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How to Navigate in FAMISWeb 

Logging on to FAMISWeb 

1. Log on to Internet Explorer and type the following url to access the
FAMISWeb site:  http://famisweb.sfgov.org/famisweb  or
“10.1.3.126/famisweb”.  The following screen will appear.  Internet
Explorer is the recommended browser as there may be issues with other
browsers.  If you have difficulties with screen resolution, refer to the
“Change Your Screen Resolution” in this document.  1024x768 is
required.

2. Type in your FAMIS Login ID and TAB to enter your FAMIS Password.
Click the LOGIN button to get to the Home Page and Main Menu.

a. You will use the same FAMIS Login ID and password for both the
non-web (mainframe screens) and FAMISWeb versions.

b. If you do not have FAMIS access, link to this site for security forms:
http://sfcontroller.org/index.aspx?page=203#security

http://famisweb.sfgov.org/famisweb
http://sfcontroller.org/index.aspx?page=203#security
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3. You will notice that there is a drop-down for the Region but leave the 
default at Production (NFAMIS).  Do not change it unless you need to 
access the archived data from Fiscal Year 1995-2007.  Then select 
Archive (NFAMISC). 

 

 

 
 

 
 

1. This is the Home Page with the Main Menu. 
a. What you see on the FAMIS screens depends on your security and 

access rights. 
b. If you have authority for Accounting, Purchasing, and/or Asset 

Management, then you will see those items listed. 
 

2. For this demonstration, select Accounting from the Main Menu and you 
will see the Broadcast Screen next.   

 
3. The Purchasing and Asset Management Main Menus are displayed after 

the Accounting Main Menu.  The functionality described for the Accounting 
screens also apply to the other two for the web version. 
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The Broadcast Screen appears next.  It provides useful information.  Read this 
screen for any new messages about system changes or FAMIS Flash Bulletins. 
 

 
 

 

4. To clear out of this screen, press the Clear button to take you to the 
Accounting Main Menu. 
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Accounting Main Menu 
 

 
 

 

1.  Select Financial Inquiry to inquire on financial data. 
 

2.  Depending on your security access, you may see any of the following 
menu items: 
 

a. Table Maintenance – to inquire against non-financial system tables. 
b. Financial Processing – to enter financial documents or correct 

financial information. 
c. System Management – mainly used by the Controller’s Office for 

system or security updates. 
d. Financial Inquiry – to inquire financial data using various inquiry 

menus. 
e. User Class Selection – allows certain users to change their default 

user class. 
f. Vendor Maintenance/Inquiry Menu – to inquire on vendor 

information.  Controller’s Office maintains the Vendor File. 
g. Document Authorization Menu – to authorize or reject financial 

transactions. 
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Purchasing Main Menu 
 

 

 
 

 

1.  Selecting Purchasing from the Home Page brings you to this screen. 
 
2.  Depending on your security access, you may see any of the following menu 
items: 
 

a. Accounts Payable Menu – to process invoices, vouchers, direct 

vouchers, exception processing, and credit memos.  
b. Procurement Transactions Menu – to process requisitions, 

invitations to bid, bid entry, purchase orders and blanket purchase orders.  
c. Change Order Processing Menu – access the change order menu.  
d. Vendor Maintenance/Inquiry Menu – To inquire on vendor 

information.  Controller’s Office maintains Vendor File.  
e. User Class Selection – allows certain users to change their default 

security class. 
f. Table Maintenance Menu – used by Controller’s Office to maintain 

Purchasing File Tables. 
g. Commodity Table Inquiry – to inquire against the commodity table for 

commodity codes. 
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Asset Management Main Menu 
 

 
 
1.  Selecting Asset Management from the Home Page brings you to this screen. 
 
2.  Depending on your security access, you may see any of the following menu 
items: 
 

a. Table Maintenance – used by Controller’s Office to maintain tables in 

Asset Management. 
b. Property Record Processing – to enter and maintain asset records. 
c. System Management – used by Controller’s Office to maintain system 

programs, system security, batch jobs, and user access. 
d. Inquiries – allows users to inquire on assets. 
e. User Class Selection – allows certain users to change their default 

security class. 
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Three Ways to Navigate the System 
 

 

 

Option #1:  Use the Menu Items 
 
Select from the menu items on your screen by clicking the titles to navigate to 
other screens.   
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Option #2:  Use the LINK: Field. 
 

Use the LINK field to directly link to a screen. 
 
In the blank rectangle to the left of the LINK button:  Type in the 4-digit screen 
number you want to access and click the LINK button.  

 

 
 

 

Note:  You will not find a numerical listing of screen numbers in FAMIS.  
However, you can go to the following link to find a listing of FAMIS screen 
numbers: 
http://sfcontroller.org/index.aspx?page=203#acct  
 
For FAMIS Accounting screens: View “Financial Inquiry Menus”  
 
For FAMIS Purchasing screens: View “Purchasing Inquiry Screens” 
 

 

 

 

 

 

 

 

 

 

Type the 4-digit screen 
number in the LINK: field and 
press LINK to directly link to 
another screen. 

http://sfcontroller.org/index.aspx?page=203#acct
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Option #3:  Use the Direct Access Menu (FAML3050). 
 

