed back and forth between these systems, so the use of PM hierarchies is not recommended. Most reporting needs that the PM Hierarchies provide can be addressed by the use of the Asset Management Reporting System.


    
Master PM Application
The Master PM application should not be used since it is designed to associate PMs from multiple sites (parks). The implication of this is that if a park establishes a master PM using a park-generated job plan, upon generation of work orders an error message of “Return with No Value” will appear and prevent the work orders from being created.





[bookmark: _Toc357676622][bookmark: _Toc240434789]The Resources Module
Completing a Person Record
Adding a Craft and Rate to a Labor Record
Creating a Person Group
[bookmark: _Toc357676623][bookmark: _Toc240434790]
Completing a Labor Record
Navigate to the Labor Application located within the Resources Module. Find, and open, the person record to which you wish to add information.


[bookmark: _Toc231467880][bookmark: _Toc359829856]Figure 39: Labor Tab

All Labor Records are initiated by the FMP Help Desk. They will complete the QuickTime User ID, Work Site, Work Location, First Name, and Last Name. Parks are required to complete the remaining information. The supervisor listed in the labor application should be the supervisor of record rather than a work leader.

	
	People Records should be adjusted only by the Help Desk, not by park staff.



[bookmark: _Toc357676624]

[bookmark: _Toc240434791]Adding a Craft and Rate to a Labor Record
Navigate to the Labor Application located within the Resources Module. Find, and open, the labor record to which you wish to add information.
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[bookmark: _Toc231467881][bookmark: _Toc359829857]Figure 40: Add a Craft and Rate
Click on the Crafts tab.

Click New Row.

Click on the arrow icon next to the Craft field and choose Select Value.
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[bookmark: _Toc231467882][bookmark: _Toc359829858]Figure 41: Select Craft Window

Select the new craft. Be sure to use the C#### that matches the job series.
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[bookmark: _Toc231467883][bookmark: _Toc359829859]Figure 42: Set Rate and Default Value
If this is the default craft for the labor record, make sure the box next to Default Craft for Labor? is checked.

	
	The box next to Inherit Rate from Craft? should not be checked since it would inherit the standard rate associated with the craft and not be accurate for the labor record.



Enter the rate, including benefits.

Click on the Save icon.
[bookmark: _Toc357676625]


[bookmark: _Toc240434792]Create a Person Group
Person groups can be created across sites (Park Units). This is generally done by your regional FMSS coordinator. System Admin User rights are required for any site whose person records are being added.

Navigate to the Person Groups application located within the Resources module.
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[bookmark: _Toc231467884][bookmark: _Toc359829860]Figure 43: Create a Person Group

Click on the New Record icon.
Enter Description of Group.
Identify Park Alpha Code.
Click on New Row.
Enter the person and Use for Site. 
NOTE: Only one person should be identified as the Group Default, and Site Default should be left blank.
Enter Sequence, matching the order of priority within the group.
Repeat steps 4–6 as needed.
Click Save.


[bookmark: _Toc357676626]



[bookmark: _Toc240434793]The Work Orders Module
Creating a Work Order
Attaching a Document to a Work Order
Attaching a Job Plan to a Work Order
Changing the Status of a Work Order
Recording Actuals Using the Work Order Tracking Application
Recording Actuals Using the Labor Reporting Application
Creating a Follow-up Work Order
Finding a Closed Work Order
Editing a Closed Work Order
Sending an Email from the FMSS
Mass Status Change
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Work orders can be initiated in three different applications: 
Work Request 
Quick Reporting 
Work Order Tracking


[bookmark: _Toc318284906][bookmark: _Toc231467886][bookmark: _Toc359829861]Figure 44: Work Request Application

The Work Request application is useful when non-maintenance personnel identify work. It requires very little information and allows the work leader to determine if the work has already been identified, is a priority, and needs planning, or if it should be held for later execution.
 
The Quick Reporting application is best used to report on, or create, small jobs. If unrelated problems are found on the job or work site, which, due to their small scope, are addressed right away, this application allows you to capture actuals for those unrelated task. This application creates an “in-progress” work order. This application should be used sparingly since it skips the standard work flow of supervisory approval for all work.

The Work Order Tracking application will be most commonly used for planning and documenting work.

Navigate to the Work Order Tracking Application, located in the Work Orders Module.
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[bookmark: _Toc318284907][bookmark: _Toc231467887][bookmark: _Toc359829862]Figure 45: New Work Order Icon
Click on the New Work Order icon located in the toolbar.

A new record will open on the Work Order tab, automatically generating a number of fields including the Work Order number, Park Alpha Code, Status, Status Date, and Classification, as well as its description (if the Asset field is complete). 
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[bookmark: _Toc318284908][bookmark: _Toc231467888][bookmark: _Toc359829863]Figure 46: Creating a New Work Order

Enter a brief description of the work to be accomplished in the field next to the work order number. Use the Long Description icon to enter the scope of the work statement.

a. Enter the Location number   -or-
            b. Asset number  

	
	Each work order must be attached to either a location record or an asset record. Each work order can identify only one location or asset record for reporting and rollup consistency.



Enter the Work Type and Sub Type for the task identified.

Select the Parent Work Order.

When entering a Standing Parent (RPSO or FOSP), the work type must be entered first and the RPSO must match the sub work type and location.

Complete Quantity – the Unit of Measure will populate based on the classification.

Priority field will default to 1; change if necessary.

Assign a supervisor, lead, and/or work group to identify who has responsibility to accomplish the work.

Validate if the Health, Life, and Safety (HLS)? or Resource? fields should be checked.

The Target Start and Target Finish dates are important for planning and reporting.

NOTE: Complete additional fields for greater planning and reporting options.

Click on the Save icon.
[bookmark: _Toc245270626][bookmark: _Toc245271712][bookmark: _Toc318206721]Attaching a Document or Webpage
Documents or webpage URLs can be attached to the work order. The documents will be stored in the FMSS database for all users to access. Due to the size of image files, they should be filed in the NPS Focus site (http://npsfocus.nps.gov/npshome.do?searchtype=npshome) and attached as a URL.

	
	On the NPS Focus site, select E-TIC if the document is an NPS-generated planning, design, construction drawing, or related technical report document. ETIC is the electronic document management system used to manage these documents and drawings.
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[bookmark: _Toc318284909][bookmark: _Toc231467889][bookmark: _Toc359829864]Figure 47: Attachments Icon

Click on the paper clip icon next to “attachments” in the upper-right side of the work order. 
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[bookmark: _Toc318284910][bookmark: _Toc231467890][bookmark: _Toc359829865]Figure 48: Add New Attachments

From the attachment menu, hover your mouse over Add New Attachments, and then click on Add New File.
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[bookmark: _Toc318284911][bookmark: _Toc231467891][bookmark: _Toc359829866]Figure 49: Upload Attachment

Click on the pick list arrow of the Select a Folder field to choose where you want your attachment to be saved. The options are Attachments, Diagrams, or Images.

Select the file you need to attach by clicking on Browse. This will open a Choose File window from which you can search for the file on your computer.
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[bookmark: _Toc231467892][bookmark: _Toc359829867]Figure 50: File Upload
Select the file you wish to attach.
 
Click on Open. Note: This will not open the file, but will specify that it is the file you wish to attach.

Name the document you want to attach by using the Name the Document field. The first field can be used for a short title and the second, larger field can be used to describe the file.

Click OK.

NOTE: Once a document is attached, it cannot be edited. To update the attachment, you will have to delete it and attach a newly modified version.

-or-
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[bookmark: _Toc231467893][bookmark: _Toc359829868]Figure 51: Upload Attachment

Click on Add New Web Page.
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[bookmark: _Toc231467894][bookmark: _Toc359829869]Figure 52: URL Attachment

Enter the URL (web address) for the web location.

Name the document you want to attach by using the Name the Document field. The first field can be used for a short title and the second, larger field can be used to describe the file.

Click OK.
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Attaching a Job Plan  
The FMSS includes a library of system-level job plans, including Accessibility (ACCS), Condition Inspection (COND), Structural Fire Inspection (STRF), and Quick Plans (QUPL – industry standard for some asset types). In addition, there are site-specific job plans that are unique to each park. These plans are found in the Job Plan application under the Planning module. To attach one of these plans to a work order, use the following steps in the Work Order Tracking tab.
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Figure 53: Job Plan Field3


Click on the detail menu arrow next to the Job Plan field.

If you click on Select Value, a pop-up window will appear.
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[bookmark: _Toc318284913][bookmark: _Toc231467896][bookmark: _Toc359829871]Figure 54: Job Plan Selection List

Click on the Job Plan you wish to add. Note: Show Job Plans for the Work Order’s Asset and Location Only? box will default to unchecked. This will allow all job plans, both system-level and site-specific, to appear.

The Job Plan you selected will now appear in the Job Plan field of the work order.

If you select Go to Job Plan, you will have the ability to search the job plans application and return with the selected plan.

	
	System-Level Job Plans do not show in the Select Value list for the Type field in the Job Plan application. You must use the list tab, type field, and enter the acronym to find them.



If a job plan is unique to a work order, it can be developed within the work order on the Plans tab without using the Job Plans application. This allows you to identify specific steps required to complete the task, including any labor hours, materials, services, or tools. 

[bookmark: _Toc245270628][bookmark: _Toc245271714][bookmark: _Toc318206723][bookmark: _Toc357676629]The steps are the same as creating a job plan in The Planning Module of this handbook.
Changing the Status of a Work Order
Open the work order you wish to change. The work order will automatically save when you change status.
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[bookmark: _Toc318284914][bookmark: _Toc231467897][bookmark: _Toc359829872]Figure 55: Change Work Order Status

Access the Change Status window by:
Click on the Change Status icon. The Change Status window will pop up. 
-OR -
Click on the Select Action menu. Choose Change Status and the Change Status window will pop up.
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[bookmark: _Toc318284915][bookmark: _Toc231467898][bookmark: _Toc359829873]Figure 56: New Status List
Click on the pick list arrow of the New Status field.  

Select the new work order status.

