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Preface
Purpose

The purpose of this User Guide is to provide instructions to Federal Government agencies on entering new vehicle information into the FMVRS database.
Audience

This Agency Upload Supplement is intended for all U.S. Federal government agencies.

Document Organization

This Document is organized as follows:

· Introduction:  The Introduction provides background and security information for the application.

· Logging in to FMVRS:  Describes how to access FMVRS and log in to the system.
· Vehicles Menu: The Vehicles Menu allows you to manage vehicles and VINs.

· Security Menu: The Security Menu allows you to manage User accounts.

· Reports Menu: (The Reports Menu is not currently functional.)
· License Plates Menu: allows you to manage License Plate records.
· Appendix A:  Agency Upload Supplement: – Contains instructions for performing a bulk upload of vehicle data to the FMVRS database.
Introduction

Scope

This User Guide describes how to enter vehicle data into the FMVRS database.

Background

In accordance with existing requirements, GSA must maintain a database of vehicle information on all vehicles registered to federal government agencies. Beginning with the 2009 ordering year the Federal Motor Vehicle Registration System (FMVRS) will collect information on new vehicles at their ordering point in the ROADS system and on new tag production from the UNICOR system. This information, which will include the VIN, Tag number, and Contact information for each vehicle, will be stored in the FMVRS database.

Security

Security Requirements include the following:
1. Users will be distinguished by Agency and Bureau
2. Users can only access information for their own Agency/ Bureau.
3. User IDs will be 7 characters in length

· Characters 1 and 2 will be the user’s Agency

· Characters 3 and 4 will be the user’s Bureau

· Characters 5 – 7 should be the user’s initials
4. There will be three types of users: 
· Super-User: Super-User permission level will be the highest permission level and will be for GSA Fleet/OGP/etc. users that require access to all Agencies and Bureaus.

· Should be able to create users in any Agency/Bureau and define permission level

· Can be either read or read/write for record access

· Privilege option for modifying users (create user/reset pass) 

· Master: Master permission level will be the second highest level and will be given out to at least one user within each Agency.

· Should allow the user to create and distribute LIDs to others in any Bureau within the Agency (at or below “Master” or “User” level)

· Can be either read or read/write for record access

· Can be given upload permission

· Privilege option for modifying users (create user/reset pass) 

· User: User permission level will be the lowest level.
· Can have either Agency or Agency/Bureau level restriction (imposed by the Master user)

· Can be either read or read/write for record access

· Can be given upload permission

Contact Information

For technical assistance with the FMVRS application, contact the GSA Fleet Technical Support Team by phone or email.
Hours of Operation:

8:00 a.m. – 7:00 p.m. EST (M – F)

Contact Information:

Phone (Toll free): 1-866-472-6711

Email: gsafleet@gsa.gov 
For questions or concerns about policy issues related to the FMVRS, contact the GSA Office of Governmentwide Policy.
Contact Information:

Email: Vehicle.Policy@gsa.gov 

Phone or email Karl Wolfe @ (202) 219-0446/ karl.wolfe@gsa.gov 
Logging in to FMVRS
This section describes how to access the FMVRS web page and how to log in to the system.
Accessing FMVRS

To access the FMVRS Home Page:

1. Open your internet browser and enter the URL for the FMVRS web site:  fmvrs.fas.gsa.gov. 

The FMVRS Home page, shown in Figure 1, will be displayed.
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Figure 1:  FMVRS Home Page
2. To view a list of browsers, click the Supported Browsers link.

A list of browsers that have been certified for use with the associated operating system in FMVRS will be displayed along with instructions for downloading them.

3. To view system status information, click the System Status link.
Logging in
When you log in to FMVRS, the Main Menu, shown in Figure 3, will be displayed. The Main menu contains the following sections:

· Vehicles Menu

· Security Menu

· Reports Menu

· License Plates Menu

To log in to FMVRS:

4. Access the FMVRS Home Page, shown in Figure 1, and click the Continue button.

The Login screen, shown in Figure 2, will be displayed.

