Desktop Aid

FAMIS data entry can be completed using the mouse or the keyboard to access data entry
fields.

Using the Keyboard
Use the following keys to move around fields in data entry fields:

<TAB> Move to the next field.

<SHIFT><TAB> Move to the previous field.

Using the Mouse

There are a variety of techniques users can use when selecting fields with the mouse:

J Pick List Fields
Some fields will consist of pick lists (e.g. select from a pre-defined list of options). Click
the down arrow to access the list then click to highlight the required entry.

Click the down arrow to view the
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0 Free Text Fields
Click in the data entry field with the mouse and type in the required text.
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J Date Fields
Date fields will display monthly calendars where users can click on the required day to
enter the date. Use the left or right arrows to scroll through the months and/or years.

Clickthe calendar arrows to scroll]
by Month
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Text Tips
FAMIS navigation is enhanced by helpful text tips. Text tips will appear as users hover the
mouse over certain fields and locations.

For example:
0 Hover the mouse over an incomplete Asset Name.

Note: A text tip displays the full name from the Asset List.

L Hover the mouse over a data entry field.

Job Details
R BREAKDOWN MAINTENANCE

Work
Description

Cost Category

Please select an item in the list.

Required
Trade

Note: A text tip also displays the full description of the data entry field.
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New Features

Custom Settings:

e Customise FAMIS colour scheme to dark or light

Welcome to Famis

Long Left-Click
e Long left-click to bring up the Quick Menu

Back

Forwards

Reload

Bookmark This Page
Save Page As...

View Background Image
Select All

View Page Source

View Page Info

Inspect Element (Q)

Session Timeout:

Session timeout is set for 2 hours after non-activity

Your session has expired, please log in again
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Help Menu:
e allows users to locate FAMIS video tutorials and training materials within the URL
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About
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Advanced Search

e Advanced search feature now available on multiple columns where there is a lot of data.
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Schedules Tab

e The summary screen below the “tree” is a new feature in new FAMIS

Welcome | Budget [‘Schedules’ Work Request | Agreement | Job Tracking || Approvals = 3053.Pr 2014 PREVENTATIVE MAINTENANCE 2014 2015)
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Exporting to Excel

e Data will download first and then be saved by the user via Excel.
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Do you want to open or save NewJobsReport7Days.csv (1.05 KB) from dptisamisvd017 Open Save |7 Cancel

Zoom In/Out

e A new global CTRL + mouse scroll zoom in and out feature is now available via the web
browser
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Paging
e Page numbers now appear where there is a large amount of data/list of assets.
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