On any screen, you can use the LINK field to get to the Direct Access Menu by 
typing 3050 in the blank field and clicking LINK.  The listing will display only 
those screens for which you have access rights.  You can also press the F9 
function key instead of clicking the LINK button. 
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Click the radio button to 
select and then click the 
SELECT button to directly 
access the screen. 
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Standard Function Buttons 
 
NOTE: If you let the mouse pointer hover over the button, a little help box will appear to show you 
the keystrokes necessary to replace the mouse click on the button. 
 

Press:  
HELP:  Access the online help screen to view information about the contents of 
the screen. 
 

SELECT:  Select defined table values for the active field. Once selected by 
cursor placement, the system automatically enters the selected value in the 
active field. The user is notified with a system message if the active field is not 
available for selection. A table selection transfers the user to FAML5999 – Table 
Lookup while a detail select will transfer the user to the appropriate detail inquiry 
or table screen. 
 

DELETE:  Delete the record displayed on the screen. For classification elements, 
delete the displayed record only if no related financial data has been posted in 
the current, first prior and next fiscal years. For line items, delete the line item 
selected. The user must confirm the deletion by performing the Delete function 
again. If the record status does not allow deletion, an error message will be 
displayed. 
 

PRIOR:  Retrieve the record immediately preceding the current record. Perform 
the Prior function to scroll backward through the records. Subsequent to 
reaching the beginning of the file, the system displays the last record in the file 
and notifies the user. 
 

NEXT:  Retrieve the record immediately after the current record. Perform the 
Next function to scroll forward through the records. After reaching the end of the 
file, the system displays the first record in the file and notifies the user. 
 

PRIOR PAGE:  Display the previous page of information for the current record. 
 

NEXT PAGE:  Display the next page of information for the current record.    
 

LINK:  Access the screen by entering the 4-digit screen number in the blank field 
to the left of LINK. 
 

SAVE:  Save the record. For new records, the system will display the message 
“Record Saved.” For existing records, the system displays “Record Replaced”. 
 

NOTEPAD:  For screens that have a Notepad field, if Notepad = Y, then you can 
click the NOTEPAD button on the bottom of the screen to view the FAML1010-
Notepad screen. 
 

APPR HIST:  The Approval History button allows you to view FAML8025-
Document Authorization Tracking-Archive for the dates, times, department, user, 
approval levels, and days outstanding for a particular document. 
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Quick Tips for Exporting to Excel in FAMISWeb 
 

 Where you see the EXPORT button on the menu bar of a screen, you can 
export that single screen or all consecutive pages for the financial data 
you are viewing to Microsoft Excel.  

 
 When you click the EXPORT button, you will then select one of the 

following items for the Page Range: 
 

o All 
o Current Page 
o Pages from, to 
o Number of pages starting from current 

 
 Once Page Range is selected, you have options to: 

 
o Print 
o Export to Excel 
o Return 

 
 Exporting to Excel with All pages selected allows you to capture the entire 

financial data for that screen all in one place. 
 

o You will first get a preview screen and you will need to click the 
EXPORT TO EXCEL button. 

o A window will appear to ask if you want to Open, Save, or Close.  
Select Open to view the document in Excel.  The screen has been 
formatted for you in Excel. 

o You can save this as you would any other Excel file. 
 

 Hint:  If you can’t see the buttons on the bottom of the screen, use your 
right scroll bar, or press the F11 function key on your keyboard which will 
expand your screen.  The F11 key acts as a toggle so you can also use it 
to reduce your screen. 
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Example to export a single screen to Excel. 
 
Click the EXPORT button. 
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Select Current to export the current page you are viewing. 

 
 
Then select Export To Excel. 
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A preview screen appears.  Select the Export To Excel button. 
 

 
Select Open from the pop-up window. 
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Excel formatted version. 
 
Note:  This example displays the current page as requested, however, if you 
selected All, then all pages would be listed on the Excel spreadsheet. 

Faml6450 - Organization Summary Inquiry

Balance Type (Y,M,Q,A): Y Curr/Prior Prd:   Currency Code:  

Funding Period:  

Index Code: CON314005

Organization:  

Char:   Object:  

Fdtp:   Fund:   Sfnd:  

Project:   Proj Dtl:  

Grant:   Grant Dtl:  

User Cd:  

Subobj Description Budget Actual Preenc/Enc Balance

10940 PROP TAX-ADMINISTR $36,360 $  $  ($36,360)

60167 DELINQUENT INSTALL $40,812 $  $  ($40,812)

60168 REDEMPTION FEE $38,014 $  $  ($38,014)

REVENUE TOTAL $115,186 $  $  ($115,186)

00101 MISC-REGULAR $2,420,370 $110,884 $  $2,309,486 

00102 MISC-SICK PAY $  $3,461 $  ($3,461)

00104 MISC-VACATION $  $2,084 $  ($2,084)

Fiscal Month/Year: 02 2011 AUG 2010

MANAGEMENT
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Using the Print Button 
 
You can use the Microsoft clipboard with the PRINT image provided by 
FAMISWeb. 
 