Click on the OK icon to accept the new status. The work order will save when the status is changed.
[bookmark: _Toc245270629][bookmark: _Toc245271715][bookmark: _Toc318206724][bookmark: _Toc240434795]Reporting Labor, Material, Services, and Tools Using the Actuals Tab
The Actuals tab within the Work Order Tracking Application is where you can track materials and tools used to accomplish work. This tab allows you to track the hours for a number of people against a single work order. The details of the work order will default for each row added.  

	
	If you are reporting time for a single individual who reports to a number of work orders, see Recording Actuals Using the Labor Reporting Application or use the Work Order Reporting Kiosk (WORK).
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[bookmark: _Toc318284916][bookmark: _Toc231467899][bookmark: _Toc359829874]Figure 57: Recording Actuals on a Work Order

Open the work order and click on the Actuals tab.

Click on the appropriate sub-tab (labor, materials, services, or tools). In this case, Labor was selected.

Click on the New Row button. 

NOTE: Remember, required fields are marked with a red asterisk.   

Enter the task number if applicable.

Enter a labor code into the Labor field; either type the code directly into the field or use the detail menu arrow. Once a labor code is added, the Craft and Rate fields will auto-populate.

Type in the Start Date. If you are unsure of the correct date, use the calendar icon for assistance. 

Type the hours worked into the Regular Hours field.

Save your work by clicking on the Save icon in the toolbar.

	
	If labor hours are entered incorrectly and you have saved the record, you will have to enter a new row with negative hours to adjust the entry.



Materials Tab
Materials can be planned and tracked in the Work Order Tracking application. On the Plans tab, you can plan to use either a material or an item. If you select an item, it must be in your park’s storeroom inventory. Selecting a “material” line type when planning work will allow you to select materials that are not in your park’s storeroom inventory or in the item inventory.  Generally, only a few parks that maintain a warehouse inventory will be tracking items in the FMSS. For parks that use “as needed” purchasing, such as credit card purchases, the material purchased can be documented as a Line Type of materials.

To document the material resources actually used for a work order, you will need to go to the Actuals tab and the Materials sub tab and then follow the steps below.

	
	Once actuals have been recorded in a work order, its status cannot be changed to canceled. It will need to be closed in order to be archived.
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[bookmark: _Toc318284917][bookmark: _Toc231467900][bookmark: _Toc359829875]Figure 58: Adding Line Type Materials

Select New Row.

Using the pick list for the Line Type, select Material.

Enter a description of the material in the Item description field.

Enter Quantity and Unit cost.

Transaction Type should be Issue unless you are removing a material from a work order, in which case you would select Return. Continue adding materials by repeating these steps.

Save the record with the Save icon.

Services 
To maintain the distinction between contracted expenditures and labor costs in the FMSS, it is recommended that you utilize the Purchasing module for tracking procurement of services for work orders. This is an advanced topic and will not be covered in this introductory course.

NOTE: Official documentation of labor, materials, and services used by location record is populated from the FBMS in the RPSO work orders on the Standing Parent WO tab. These costs may vary from the costs in the Select Value, View Costs window.

Tools
Tool costs refer to resources that are rented or might be rented if the work order was contracted. For example, if you are using a lift that needs to be rented from the local area, it would be entered in the FMSS as a tool with the hourly cost of rental. The cost of using vehicles leased or owned by the NPS should also be tracked as tool costs using an hourly cost to establish the true cost of accomplishing the work order.  

NOTE: A tool record is generic, not related to a specific vehicle. If a park has three half-ton pick-ups, there only needs to be one tool record with the hourly rate (cost) of a pick-up truck rental.

If a pick-up truck, trailer, and tractor are used to mow the landscape around the visitor center, the work order should include the hourly costs for the pick-up truck, trailer, and tractor under the tools tab.
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[bookmark: _Toc318284918][bookmark: _Toc231467901][bookmark: _Toc359829876]Figure 59: Adding Tools

Select the Tools sub tab.

Click on New Row.

Use pick list arrow or enter Tool number.

Enter hours used.

Check Outside? if the tool is a rental.
Complete additional fields according to park business practices. Repeat to add additional tools and save the work order record when all tool costs have been added.

[bookmark: _Toc245270630][bookmark: _Toc245271716][bookmark: _Toc318206725][bookmark: _Toc240434796]Reporting Actuals Using the Labor Reporting Application
The labor reporting application does not allow you to report materials, services, or tools. For documenting all resources used for a work order, you must use the Actuals tab in Work Order Tracking.  

If you are reporting for one person to multiple work orders, Enter by Labor is the most effective method since the labor code and craft will default for each new row.

Navigate to the Labor Reporting Application within the Work Orders Module. There are three options available to add your time to a labor record. Each option will pull up a similar screen.
Enter by Labor
Enter by Work Order
Enter by Contract Vendor
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[bookmark: _Toc318284919][bookmark: _Toc231467902][bookmark: _Toc359829877]Figure 60: Select Action Pane
Enter by Labor

	
	Use the Daily Time section to report labor hours. The Daily Attendance section does not report to a work order and is not recommended for use at this time.




[image: ]3
8
2
1

[bookmark: _Toc318284920][bookmark: _Toc231467903][bookmark: _Toc359829878]Figure 61: Enter by Labor

Click on the Enter by Labor icon. A dialog box will appear.

Enter Labor number.

Click on New Row under the Daily Time section. The following screen will open.
NOTE: You may need to scroll down to see the entire window.
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[bookmark: _Toc318284921][bookmark: _Toc231467904][bookmark: _Toc359829879]Figure 62: Enter by Labor Screen
Remember: Required fields are marked with a red asterisk.   

Once a labor code is added, the Craft, Start Date, Type, and Rate fields will auto-populate.

Adjust the Start Date if needed. If you are unsure of the correct date, use the calendar icon for assistance. 

	
	You can type only the number for the day of the month; when you tab, the entire date will populate (e.g., type 9 during the month of February 2014 and 02/09/2014 will populate when you tab).


 
Type the hours worked into the Regular Hours field.

Enter the work order number. If an asset record is identified in the work order, the Asset field will populate. Enter task number if additional reporting is desired.

Click the OK button to complete the entry or click on New Row to enter actuals for another timeframe or work order.

Save your work by clicking on the Save icon in the toolbar (Figure 61).

	
	If the labor hours are entered incorrectly and you have saved the record, you will have to enter a new row with negative hours to adjust the entry.
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[bookmark: _Toc240434797]Creating a Follow-up Work Order 
Work outside the scope of the original work order should be documented in a new work order.  The new work order, known as a follow-up work order, allows a park to accurately track individual work performed on the component and asset associated with the original work performed.

Follow-up work orders should be created at the fiscal year change for any approved or in-progress work orders in order to relate them to the new funding information posted to the RPSO parents at the beginning of the fiscal year.

In addition, follow-up work orders are used when condition assessments are performed. If any deficiencies are identified, a follow-up work order should be created from the condition assessment inspection work order to document the deficiency work.  

Follow-up work orders are also appropriate when the scope of work did not address the entire problem. For example, if you had a work order to replace 20 squares of shingles on a leaking roof and found rotted sub-roofing when you removed the damaged shingles, you should create a follow-up work order that identifies the greater scope of work to replace the sub-roofing.  

To create a follow-up work order, open the existing work order that has follow-up work. A work order can be in any status when a follow-up work order is created.

[image: ]
[bookmark: _Toc318284922][bookmark: _Toc231467905][bookmark: _Toc359829880]Figure 63: Create Work Order

Use the Select Action menu, scroll to Create, and click on Work Order.

A duplicate work order will be created. Edit data, such as the title, asset, work type, sub type, and target start date as needed to reflect the follow-up task.

Any work log and communication log entries will carry over to the new work order. The original work order number will appear in the Originating Record field.

[bookmark: _Toc245270632][bookmark: _Toc245271718][bookmark: _Toc318206727][bookmark: _Toc357676631][bookmark: _Toc240434798]Finding and Editing a Closed Work Order
Occasionally work orders are closed before all labor, materials, services, and tools are documented. To edit these work orders, you will first have to find them, since the default setting in the FMSS is to search for active work orders.
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[bookmark: _Toc318284923][bookmark: _Toc231467906][bookmark: _Toc359829881]Figure 64: Advanced Search Menu

From the Work Order Tracking List tab, go to the Advanced Search menu on the tool bar. 

A pop-up window will appear.
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[bookmark: _Toc318284924][bookmark: _Toc231467907][bookmark: _Toc359829882]Figure 65: Advanced Search Screen
Type “Y” in the History? field, as well as any other specifics you want to search on.

Click Find. 

This will produce a list of work orders that meet your criteria, including closed work orders.  Select the work order you wish to edit. It will open in the Work Order tab.
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[bookmark: _Toc318284925][bookmark: _Toc231467908][bookmark: _Toc359829883]Figure 66: Edit History Work Order
Click on the Select Action menu on the tool bar.

Select Edit History Work Order.  

You will be able to edit all fields that are not grayed out, as well as add hours, materials, and tools to the Actuals tab. 

Click the Save icon.

NOTE: To correct task-specific data in closed work orders, you will need to identify the Task WO numbers that need editing. Using the Find field in Work Order Tracking, enter each Task WO number and then use the Edit History steps 4–6.  
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Sending an Email in the FMSS
Communication within the FMSS is a powerful component of the program. It provides a number of ways to ensure that clarifying instructions or status messages are available for all users. Parks may find it convenient to send information about a job by email to employees who don’t have access to the FMSS or are in remote areas.
1
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[bookmark: _Toc318284926][bookmark: _Toc231467909][bookmark: _Toc359829884]Figure 67: Create Communication
1. To open the work order you wish to send an email about, click on the Select Action menu in the toolbar.

Click on Create, and then Communication. 
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[bookmark: _Toc318284927][bookmark: _Toc231467910][bookmark: _Toc359829885]Figure 68: Communication Screen
A dialog box will open. Fill in the sender and recipient information, along with a message about the work order.  

It is recommended that you identify the work order number in the subject line.

If you wish to attach a document, click Attach File or Attach Website depending on the type of document you wish to send. 
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[bookmark: _Toc318284928][bookmark: _Toc231467911][bookmark: _Toc359829886]Figure 69: File Attachment Window

For Attach File, a Create a File Attachment window will open. Name the attachment and select the file you need to attach by clicking on Browse.  

This will open a Choose File window from which you can search for the file on your computer.