 
 
Click the PRINT button and you get the following screen. 
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If you press the Print Screen key on your keyboard, you can paste the image 
you see above.  If you only want the pop-up print image, press the ALT key plus 
Print Screen key at the same time and you’ll be able to paste the screen below. 
 
If you want to print this screen, click on the Printer icon to print this page. 
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You get only this pop-up window without the background for pasting if you press 
the ALT plus Print Screen keys on your keyboard.  Use your CTRL + V keys or 
the menu – Edit > Paste to paste your selected screen to your document. 
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Other Helpful Hints 
 

 Default values are provided by the system on certain screens to reduce 
data entry requirements.  Default values are generally overridden by 
typing another valid value in the field.  For example, the fiscal month and 
fiscal year are defaulted by the system.  To examine a different fiscal 
month and year, simply type the period desired over the previously 
displayed period and click the ENTER button.  You can change the fiscal 
month/year to any open year in Production, currently FY2008/09 to date. 

 

 If you can’t see the buttons on the bottom of the screen, you can toggle to 
expand to full screen using the F11 function key on your keyboard. 

 

 The SELECT button allows you to access tables in data fields by placing 
your cursor at the beginning of that field and pressing the SELECT button 
to get a listing.  Whatever you select will be returned to the screen. 

 

 You can click the ENTER button or press the Enter key on your keyboard. 
 

 When selecting a radio button in the “S” column, be sure to press the 
SELECT button on the bottom to return the data. 

 

 Above the menu bar, you will see the path of screens in the order that you 
have selected in “cookie” format, i.e., Home > FAML9000 > FAML0000 > 
FAML6000.  You can go back to any of those screens by clicking on them. 

 

 When the CLEAR key is pressed, the system returns to the screen that 
was previously displayed.  For example, if the Table Maintenance menu is 
accessed from the Main Menu, the system returns you to the Main Menu 
when CLEAR is pressed.  The system stores a maximum of 10 screens. 

 

 When the ENTER key is pressed, the system queries existing records to 
retrieve a record that matches the key information entered.  If it can’t find 
the data, you will get a system message at the bottom of the screen. 

 

 Posting in FAMIS is the process used to finalize/complete your document.  
A document may be created and saved in the system but not posted.  An 
example of this is electronic approval processing.  Using electronic 
approval paths, a document is not posted until the final approval is given.  
Thus, the document has been created but the accounting event has not 
yet occurred until final approval. 

 

 Login at least once a month to keep your access active.  After 90 days of 
inactivity you are locked out of the system and you must reapply for 
security access.  Passwords last 90 days.  You will get a system reminder 
to change it. 
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System Time Out 
 
 

 On FAMISWeb, you will find that the system times out when you have 
been inactive for more than 10 minutes. 
 

 A Timeout Reminder gives you a chance to continue your current session. 
o If you catch the message right when it happens, you can click the 

CLOSE button and your session will resume as though you had 
entered your password. 

o If you do not catch the message in time, the system will log you out 
and return to the login screen. 
 

 
 
o If you really want to log out at this point, click the white “X” in the 

red box at the upper right and you will be logged out. 
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o You will be back to the login screen with a note that your session 

was timed out. 
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Change Your Screen Resolution 
 
Set your PC’s screen resolution to 1024x768.  This is required for FAMISWeb. 
 

1.  On your monitor, right click on your desktop display and select 
“Properties” from the pop-up window. 

 
2.  Click the tab “Settings” to view your Screen Resolution from the 

Display Properties window. 
 
3.  Move the Less to More slider arrow to 1024x768 and click “Apply”, then 

“OK”. 
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Logging Off FAMISWeb 
 

1. You must log out of the system (unless you are timed out). 
a. From any screen, click Log Out to exit the system. 

 

 
 

Problem Reporting 
 

1.  Report problems via email to adpics.helpdesk@sfgov.org . 
 

2.  BEFORE reporting a problem with FAMISWeb, go to the regular NFAMIS 
mainframe screen and try the same routine to make sure that what you see is 
not part of normal production. 

 

3.  In the email: 
 a. Indicate that you have tested this on the mainframe screen. 
 b. Describe what is wrong and include a FAMISWeb screen print. 
 c. Give a step-by-step of what you did to generate the problem. 
 

Known Issues 
1.  Login can be very slow early in the morning.  Please have patience. 
 
2.  You must have the Pop-Up Blocker turned off in Internet Explorer for the 

FAMISWeb site.  You will want that to be for FAMISWeb ONLY and not all 
sites. 

mailto:adpics.helpdesk@sfgov.org