Select OK.
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[bookmark: _Toc318284929][bookmark: _Toc231467912][bookmark: _Toc359829887]Figure 70: WWW Attachment Window

If you choose Attach Web Page, the Create a WWW Attachment window will open. Enter a name and the URL.
 
Select OK.

Click Send when you have entered your message and any attachments (see Figure 68).





[bookmark: _Toc240434800]Mass Status Change
Using the list tab in the work order tracking application, you can change the status of up to 200 records at one time. This would be useful in a variety of situations including: 

Closing out projects
Changing status from WSCH for work orders generated by PM application
Closing completed work orders after supervisor or PAM review

To initiate the process, you must first search using the list tab query fields or the advanced search query fields to identify all the records you want to affect. 
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[bookmark: _Toc359829888]Figure 71: Mass Change
Click on Select Records.

Check box at top of the list next to Work Order to select all.

Click on the Change Status icon.
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[bookmark: _Toc359829889]Figure 72: Change Status
A new window will open for Change Status.

Select the drop-down arrow for the New Status menu.

Select the appropriate status.

Click OK (hidden by menu).

	
	Mass changes can be made to work orders to assign them a new parent work order and in the other applications that use status changes.




 


 


[bookmark: _Toc357676633][bookmark: _Toc240434801]Queries and Reports
Running a Preexisting Report
Creating an Ad-Hoc Report
Wildcards and Query Codes
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Running a Preexisting Report
There are three ways to run a preexisting FMSS report:
Using the Reports option in the menu bar.
Using the Reports icon in an application.
Using the Select Action menu.

Running a Report Using the Reports Option in the Menu Bar
This option allows FMSS users to run reports from any application, regardless of your current location within the FMSS. 

The following example is a report within the Work Order Tracking Application.
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[bookmark: _Toc318284962][bookmark: _Toc231467913][bookmark: _Toc359829890]Figure 73: The Reports Menu
Click on the Reports option in the menu bar.  

Scroll down to Work Orders, and click on Work Order Tracking. 
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[bookmark: _Toc318284963][bookmark: _Toc231467914][bookmark: _Toc359829891]Figure 74: Business Analysis and Reporting Dialog Box

A pop-up box will appear, listing the available reports for the application. Click on the report you wish to run.
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[bookmark: _Toc318284964][bookmark: _Toc231467915][bookmark: _Toc359829892]Figure 75: Sample Parameters
Fill out the parameters for your report, being sure to complete the required parameters.

NOTE: Filling out the parameter fields can be tricky. Reports in the FMSS are slightly different from Asset Management Reporting System (AMRS) reports. FMSS reports have fewer available pick lists and require the user to enter words such as “print” or “excel.”
	
Click on Submit.
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[bookmark: _Toc318284965][bookmark: _Toc231467916][bookmark: _Toc359829893]Figure 76: Sample Work Order Information Report
Click on the folder icon to download the report into a different format, such as an Excel spreadsheet.

Use the yellow arrows to page through the report.

Note: It may take several minutes to produce and download reports.
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[bookmark: _Toc318284966][bookmark: _Toc231467917][bookmark: _Toc359829894]Figure 77: Sample Report in Excel Spreadsheet Format

Save the report to your computer for future use.

Running a Report Using the Select Action Menu
The Select Action menu will provide you with a list of reports available within the current application. For example, if you are in the Assets application, the Select Action menu will provide you with a list of reports specific to the Assets application.

The following example is using the Work Order Tracking application.
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[bookmark: _Toc318284967]
[bookmark: _Toc231467918][bookmark: _Toc359829895]Figure 78: The Select Action Menu

From any application, click on Select Action.

Run Reports, a list of all available reports for that application, will be shown on a drop-down menu.

Refer to “Running a Report Using the Reports Option in the Menu Bar” directions for selecting reports and setting parameters.  

[bookmark: _Toc245270652][bookmark: _Toc245271736][bookmark: _Toc318206744][bookmark: _Toc357676635][bookmark: _Toc240434803]
Creating an FMSS Ad-Hoc Report
In the FMSS, a user may need to create unique and individualized reports to meet a specific need. There are multiple ways to accomplish this. Each method allows you to download the results into an Excel report, providing users with ad-hoc reporting.

One way an ad-hoc report can be created is to query on the list tab for the information you need, or to access an existing query saved in the FMSS.

After retrieving your query data, 
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[bookmark: _Toc318284968][bookmark: _Toc231467919][bookmark: _Toc359829896]Figure 79: Results for Work Orders at the GREA Visitor Center

Click on the Download link on the far right of your screen. 
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[bookmark: _Toc318284969][bookmark: _Toc231467920][bookmark: _Toc359829897]Figure 80: File Download
You will be prompted to Open or Save. The file will either open in Excel, or be saved as an Excel file on your computer. 
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[bookmark: _Toc318284970][bookmark: _Toc231467921][bookmark: _Toc359829898]Figure 81: A Sample Report in Excel Spreadsheet Format

Another source used to create ad-hoc reports is the Run Reports option in the Select Action menu. These differ from the Query on the List Tab in that you can select columns, their order, grouping, and filtering before running the query.  
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[bookmark: _Toc318284971][bookmark: _Toc231467922][bookmark: _Toc359829899]Figure 82: Select Action Menu

Click on the Select Action menu within any application. 

Select Run Report. The Business Analysis and Reporting screen will pop up. 
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[bookmark: _Toc318284972][bookmark: _Toc231467923][bookmark: _Toc359829900]Figure 83: Business Analysis and Reporting

Select the Queries tab.

Highlight the report you want to run. The request page will open with any parameters needed to run the report.
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[bookmark: _Toc318284973][bookmark: _Toc231467924][bookmark: _Toc359829901]Figure 84: Request Page

Enter the Parameter(s).

Click on the Submit button.
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[bookmark: _Toc318284974][bookmark: _Toc231467925][bookmark: _Toc359829902]Figure 85: Available Reports

Highlight the columns for your report.

Click on the right arrow to add them to your report.

Click the Next button. The Groups tab will open.
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[bookmark: _Toc318284975][bookmark: _Toc231467926][bookmark: _Toc359829903]Figure 86: Grouping Data
Highlight the field name for how you would like to group the data. 

Click on the right arrow. 

Click Next after determining the grouping. The Sorting tab will open.

15
13
14

[bookmark: _Toc318284976][bookmark: _Toc231467927][bookmark: _Toc359829904]Figure 87: Sorting Data

Select the Field(s) you want to sort. 

Choose how you would like to sort your data.  

Select Next to set filters, or go directly to the Finish tab. 
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[bookmark: _Toc318284977][bookmark: _Toc231467928][bookmark: _Toc359829905]Figure 88: Finishing Your Report

Name your report.

Select the proper format.

Enter a Query name if you want to save as a query (optional: the required field is only if you are saving as a query). 

Run your report.  

	
	Queries can be saved for later and can be made public, private, or set as the user’s default query. If setting the saved query for public view, you need to be aware that other users can edit your query, thereby changing the result set.
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[bookmark: _Toc318284978][bookmark: _Toc231467929][bookmark: _Toc359829906]Figure 89: A Sample Ad-Hoc Report in Excel Spreadsheet Format
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Wildcards & Query Codes
[bookmark: _Toc216063803][bookmark: _Toc243215879]Wildcard
You can use a “wildcard” character within a query to indicate that you want to search for records that begin with, end with, or contain the characters that are paired with the wildcard(s). Four characters can be used as wildcards: the asterisk (*), the percent sign (%), the underscore (_), and the question mark (?).

Use the * or the % to stand for a string of characters.
Use the _ or the ? to stand for a single character in the search.

	
	There should not be a space between the wildcard and the other characters.



	Entry String
	Results

	123* or 123%
	Records that begin with 123, followed by any number of other characters

	*123 or %123
	Records that end in 123, led by any number of other characters

	*123* or %123%
	Records that contain 123, e.g., XX12300Valve

	Elec* or Elec%
	Words that begin with “Elec,” i.e., electric

	123? or 123_
	Four-character records beginning with 123, e.g., 1230, 123g, etc.

	_18 or ?18
	Three-character records ending in 18, e.g., 418 or J18



[bookmark: _Toc216063804][bookmark: _Toc243215880]Sequence Query Language (SQL)
Most database programs use a selection of special characters as operators (symbols that represent a specific action the database program should take). The following list contains characters used by Maximo and some guidelines on how to use them effectively. 

The Equal Sign (=) Operator : “Match Exactly”
Place this sign before a word or number to find only records that match that word or number exactly. As with wildcards, there should be no space between the = and the search string that follows. 

Searching for Null and Not-Null Values
The following can be used in search fields on the Find tab:
	To search for a null value, enter ~null~
	To search for not-null values, enter !=~null~




Ampersand (&) : “AND”
The “&” is used to search for records that contain at least one instance of all of your query terms linked by the “&.” This operator must be placed between two query terms or an error will occur.

Hyphen (-) : “MINUS”
The “-” operator is used to search for one query term when you want the presence of your second query term to be ranked lower in the search results. This operator must be placed between two query terms or an error will occur.

Pipe (|) : “OR”
The “|” operator is used to search for records that contain at least one instance of any of your query terms. This operator must be placed between two query terms or an error will occur.

Tilde (~) : “NOT”
The “~” is used to search for records that contain one query term and not another. This operator must be placed between two query terms or an error will occur.





[bookmark: _Toc357676637][bookmark: _Toc240434805]The FMSS User Management Process
Requesting FMSS Access
Approving Requests
Denying Requests
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Requesting FMSS Access

Go to the FMP Portal Page and click on the FMSS User Management Process link.

2
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In the bottom left corner, click on Register.

4
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Enter your NPS Active Directory username and password.

Click on Login.
5
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Enter your registration details.

Click Next Page.

7

[bookmark: _Toc318284986][bookmark: _Toc231467933][bookmark: _Toc359829910]Figure 93: Application Menu
Choose FMSS Production from the Application menu.
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Choose a role from the Role menu.
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Select your park from the Park/Region menu.

Click Submit at the bottom of the page.
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Approving Requests
Log into FUMP.
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While in the FUMP, click on Access Requests, located in the Applications menu.

[image: ]4
3
(optional)
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If you are looking for specific requests, you may enter search criteria in the Search Criteria area. This is not a necessary step.

Click on Search.
[image: ]5
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Click on the pending requests you wish to approve. Your selections will be highlighted in blue.

Click on the Approve button.
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Click OK.
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Denying Requests
Log into FUMP.

2
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While in the FUMP, click on Access Requests, located in the Applications menu.
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If you are looking for specific requests, you may enter search criteria in the Search Criteria area. This is not a necessary step.

Click on Search.
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5

[bookmark: _Toc318284995][bookmark: _Toc231467942][bookmark: _Toc359829919]Figure 102: Select Requests for Denial

Click on the pending requests you wish to deny. Your selections will be highlighted in blue.

Click on the Reject button.
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Enter a denial reason for each request that you are denying.

Click on Submit.
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Click OK.
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General Terminology

Accountability – The obligations to report, explain, or justify to primary stakeholders. (AMP/FMSS Student Manual, 01/02)
 
Alterations – Changes to the interior arrangements or other physical characteristics of an existing facility or installed equipment so that it can be used more effectively for its currently designated purpose or adapted to a new use. Alterations may include work referred to as improvement, conversion, remodeling, and modernization but is not maintenance.  (Committing to the Cost of Ownership)

Annual Maintenance – Maintenance performed to repair failures during the year in which they occur. Includes preventive and/or cyclic maintenance performed in the year in which it is scheduled to occur. (DOI 2003 Budget Request Formulation Guidance Attachment G)

Annual Maintenance and Repair (M&R) Budget – An annual maintenance and repair budget will in general be the sum of two components: 
Routine expenditures for maintenance, repairs, and planned replacement; and 
Expenditures for correction of deferred deficiencies (i.e., backlog reduction).  

An M&R budget should not include operations or alterations expenditures. (Committing to the Cost of Ownership)

Annual Work Plan (AWP) – A plan prepared on an annual basis prior to the start of the applicable fiscal year that systematically lays out the maintenance and repair work to be accomplished within the budget constraints of the area. (NASA Facilities Mgmt 10/94)

Appropriation – Authority by an act of Congress to make payments out of the Treasury for specified purposes. (NASA Facilities Mgmt 10/94)
Annual Appropriation – An appropriation that is available for incurring obligations only during the one fiscal year specified in the Appropriation Act.
Current Appropriation – An appropriation that is available for obligation during the current fiscal year.

Appropriation Year – In the case of an annual appropriation, that fiscal year in which obligations were authorized to be incurred. (NASA Facilities Mgmt 10/94)

Assessment – The process of comparing and evaluating an entity against established standards, and documenting the differences. (ICAP Ver. 2.0 Reference Manual 1993)
 
Asset – Real or personal property that the NPS desires to track and manage as a distinct, identifiable entity. It may be a physical structure or grouping of structures, land features, or other tangible property that has a specific service or function such as a farm, cemetery, campground, marina, or sewage treatment plant. In the FMSS, assets are recorded as Location Records.

Asset Deficiencies – A facility’s defect that occurs when maintenance and repair tasks are not performed in a timely manner. Deficiencies may not have immediately observable physical consequences, but when allowed to accumulate uncorrected, they inevitably lead to deterioration of performance, loss of asset value, or both. An accumulation of such uncorrected deficiencies is a backlog that represents a liability (in both physical and financial terms) for an asset. (DOI, FMAR 2/98)

Asset Management – A systematic process of maintaining, upgrading, and operating physical assets cost-effectively. It combines engineering principles with sound business practices and economic theory, and it provides tools to facilitate a more organized, logical approach to decision-making, providing a framework for handling both short- and long-term planning. (Asset Management: Advancing the State of the Art into the 21st Century Through Public-Private Dialogue, Society of State Highway and Transportation Officials, 1996.), DO-80

Asset Management Process – A process representing the primary steps required to properly maintain and account for assets utilizing best business practices: Mission, Needs Assessment, Inventory of Assets, Work Identification, Work Planning, Work Performance, and Evaluation. (AMP/FMSS Student Manual 1/02) 

Asset Priority Index (API) – An asset evaluation process that quantifies the value of an asset in relation to the mission of the park. The API utilizes a numeric rating system whereby assets are ranked. (Facility Management Program 04/02), DO-80

Authorization – A separate Act that authorizes appropriations to be made. (NASA Facilities Mgmt 10/94)

Backlog – The unfunded facilities deficiencies work required to bring facilities and collateral equipment to a condition that meets accepted codes, laws, and standards to achieve expected life. (DOI, FMAR 2/98)

Backlog of Maintenance and Repair (BMAR) – The unfunded facilities maintenance work required to bring facilities and collateral equipment to a condition that meets acceptable facilities maintenance standards. (NASA Facilities Mgmt 10/94)

Base Operations – Annual maintenance and operations paid for by normal NPS appropriations. Base included no special funding for regular cyclic, cultural cyclic, repair/rehab, line item construction, youth programs, etc.  

Benchmark – The continuous process of measuring a product, service, or process against the best practices of recognized leaders in the field in order to achieve superior performance.  (NASA Facilities Mgmt 10/94), DO-80

Benchmarking – A well-defined, widely accepted standard of performance that is used to measure an individual’s progress toward a specific level of competency. (DO-80, draft 2004)

Budget – A formal estimate of future revenues, obligations to be incurred, and outlays to be made during a definite period of time and, when determined to be appropriate, upon the basis of accrued expenditures and costs to be incurred. (NASA Facilities Mgmt 10/94)

Budget Authority – The right, provided by law, to enter into obligations that will result in immediate or future outlays involving Government funds, except that such term does not include authority to ensure or guarantee the repayment of indebtedness incurred by another person or the Government. The basic forms of budget authority are appropriations, contract authority, and borrowing authority. Budget authority may be classified by the period of availability (one year, multiple year, no year), by the timing of Congressional action (current or permanent), or by the manner of determining the amount available (definite or indefinite).  (NASA Facilities Mgmt 10/94) 

Budget Cycle – The period of time that elapses from the initiation of the budget process to the completion thereof for a particular fiscal year. (NASA Facilities Mgmt 10/94)

Budget Execution – The processes involved at every level in budgetary administration subsequent to passage of an appropriation act. This includes preparation of operating budgets, apportionments, funding actions, review and approval of operation budgets, fund reporting, and report reviews. (NASA Facilities Mgmt 10/94)

Budget Formulation – The processes in preparation, review, and establishment of the annual budget presented to the Congress as a basis for appropriations. (NASA Facilities Mgmt 10/94)

Budget Guidelines – Both general and specific instructions furnished by a higher level of management as a basis for budget formulation and execution. (NASA Facilities Mgmt 10/94)

Budget Process – The process embracing all the stages through which the budget passes, namely, the formulation stage, the review and enactment stage, and the execution stage.  (NASA Facilities Mgmt 10/94)

Budget Year – The fiscal year for which estimates are submitted, which is the period including Oct. 1 through the following Sept. 30 (see Fiscal Year). (NASA Facilities Mgmt 10/94)

Business Plan – A written document that clarifies park needs, identifying areas for improvement and measuring current work against the standard that parks must maintain to fulfill their mission. (NPCA.org 2003) 

Business Practices – or, Business Process. Any series of steps that are followed in order to carry out some task in a business. (Managerial Accounting, 1997) DO-80, draft 2004

Call for Work – Work requested by other park divisions, cooperating associations, concessions, and other park-related interests.

Capital Improvements (Alterations) – Changes to the interior arrangements or other physical characteristics of an existing facility or installed equipment so that it can be used more effectively for its currently designated purpose or adapted to a new use. Alterations may include work referred to as improvement, conversion, remodeling, and modernization. Such alterations are not maintenance. (Committing to the Cost of Ownership) DO-80, draft 2004 

Capital Improvements (New Construction) – Construction that adds to the existing footprint of an asset, or creates a new asset. (AME, 2003), DO-80, draft 2004

Component – A building subsystem, major item of equipment, or of a major facility. (Instruction Memorandum No. C)-98-040, U.S. Department of Interior, Bureau of Land Management, 1998), DO-80, draft 2004

Component Renewal (CR) – Also known as Recapitalization. The planned replacement of a component or system that will reach the end of its useful life based on condition and life cycle analysis within the facility’s lifetime. Examples of component renewals include roof systems, utility components, pavement, and other major dynamic equipment. (AME, 2003), DO-80, draft 2004

Component Renewal Deferred Maintenance (CR-DM) – A component renewal work type that has been tracked in the system and facility management practice and is not funded when identified as Deferred Maintenance will then move into the Component Renewal Deferred Maintenance work type category. Note: This allows for long-term business practices to be documented and reported. AME, 2003, DO-80, draft 2004

Condition Assessment – The inspection and documentation of the condition of the features of an asset as measured against the applicable maintenance or condition standards. It provides the basis for long-range maintenance planning as well as annual work plans and budgets.  (ICAP Ver. 2.0 Reference Manual 1993), DO-80, draft 2004

Condition Assessment, Annual (INCAA) – The inspection of an asset identifying obvious and apparent deficiencies, documenting the condition as measured against the applicable maintenance or condition standards. It provides the basis for annual work plans and budgets.  Develops verifiable deficiency cost estimates and determines the asset’s Facility Condition Index for a simple measurement of a facility’s relative condition at a particular point in time. Reviewing the API / FCI Relationship assists managers in determining appropriate action. The Annual Assessment identifies the deferred maintenance for a specific asset. (Facility Management Program 04/02), DO-80, draft 2004

Condition Assessment, Comprehensive (INCAC) – The review and validation of the inventory inspection of an asset identifying in-depth deficiencies and documenting the condition as measured against the applicable maintenance or condition standards. It provides the basis for long-range maintenance planning as well as annual work plans and budgets. Develops verifiable deficiency cost estimates and determines the Facility Condition Index for a simple measurement of a facility’s relative condition at a particular point in time. The Comprehensive Assessment identifies the deferred maintenance for a specific asset. The CA Comprehensive is to be performed on an asset every five (5) years. If conditions warrant or regulations require, a CA – Comprehensive may occur more frequently. (Facility Management Program 04/02), DO-80, draft 2004

Condition Assessment Surveys – See also Facility Condition Assessment Survey. Periodic inspections of PP&E to determine their current condition and cost to correct any deficiencies.  It is desirable that condition assessment surveys be based on generally accepted methods and standards consistently applied. (Accounting for Property, Plant, and Equipment 11/30/97)

Construction – The erection, installation, or assembly of a new or replacement facility, or an addition in area, volume, or both to an existing facility. (NASA Facilities Mgmt 10/94)

Construction Project – A facility project relating to the erection, installation, or assembly of a new facility, replacement facility, or an addition in area, volume, or both to an existing facility.  (NASA Facilities Mgmt 10/94)

Contracting Officer – Any person who, by appointment in accordance with procedures prescribed by the Procurement Regulation (see appendix C, reference 36, Part 1, Subpart 4), has the authority to enter into and administer contracts and make determinations and findings with respect thereto, or has any part of such authority. (NASA Facilities Mgmt 10/94)

Contractor – The supplier of the end item and associated support items to the Government under the terms of a specific contract. (NASA Facilities Mgmt 10/94)

Contracts – All types of agreements and orders for the procurement of supplies or services. Includes awards and notices of award; contracts of a fixed price, cost, cost-plus-a-fixed-fee, or incentive type; contracts providing for the issuance of job orders, task orders, or task letters thereunder; letter contracts; and purchase orders. It also includes supplemental agreements with respect to any of the foregoing. (NASA Facilities Mgmt 10/94)

Corrective Maintenance – Unscheduled reactive repairs that would not be estimated and planned, but accomplished by local staff or existing service contractors. Note: Not part of the condition assessment process, but a facility maintenance function relating to service calls. (AME, 2003), DO-80, draft 2004

Cost Estimate – An educated guess of what an item would cost to repair or replace. The estimate is based on previous experience with like assets in similar condition and/or developed using a cost-estimating program. (Condition Assessment Incident Command, Facility Needs Assessment Section 03/01)

Cost-Estimating Software System (CESS) – (Timberline Precision Estimating Tool) A software program used as a tool to assist in determining the cost of repairing identified asset deficiencies.

Cost of Ownership – Cost of ownership of a building is the total of all expenditures an owner will make over the course of the building’s service lifetime. (Committing to the Cost of Ownership) Expenditures include Planning, Acquisition, Design, Construction, Operations & Maintenance, Recapitalization, and Disposal. (DO-80, draft 2004)

Current Replacement Value (CRV) – Standard industry costs and engineering estimates of materials, supplies, and labor required to replace a facility at existing size and functional capability. This cost includes current costs for planning/design, construction, and construction management. (DOI, FMAR 2/98), DO-80, draft 2004

Current Year – The fiscal year immediately preceding the budget year. (NASA Facilities Mgmt 10/94)

Cyclic Maintenance – Work activities that recur on a periodic cycle of greater than one year. Typical projects include re-roofing or re-painting buildings, overhauling engines, and refinishing hardwood floors. (GAO Parks and Recreation Report, March 1988)

Deferred Maintenance – Maintenance that was not performed when it should have been or was scheduled but was put off or delayed. Continued deferment of maintenance will result in deficiencies. (DOI, FMAR 2/98) In practice, this means actions that are required to correct existing deficiencies that are a result of unaccomplished past maintenance, repairs, and replacements. (AME, 2003)  

Deficiencies – A facilities defect that occurs when maintenance and repair tasks are not performed in a timely manner. Deficiencies may not have immediately observable physical consequences, but when allowed to accumulate uncorrected, they inevitably lead to deterioration of performance, loss of asset value, or both. An accumulation of such uncorrected deficiencies is a backlog that represents a liability (in both physical and financial terms) for a building. (DOI, FMAR 2/98)

Demolition – Removal of an asset that has been determined to be unsafe or no longer meets, or is not required to meet, mission goals. Removal of an NPS asset is determined by management in conjunction with the NPS planning and compliance procedures. (AME, 2003, DO-80, draft 2004)

Electric Distribution – The delivery of electric energy to customers on the distribution system. Electric energy is carried at high voltages along transmission lines. It is reduced in voltage at a substation and delivered over primary distribution lines. For users needing even lower voltages, the voltage is reduced once again by a distribution transformer. At this point it changes from primary to secondary distribution voltage. (Condition Assessment Incident Command, Utility Terms 03/01)

Emergency Maintenance – A maintenance task carried out in order to avert an immediate hazard or to correct an unexpected failure (e.g., responding to a utility spill, rockslide, etc.). (AME, 2003, DO-80, draft 2004)

Estimated Cost – A calculated anticipated amount, as distinguished from an actual outlay, based upon related cost experience, prevailing wages and prices, or anticipated future conditions, usually for the purposes of contract negotiation, budgetary control, or reimbursement. (NASA Facilities Mgmt 1/94)

Facilities Condition Assessment Survey (FCAS) – See also Condition Assessment Surveys. This is used to establish the overall condition of an asset through the development of the asset’s replacement cost and the calculation of the total deferred maintenance cost. This information is then used to develop the FCI for the asset. (Condition Assessment Incident Command, Facility Needs Assessment Section 03/01)

Facilities Management Program (FMP) – The management systems and support computer software for planning, organizing, directing, and controlling park maintenance. (ICAP Ver. 2.0 Reference Manual 1993)

Facilities Work Controls/Evaluation – The analysis of planned versus accomplished work. Includes the review and updating of asset/feature condition and provides a review and refinement of the work process for future cycles. Implementation of this process includes integration of mission resources and organization with overall asset strategies. (DO-80, draft 2004)

Facilities Work Plan – The process of taking each individual work statement or qualified work request and developing the scope of work, estimating costs, determining the need for engineering or compliance approvals, determining the relationships with associated independent work orders, and determining funding, resources, and priorities. (DO-80, draft 2004)

Facility – A term used to encompass land, buildings, other structures, and other real property improvements, including utilities. (NASA Facilities Mgmt 10/94)

Facility Condition Index (FCI) – A measure of a facility’s relative condition at a particular point in time to other similar facilities. The FCI rating is a ratio of the cost of repair of the asset’s deficiencies (deferred maintenance, recurring maintenance that has been deferred, component renewal that has been deferred, and immediate personal hazard life safety repairs) divided by the current replacement value for the asset. 
FCI = FM sub-worktypes: DM + RM-DM + CR-DM + IPH
				                            CRV
The following ratings are baseline indicators that will be reviewed and adjusted by asset category as data is evaluated:
	
Good ≤ .100 – Assets in good condition are typically maintained with ONPS funds. Preventive Maintenance (cyclic) funds are used to maintain systems or features with a recurrence of more than one year to 25 years. 
Fair = .101 – .150 – Assets in fair condition typically require Preventive Maintenance funds or other special emphasis funds to bring systems or features back to good condition. Repair Rehab funds may be used for more expensive/complex deferred maintenance items.
Poor = .151 – .500 – Assets in poor condition typically require Repair Rehab funds to bring them in to good condition. Line-Item funds may be used to reduce the more expensive/complex deferred maintenance items.  
Serious = > .500 – Assets in serious condition: Heritage assets – Strongly consider stabilization / restoration. Non-heritage assets – Strongly consider replacement. (Facility Management Program 04/02), DO-80, draft 2004

Facility Maintenance – The day-to-day activities as well as the planned work required to preserve facilities (buildings, structures, grounds, and utility systems) in such a condition that they may be used for their designated purpose over an intended service life. Facility maintenance includes all activities not included in facility operations and capital improvements. (NASA Facilities Mgmt 10//94)

Facility Management – The planning, prioritizing, organizing, controlling, reporting, evaluating, and adjusting of facility use to support NPS activities based upon customers’ facility needs and the Servicewide and Area’s mission requirements. (NASA Facilities Mgmt 10/94), DO-80, draft 2004

Facility Management Software System (FMSS) – This software meets all the National Park Service criteria for a relational database to manage assets at the individual park level. (AMD/FMSS Student Manual 10/02), DO-80, draft 2004. FMSS (Maximo™) is an asset-based work identification, work management, and work analysis program. This “cradle to grave” asset and work management system allows a park, region, or WASO to track all aspects of work related to a specific asset, such as planning and design, construction, operations/maintenance, and rehabilitation or removal.

Facility Operations – Work activities performed on a recurring basis throughout the year that intend to meet routine, daily park operational needs. Typical work performed under operations includes janitorial and custodial services, snow removal, operation or purchase of utilities (water, sewer, and electricity), grounds keeping, etc. (GAO Parks and Recreation report March 1988), DO-80, draft 2004  

Fair – See also Facility Condition Index. A facility condition. Facility meets minimum standards, but requires additional maintenance to prevent further deterioration, increase operating efficiency, and achieve normal life expectancy. (DOI, FMAR 2/98)

Financial and Business Management System (FBMS) – System of record for Financials, Total Cost of Facility Management, Real Property, and Fleet.

Fire and Life Safety Annual – An annual fire and life safety inspection conducted by a trained person. This annual inspection will be a follow-up to the INFPCA; it is not a substitute for it.  These inspections shall be conducted in accord with the Annual Fire Protection Condition Assessment as set in RM-58. (DO-80, draft 2004)

Fire Protection Condition Assessment (INFPCA) – A comprehensive fire and life inspection of a facility conducted by a Registered Fire Protection Engineer, Certified Fire Inspector, or other person approved by the Regional Structural Fire Management Officer. Each occupied building is required to be inspected initially and then again when there are any changes in the occupancy or to the building. All buildings that are critical to the operation of the park shall also be inspected. These inspections shall be conducted in accord with the Fire Protection Condition Assessment as set in RM-58. (DO-80, draft)

Fiscal Year – In the federal government, it is the 12-month period from Oct. 1 of one calendar year through Sept. 30 of the following year. (NASA Facilities Mgmt 10/94)

Funding – The issuance of allotments that provides authority to incur commitments and obligations and make payments within appropriations made by the Congress, within the apportionment limitations established by the Office of Management and Budget, and within the approved resources authorization. (NASA Facilities Mgmt 10/94)

Funding Availability – The amount of obligating authority provided by appropriations, contract authorizations, actual transfers to or from other appropriations, and anticipated reimbursements. (NASA Facilities Mgmt 10/94)

GAO – Government Accounting Office 

Good – See also Facility Condition Index – A facility condition. Facility meets established maintenance standards, operates efficiently, and has a normal life expectancy. See Facility Condition Index. (DOI, FMAR 2/98)

Government-Furnished Equipment (GFE) – Equipment in the possession of, or acquired directly by, the government and subsequently delivered or otherwise made available to a contractor. A more detailed definition may be found in FAR, Part 45. (NASA Facilities Mgmt 10/94)

GPRA – Government Performance and Results Act of 1993

Gross Square Footage – The sum of floor areas within the outside faces of the exterior walls for all building levels that have floor surfaces. Covered walkways, open roofed-over areas that are paved, porches, and similar spaces shall have the architectural area multiplied by an area factor of 0.50.
{References include AIA D101, Architectural Area and Volume of Buildings; BOMA, Standard Method for Measuring Floor Area in Office Buildings, and IFMA’s “Definitions” (web page)}. 

Inspections – The documentation of the condition of the features of an asset as measured against applicable maintenance, condition, or other standards. (DO-80, draft 2004)

Interim Control Measures – RAC – Steps being taken in the interim to protect employees from being injured as a result of an unsafe or unhealthful working condition. 

Inventory – The enumeration and identification of the assets and their functions that are to be managed and maintained by a park. The inventory is the foundation for effective facilities management. The inventory should permit identifying maintainable items including those subject to preventative maintenance. (ICAP Ver. 2.0 Reference Manual 1993, DO-80, draft 2004)

Inventory Condition Assessment Program (ICAP) – A legacy computer software program no longer supported by the NPS.

ISO – International Standards Organization

Legislatively Mandated – Accessibility, EPA, lead-based paint, etc., deficiencies that must be corrected in response to regulatory requirements. These activities include retrofitting for code compliance and accessibility and removing hazardous materials, such as asbestos and underground storage tanks. (Stewardship of Federal Facilities), DO-80, draft 2004

Life Cycle Analysis Trade-off – An Alternatives Analysis used to consider the benefits of renovating, disposing, or replacing an existing asset. (DO-80, draft 2004)

Life Cycle Assessments – An analytical process for determining subsystem replacement needs based on expected design life and expert judgment. (DO-80, draft 2004)

Life Cycle Asset Management – A systematic process of maintaining, upgrading, and operating physical assets cost effectively. It combines engineering principles with sound business practices and economic theory, and it provides tools to facilitate a more organized, logical approach to decision-making. In the broadest sense, life cycle asset management is a strategic approach to managing physical infrastructure.

Life Cycle Costing – An acquisition or procurement technique that considers operating, maintenance, and other costs in addition to the acquisition cost of assets. Since it results in a forecast of maintenance expense, these forecasts may serve as a basis against which to compare actual maintenance expense and estimate deferred maintenance. (Accounting for Property, Plant, and Equipment 11/30/97)

Life Cycle Costs (LCC) – A form of economic analysis that considers the total cost of owning, operating, and maintaining a building over its useful life. Life cycle costs are the sum of the present value of:

Investment costs, less salvage values, at the end of the study period;
Nonfuel operation and maintenance costs;
Replacement costs, less salvage costs, of replaced building systems; and
Energy costs.

All life cycle cost analysis of energy-related projects should be performed using the energy cost projections and discount rates provided by the National Institute of Standards and Technology in support of department of energy responsibilities under 10 CFR, part 436, Subpart A. (NASA Facilities Mgmt 10/94)

Life Cycle Planning – Means of budgeting for the cost of replacing subsystems based on their expected design life, or expected time of failure. (Creating a Defensible Recapitalisation Programme, 2002), DO-80, draft 2004

Line Item Construction (LI) – Includes the reconstruction or replacement of park facilities, the preservation of historic and cultural resources, and the repair and reconstruction of park roads. In general, projects fitting this category are major projects that require more than one year to complete. (GAO Parks and Recreation Report March 1988)

List of Classified Structures (LCS) – A National Park Service list of important/historic structures/assets that are nationally recognized.

Maintenance – See Facility Maintenance.

Metrics – Meaningful measures. For a measure to be meaningful, it must present data that encompasses the right action. In the context of this handbook, metrics refers to management and performance measures. (NASA Facilities Mgmt 10/94)

Minor Deficiency – FCAS – Exists where standard preventive maintenance practices and conservation methods have not been followed; or there is a reduced life expectancy of affected or related materials or systems; or there is a condition with long-term impact beyond five years. (Condition Assessment Incident Command 03/01)

Needs Assessment – A process to determine that facilities are constructed, operated, and maintained only when they provide the best protection or preservation of park resources; provide essential visitor services; support critical operations or functions in the park areas; or where absence of those facilities would substantially decrease the ability of the National Park Service to meet its mission. (Instructor Manual: Facility Condition Assessment Survey, 2002), DO-80, draft 2004

OMB – Office of Management and Budget

Operating Formulation System (OFS) – A web-based system used to formulate all programs of the NPS budget, with the exceptions of land acquisition, construction planning, and line-item construction. OFS allows field managers and central office personnel to develop, maintain, and access a current and complete inventory of the program needs, while at the same time providing a basis for the annual budget formulation process. (DO-80, draft 2004)

Operating Plan – A budget plan, when approved, that is the basis for funding and financial control of obligations, costs, and disbursements.

Operations – See Facility Operations.

Past Year – The fiscal year immediately preceding the current year. (NASA Facilities Mgmt 10/94)

PMIS – See Project Management Information System

Poor – See also Facility Condition Index – A facility condition. Facility does not meet most maintenance standards and requires frequent repairs/rehabilitation to prevent more costly repairs, provide a minimal level of operating function, and to prevent significant loss of life expectancy. (DOI, FMAR 2/98)

Preventive Maintenance – Regularly scheduled periodic maintenance activities (within a year) on selected equipment; typically includes inspection, lubrication, and minor adjustment. (AME, 2003), DO-80, draft 2004 

Program Year – A concept of accounting for funds, obligations, and outlays under a no-year appropriation by the identification of transactions in fiscal year segments identified by the fiscal year in which the individual items were obligated. (NASA Facilities Mgmt 10/94)

Project Management Information System (PMIS) – The web-based program developed by the Perk Service to track program needs and deferred maintenance throughout the service. 

Property, Plant and Equipment (PP&E) – Consists of tangible assets, including land that meets the following criteria:
They have estimated useful lives of two years or more;
They are not intended for sale in the ordinary course of operations; and
They have been acquired or constructed with the intention of being used, or being available for use by the entity. (Accounting for Property, Plant and Equipment 11/30/95)

Assets acquired through capital leases, including leasehold improvements. Property owned by the reporting entity in the hands of others (e.g., state and local governments, colleges and universities, or federal contractors); and lands rights. (Accounting for Property, Plant and Equipment 11/30/95, DO-80, draft 2004) Excludes items/assets: (1) held in anticipation of physical consumption, such as operating materials and supplies and (2) that the federal entity has a reversionary interest in. (Accounting for Property, Plant and Equipment 11/30/95)

Real Property – Any interest in land and anything permanently attached to it, including structures, fixtures, and their improvements. (NASA Facilities Mgmt 10/94)

Recapitalization – The planned replacement of facility subsystems such as roofs, utilities, heating, ventilation, and air conditioning. (Creating a Defensible Recapitalization Program, 2002), DO-80, draft 2004

Recurring Maintenance (RM) (Cyclic in nature) – Work activities that recur based on normal wear patterns on a periodic cycle of greater than one year and less than 10 years. Typical work includes painting, caulking, sealing, carpet replacements, etc. Note: A few RM activities may have cycles greater than 10 years, such as repointing of bricks. (DO-80, draft 2004)

Recurring Maintenance Deferred Maintenance (RM-DM) – Recurring maintenance that has been identified and tracked in the system and facility management practices, and is not funded when required, will move into this work type category. Note: This allows for long-term business practices to be documented and reported. (AME), DO-80, draft 2004

Regional Directors Office (RDO) – Office responsible for providing support and direction over the System Support Offices and Field units (Park Service Areas) assigned to them.

Repair – Work to restore damaged or worn-out property to a normal operating condition.  Repairs are curative, while maintenance is preventative. (Committing to the Cost of Ownership)

Repair Rehabilitation (RERE, R&R) – Work activities (projects) designed to restore or extend the life of an asset. Examples include replacing sewer lines, repairing building foundations, and rehabilitating campgrounds and trails. (GAO Parks and Recreation Report March 1988)

Replacement – Exchange or substitution of one fixed asset for another that has the capacity to perform the same function. (Committing to the Cost of Ownership)

Replacement Cost – See Current Replacement Value.

Scope of Work – A very thorough breakdown of the best method for remediating a deficiency. (Facility Condition Assessment Survey Student Manual, 2002), DO-80, draft 2004

Service Level – For a specific work activity, the annual rate or frequency of work performed.  (MMP Computer User Manual)

Service Lifetime – The period of years over which the building provides shelter and an environment supportive of the activities it houses. (Committing to the Cost of Ownership)

SMAC – Servicewide Maintenance Advisory Council

Specifications – A document that stipulates methods, materials, performance, testing, limitations, or other criteria that must be adhered to during the construction of a facility. (NASA Facilities Mgmt 10/94)

Standard – Maintenance standards are defined as the expected condition or degree of usefulness of a facility or equipment item. A maintenance standard may be stated as both a required condition and a minimum acceptable condition beyond which the facility or equipment is deemed unsatisfactory. (NASA Facilities Mgmt 10/94)

Standard Industry Practices – Accepted published practices by peer organizations or associations.

Subsystems – A major portion of a system that performs a specific function in the overall operational function of a system; a major functional subassembly or grouping of items or equipment that is essential to operational completeness of a system. (Cleland, D.I., & Kerzner, H.) A Project Management Dictionary of Terms, 1998), DO-80, draft 2004

System Rules – Identified standardized requirements for how to operate and use the facility management software system. (AMP/FMSS Student Manual 10/02)

[bookmark: _Toc243215881][bookmark: _Toc243984160]System Support Office (SSO) – Offices that provide support of field units and are managed by regional offices.

Total Life Cycles Cost Method – If used, the following should be presented for each major class of PP&E:
The original date of the maintenance forecast and an explanation for any changes to the forecast
Prior year balance of the cumulative deferred maintenance amount
The dollar amount of maintenance that was defined by the professionals who designed, built, or managed the PP&E as required maintenance for the reporting period
The dollar amount of maintenance actually performed during the period
The difference between the forecast and actual maintenance and any adjustments to the scheduled amounts deemed necessary by the managers of the PP&E, and 
The ending cumulative balance for the reporting period for each major class of asset experiencing deferred maintenance. (Accounting for Property, Plant, and Equipment 11/30/97)


[bookmark: _Toc318206754][bookmark: _Toc357676643]

[bookmark: _Toc240434811]Facility Management Software System Terminology

Asset Categories – Identifies eight primary asset categories to track and report resource expenditures against (Site Area, Road, Trail, Grounds, Buildings, Utilities, Marine / Waterway, and Unique Assets). The categories are further defined by asset codes (example – Paved Road, Unpaved Road, Paved Parking Area, Unpaved Parking Area, Bridge and Tunnel). Please reference the specific asset category for a definition. (FMP 04/02)

Asset Codes – Further detail of asset categories (example – Paved Road 1100, Unpaved Road 1200, Paved Parking Area 1300, Unpaved Parking Area 1350, Bridge 1700 and Tunnel 1800). (Facility Management Program 04/02)

Audit Reports – Reports from the FMSS system used to identify erroneous data entries and processes. (Condition Assessment Incident Command, Validation of Data 03/01)

Child Relationship – Assets and work orders have a hierarchical relationship, with Child having a subordinate relationship to the Parent. (Condition Assessment Incident Command, Facility Needs Assessment Section 03/01)

Classification – Classification of asset records is based on the functionality of the component. 

Condition Assessment Job Plan – An FMSS application that defines the standard processes or steps involved to perform an inspection of the condition of an asset and its features for the purpose of generating Asset Deficiency Work Orders. (FCAS Student Manual 1/02)

Condition Assessment/Inspection Work Order – A work order created through the Preventive Maintenance application and attached to a specific asset to initiate the condition assessment.

Condition Assessment Work Order – A work order created through the Preventative Maintenance module that lists the necessary steps and tasks to complete inspection of an asset and its features. This standardizes inspections throughout the NPS by creating a work order on which identified deficiencies can be reported against each asset. (FCAS Student Manual 1/02)

Critical Deficiency – There is advanced deterioration that has resulted in the failure of the feature or will result in the failure of the feature if not corrected within one year; or there is accelerated deterioration of adjacent or related materials as a result of the feature’s deficiencies; or there is a threat to the health and/or safety of the user; or there is a failure to meet a legislated requirement. (Condition Assessment Incident Command 03/01) 

Critical Systems – A subsystem or piece of equipment that is critical to the effective functioning of the asset. Critical Systems are those systems or sub-systems specifically fitted to or employed by [asset code]s to provide the [fundamental function].

Deficiency Ratings – See Critical Deficiency – FCAS, Serious Deficiency – FCAS, Minor Deficiency – FCAS

Deficiency Work Order – A work order generated by the FMSS program, which documents deficiencies discovered while performing a condition assessment on an asset. (Condition Assessment Incident Command, Facility Needs Assessment Section 03/01) See Deferred Maintenance or Component Renewal.

Equipment – A piece of rolling stock or a mechanical device used as part of an asset upon which work is performed. Examples include a boat, a tractor, a generator, or an HVAC system. (AMP/FMSS Student Manual 1/02)

Hierarchical Relationships – Classifies assets or work orders according to various criteria into successive levels or layers. The layers are titled “parent” or “child.” (Condition Assessment Incident Command, Facility Needs Assessment Section 03/01)

Job Plan – Describes operational steps, estimated labor, materials, and tools needed to accomplish a specific task. (AMP/FMSS student manual 1/02)

Parent Relationship – Assets and work orders have a hierarchical relationship, with the Parent having a higher level than the Child. (Condition Assessment Incident Command, Facility Needs Assessment Section 03/01)

Planned Asset – An asset status where an asset is identified as needed and is being developed but is not completed or linked to FBMS.

Preventative Maintenance Work Order – A work order generated to initiate preventative maintenance on an asset. (Condition Assessment Incident Command, Facility Needs Assessment Section 03/01)

Recommended Field – These fields are not indicated on the screen but will link other NPS programs to FMSS and reduce duplicate entries across park unit disciplines. It is highly recommended that these fields be completed to allow for a smooth transition when this interfacing takes place. (AMP/FMSS Student Manual 1/02)

Required Field – A field that requires a user-entered value before the record can be posted.  These fields are indicated by a red asterisk. A record may contain one or more required fields. (Condition Assessment Incident Command, Validation of Data 03/01)

Serious Deficiency – Exists where there is a deterioration, which if not corrected within two to five years, will result in the failure of the feature; where a threat to the health and/or safety of the user may occur within two to five years if the deterioration is not corrected; or where there is deterioration of adjacent or related materials and/or system as a result of the feature’s deficiency. (Condition Assessment Incident Command 03/01)

Specification Template – A data collection template used to document specific information and attributes of assets maintained within the National Park Service. (Condition Assessment Incident Command, Facility Needs Assessment Section 03/01)

Value List – A preprogrammed set of values, attached to a field. The field will only allow the user to enter one of the values contained in the value list. (Condition Assessment Incident Command, Validation of Data 03/01)

Work Breakdown Structure (WBS) – Provides a framework in which work is divided into “definable increments from which the statement of work can be developed and technical, schedule, cost, and labor hour reporting can be established.” (NASA, 2001).  

Work Identification – Process of determining work tasks to be accomplished. Tasks result from a determination that an asset is not at its established standard or a need for a service.

Work Order – Process for documenting work needs and collecting information to aid the work scheduling and assignment process. Information collected should include labor, equipment and material costs, hours, types, and quantities.

Work Type – Standard definitions of work tasks that provide a tool enabling facility managers to strengthen planning, execution, and performance measurement at the park level and to gain stewardship credibility.
[bookmark: _Toc357676644][bookmark: _Toc240434812]
Acronyms List 
 
ABC		Activity Based Costing
ADA		Americans with Disabilities Act
AMP 	 	Asset Management Process 
AMRS  	Asset Management Reporting System
API  		Asset Priority Index 
AWP 	 	Annual Work Plans
CAP  		Condition Assessment Portal
CESS  		Cost Estimating Software System
CIP  		Capital Investment Plan 
CIS  		Capital Investment Strategy
CLI  		Cultural Landscape Inventory 
CM  		Corrective Maintenance 
COLA		Cost-of-Living Adjustment
CRV  		Current Replacement Value 
DOI  		Department of Interior
FBMS  		Financial and Business Management System
FCI  		Facility Condition Index 
FHWA 		Federal Highways Administration 
FMP  		Facility Management Program 
FMSS  		Facility Management Software System
FOSP  		Facility Operations Standing Parent
FRP  		Federal Real Property
FUMP  		FMSS User Management Process 
GPRA  	Government Performance and Results Act 
GPS  		Global Positioning System
HIP  		Housing Information Portal
HLS  		Health Life Safety
LCC  		Life Cycle Costs 
LCS  		List of Classified Structures 
O&M  		Operations and Maintenance
OMB  		Office of Management and Budget 
PAM  		Park Account Manager
PAMP  	Park Asset Management Plan
PDA		Personal Digital Assistant
PMIS  		Project Management Information System 
PP&E  		Property, Plant and Equipment
PST  		Project Scoping Tool
QA/QC  	Quality Assurance/Quality Control
QMIS  		Quarters Management Information System 
RAC  		Risk Assessment Code
R-RAC		Resource Risk Assessment Code
RPSO  		Real Property Standing Parent
R&R(RERE) 	Repair Rehabilitation
SMAC  	Servicewide Maintenance Advisory Council 
SPM  		Single Platform Maximo 
TCFO  		Total Cost of Facility Maintenance
WBS  		Work Breakdown Structure 
WORK		Work Order Reporting Kiosk
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FY10 RT FMSS Labor Report
	 Name:  
	Pay Period #
	FROM:                TO:                   
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	OP Step
	
TOTAL
	Sun
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	Fri 
	Sat
	Sun
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	Fri 
	Sat
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	Employee Signature:                                                 Date:                     Entered By:                                       Date:
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 Asset Categories & Codes


	Revision Date
	January 1, 2012
	
	
	

	 
	 
	
	
	

	Asset Group
	Asset Category  
	Asset Code
	
Facility Type Description
	Facility Type

	SITE/AREA
	 
	
	
	

	
	Site/Area
	0000
	
	

	 
	 
	
	
	

	ROAD 
	 
	
	
	

	 
	Road 
	1100
	Paved
	1110

	 
	 
	
	Unpaved
	1120

	
	
	
	Both
	1130 

	
	
	
	
	

	 
	Parking Area 
	1300
	Paved
	1310

	 
	 
	
	Unpaved
	1320 

	
	
	
	Both
	1330

	
	
	
	
	

	 
	Road Bridge 
	1700
	Road Bridge
	1710 

	 
	 
	
	
	

	 
	Road Tunnel 
	1800
	Road Tunnel
	1810

	 
	 
	
	
	

	TRAIL
	 
	
	
	

	 
	Trail 
	2100
	Class I
	2110 

	
	
	
	Class II
	2120 

	
	
	
	Class III
	2130 

	
	
	
	Class IV
	2140 

	
	
	
	Class V
	2150 

	 
	 
	
	
	

	 
	Trail Bridge (Substantial) 
	2200
	Trail Bridge
	2210 

	 
	 
	
	
	

	 
	Trail Tunnel (Substantial) 
	2300
	Trail Tunnel
	2310

	 
	 
	
	
	

	GROUNDS
	 
	
	
	

	 
	Maintained Landscapes 
	3100
	Maintained Landscapes
	3110 

	 
	 
	
	
	

	 
	Boundary 
	3800
	Boundary
	3810 

	 
	 
	
	
	

	BUILDING
	 
	
	
	

	 
	Building 
	4100
	Office
	4110 

	 
	 
	
	Post Office
	4114 

	 
	
	
	School
	4123

	
	
	
	Other Institutional Uses
	4129

	
	
	
	Housing
	4130 

	
	
	
	Dormitories/Barracks
	4131

	
	
	
	Warehouses
	4141

	
	
	
	Industrial
	4150 

	
	
	
	Service
	4160

	
	
	
	Communications Systems
	4172 

	
	
	
	Navigation and Traffic Aids
	4173 

	
	
	
	Laboratories
	4174 

	
	
	
	 All Other
	4180 

	
	
	
	
	

	UTILITY
	 
	
	
	

	 
	Water System 
	5100
	Non-potable
	5110 

	 
	 
	
	Potable
	5120 

	
	
	
	
	

	 
	Wastewater System 
	5200
	Municipal Wastewater
	5210

	 
	 
	
	Stormwater
	5220 

	
	
	
	
	

	 
	Heating & Cooling Plant
	5300
	Heating
	5310 

	 
	 
	
	Cooling
	5320 

	
	
	
	Both
	5330 

	
	
	
	
	

	 
	Electrical System 
	5400
	Water (Hydro)
	5410

	
	
	
	Solar
	5420

	
	
	
	Fossil Fuel
	5430 

	
	
	
	Geothermal
	5440

	
	
	
	Public
	5450 

	
	
	
	Wind
	5460 

	
	
	
	Fuel Cell
	5470 

	 
	 
	
	
	

	 
	Communication System 
	5500
	Phone Systems
	5510 

	 
	 
	
	IT Systems
	5520 

	
	
	
	Radio Systems
	5530 

	
	
	
	
	

	 
	Fuel System 
	5700
	Fuel for Transportation
	5710 

	 
	 
	
	Fuel for Utilities
	5720

	
	
	
	
	

	 
	Solid Waste/Recycling System 
	5800
	Municipal Solid Waste System
	5810 

	
	
	
	Recycling System
	5820 

	
	
	
	Hazardous Waste System
	5830 

	
	
	
	Construction and Demolition Waste System (includes Storm Debris Collection
	5840

	
	
	
	
	

	MARINE / WATERWAY/ WATERFRONT
	 
	
	
	

	 
	Dam/Levee/Dike 
	6100
	Dams/Levees/Dikes
	6110 

	 
	 
	
	
	

	 
	Constructed Waterway 
	6200
	Constructed Waterways
	6210 

	 
	 
	
	
	

	 
	Marina/Waterfront System
	6300
	Recreational
	6310 

	
	
	
	Protection
	6320 

	 
	 
	
	
	

	AVIATION/ RAILROAD
	 
	
	
	

	 
	Aviation System 
	6400
	Controlled
	6410 

	
	
	
	Uncontrolled
	6420 

	 
	 
	
	
	

	 
	Railroad System 
	6500
	Railroad System
	6510 

	
	
	
	
	

	
	Ship
	6600
	Not Able to Sail
	6610

	
	
	
	Able to Sail
	6620

	 
	 
	
	
	

	UNIQUE ASSETS 
	 
	
	
	

	 
	Outdoor Sculptures/Monuments/
Interpretive
	7100
	Memorial Complex
	7110 

	
	
	
	Commemorative Objects
	7120

	
	
	
	Headstone / Marker
	7130

	
	
	
	Large Interpretive Objectives
	7140 

	 
	 
	
	
	

	 
	Maintained Archeological Sites 
	7200
	Maintained Archeological Sites
	7210 

	 
	 
	
	
	

	 
	Fortification 
	7300
	Earthwork
	7310

	
	
	
	Masonry
	7320 

	
	
	
	Wood
	7330

	
	
	
	Other Construction
	7340 

	 
	 
	
	
	

	 
	Towers/Missile Silos 
	7400
	Silo
	7410

	 
	 
	
	Tower
	7420

	
	
	
	
	

	 
	Interpretive Media
	7500
	Exhibit System
	7510 

	 
	 
	
	Wayside System
	7520

	
	
	
	
	

	 
	Amphitheaters  
	7900
	Amphitheaters
	7910 
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[bookmark: _Toc357676647][bookmark: _Toc240434816]Classification – Hierarchical Format

	Hierarchical Format

	Archaeological

	Archaeology

	Generic Archaeological

	Barriers & Fencing

	Fence/Gate

	Railing

	Traffic Barrier

	Generic Barrier

	Communication

	Aviation Communication

	Antenna/Trans Tower 

	Network Device

	Phone Equip

	Receiver/Transmitter

	Repeater/Transceiver

	Switching Equip

	Generic Communication

	Control & Instrumentation

	Aviation Weather Reporting

	Control

	Dam Emergency Closure

	Generic Control

	Electrical

	Alternative Energy

	Battery

	Circuit Breaker

	Conductor/Cable 

	Electrical Panel

	Elec Trans/Distribution

	Emergency Light

	Fuel Cell Power Supply

	Generator

	Grounding

	Inverter

	Lighting

	Motor

	Sacrificial Anode Sys

	Substation

	Surge Protection

	Switchgear

	Transformer

	Transfer Switch

	Voltage Regulator

	Generic Electrical

	Exhibit

	Interpretive

	Fixed Artillery

	3-D Exhibit Element

	Exhibit AV Sys

	Exhibit Case

	2-D Exhibit Graphic

	Exhibit Structure

	Historic Furnish

	Wayside

	Railroad

	Locomotive

	Grade Crossing

	Railroad Car

	Railroad Track

	Tender

	Turntable

	Sculpture

	Fountain/Pool

	Sculpture Base

	Sculpture Lettering

	Sculpture Finish

	Sculpture

	Generic Exhibit

	      Ships

	              Capstan, Windlass, Anchor

	               Engine

	               Hull

	               Planking

	               Propulsion

	               Rig

	               Rudder

	Fleet

	Air

	Airplane

	Float Plane

	Helicopter

	Land

	Ambulance

	Bus

	Electric Car

	Fire Vehicle

	Heavy Duty Truck

	Light & Medium Duty Truck

	Motorcycle

	Off Road Const Equip

	Sedan Stationwagon

	Snow Removal Component

	Towed Trailer

	Utility Vessel

	Water

	Barge

	Outboard Motor

	Ship

	Tug

	Mobile Generator, Compressor, Welder

	Generic Fleet

	Furnishing

	Exterior Furnishing

	Presentation Screen

	Generic Furnishing

	HVAC

	AC Package Unit

	Air Handling Unit

	Boiler

	Chiller

	Chilled Water Sys

	Condenser Unit

	Cooling Tower

	Evaporative Cooler

	Fan

	Fan Coil Unit

	Furnace

	Heat Exchanger

	Heat Pump

	Solar Heat Generating

	Steam Trap

	Tunnel/Dam Ventilation

	Unit Heater

	Generic HVAC

	Housing

	Life Safety & Facility Protection

	Alarm

	Alarm Sys

	Security Sys

	Suppression

	Fire Extinguishing Sys

	Fire Hydrant

	Generic Safety

	Liquid & Gas

	Plumbing

	Fixture

	Irrigation Sys

	Pipe

	Valve

	Treatment & Processing

	Chemical Handling

	Disinfection Equip

	Treatment Process Drive

	Water Filter Packaged

	Mechanical Handling

	Physical Treatment

	Solids Handling/Treatment

	Treatment Equip

	Wet/Dry Well

	Pump

	Tank

	Well

	Generic Liquid and Gas

	Signage & Marking

	Pavement Marking

	Sign

	Traffic Light

	Generic Signage & Marking

	Specialty Equipment

	Air Compressor

	Crane

	Elevator

	Food Service

	Generic Specialty Equip

	Scale

	Stationary Compaction

	Structure

	Access

	Dam Access Structure

	Drawbridge

	Stairs

	Sewer Manhole

	Access Vault (Dry)

	Base and Foundation

	Base & Sub-base

	Foundation

	Door

	Exterior Door

	Interior Door

	Window

	Exterior Window

	Interior Window

	Abutment

	Communication Room

	Deck Structure

	Generic Structure

	Missile Silo

	Piling

	Platform

	Superstructure

	Tunnel Portal

	Tunnel Structure

	Tower/Pole

	Wall

	Walkable Structure

	Surface

	Finish

	Exterior Finish

	Interior Finish

	Dam Surface Structure

	Land Surface

	Plant or Vegetation

	Roof Surface

	Traffic Surface

	Trailer Pad

	Turfgrass/Pasture Crop

	Generic Surface

	Water Control

	Constructed Channel

	Crest

	Culvert

	Dam Power Equip

	Dam Instrumentation

	Dam Waterway

	Drain

	Drop Inlet

	Outlet Work

	Dam Reservoir Rim

	Shore Protection

	Spillway

	Dam Water Conveyance

	Generic Water Control

	8999

	Electric Car Vehicle Fleet Template
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[bookmark: _Toc240434817]Project Scoring Methodology – Capital Investment Strategy
Each work order within a project is evaluated individually within the four elements and is awarded a score between 0 and 1,000 for each element. The work order score within each element is then calculated in a weighted average based on the total estimated cost of the work orders (see below).

WO Element Score    = 	Element Score x Work Order Total Estimated Cost
Sum of Total Estimated Cost of All Project Work Orders

The sum of the weighted average score in each element results in a total element score. The total element scores are then combined to arrive at a total project score.

Sum of the Work Order Element Score = Project Element Score

Project scoring within each of the four major elements is described in detail below.


[bookmark: _Toc359829922]Figure 105: Project Scoring Methodology
As can be seen in the table above, the highest point totals will tend to be awarded to projects that address assets that have been organized into Park Asset Management Plan (PAMP) optimizer bands 1 and 2 (Financial Sustainability), as well as projects that address assets with high API scores (Resource Protection, Visitor Use), projects that address threats to natural and cultural resources (Resource Protection), and projects that mitigate risks from a hazard to health and safety (Health & Safety). Disposition projects involving assets in optimizer band 5 or those without optimizer band assignments will also score well. 

The point scores achieved by project bundle for each of the four elements (project element scores) are combined to produce an overall total project score using the next highest value method to calculate total project scores as follows:


	
	50% × 
	Financial Sustainability 


	+ 
	30% × 
	Next Highest Scoring Element (VU or RP or HS) 

	+ 
	15% × 
	Middle Scoring Element (VU or RP or HS) 

	+ 
	5% × 
	Lowest Scoring Element (VU or RP or HS) 

	= 
	100% 
	Total Project Score 
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