If you are logging in for the first time you must obtain a User ID and Password from your agency's point of contact.
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Figure 2:  Login 
5. Enter your User ID and Password and click the Sign In button.

Unless you are logging in for the first time the Main Menu, shown in Figure 3, will be displayed.

If you are logging in for the first time the User Account screen, shown in Figure 4, will be displayed, and you will be prompted to enter your account information and change your password. (See the section: My Account—under Security Menu—to update your account information.) Once your account information is updated, click the Main Menu link at the top of the User Account screen, to continue.
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Figure 3:  Main Menu
6. To view the User Guide: Click the FMVRS User Guide link at the bottom of the screen.
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Figure 4:  User Account
Vehicles Menu
Vehicles Menu allows you to manage vehicles and VINs.
Vehicles Menu contains the following sections:
· Vehicle Detail: allows you to add and modify a vehicle record
· Vehicle List: displays a list of vehicles for your agency
· VIN Change: allows you to modify a vehicle’s VIN
· Vehicle Status Update: allows you to update the status of a vehicle
Vehicle Detail

Vehicle Detail allows you to add a new vehicle record and modify vehicle maintenance and customer contact information.
To add a new record or modify an existing record:

7. Access the FMVRS Main Menu, as previously described, and click the Vehicle Detail link under Vehicles Menu.
The Vehicle Detail screen, shown in Figure 5, will be displayed.
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Figure 5:  Vehicle Detail – Add 
8. To add a new record:
i. Enter Vehicle Maintenance and Customer Contact information in the corresponding sections. (Mandatory fields are denoted by a red asterisk (*).)

The VIN must consist of 17 alpha-numeric characters (unless the Override VIN Status field is set to Yes).

Vehicle Status will default to AC (Active).

ii. If you want to assign a Tag to the VIN: Enter the Tag number in the Federal Tag field, and if the Tag number is new, check the New Tag box—checking the New Tag box will create a new Tag record.

iii. Click the Add button.

9. To modify an existing record: 

iv. Enter a valid Tag Number or VIN in the Tag field or VIN field, and click the Search Tag or the Search VIN button, as appropriate.

The record will be loaded and a Modify button will be displayed at the bottom of the screen in place of the Add button—see Figure 6.
v. Modify the record as desired and click the Modify button. 

The Agency, Bureau, VIN, Federal Tag, and Status fields will be disabled and cannot be modified.
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Figure 6:  Vehicle Detail – Modify 
Vehicle List

Vehicle List allows you to display a list of vehicle records for your agency/bureau.
(This feature is not currently functional, and will be made available at a later date.)

To access the Vehicle list:
10. Access the FMVRS Main Menu, as previously described, and click the Vehicle List link under Vehicles Menu.

The Vehicle List screen, shown in Figure 7, will be displayed.

(Use the Prev and Next buttons to page through the list.)
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Figure 7:  Vehicle List
VIN Change

VIN Change allows you to modify the VIN for a vehicle. 

(This is used mainly to correct a VIN that was entered incorrectly.)

To modify a VIN:

11. Access the FMVRS Main Menu, as previously described, and click the VIN Change link under Vehicles Menu.

The VIN Change Search screen, shown in Figure 8, will be displayed.
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Figure 8:  VIN Change – Search 
12. Enter the VIN to be modified in the Old VIN field and click the Search button.

The VIN Change screen, shown in Figure 9, will be displayed.

If the vehicle is a Fleet vehicle the VIN cannot be modified, in which case the following error message will be displayed:  Fleet Vehicle Cannot be Modified in FMVRS. 
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Figure 9:  VIN Change

13. Enter the new VIN and click the Submit button. 

The VIN will be changed and will be stored with the status of ‘VC’ (VIN Change) for reference purposes.

(If the system won’t accept the VIN that you are entering, and you’re sure it is entered correctly, set Override VIN Check to Yes to prevent the system from validating the VIN.)
Vehicle Status Update

Vehicle Status Update allows you to update the status of a vehicle and enter relevant comments.

To update the status of a vehicle:

14. Access the FMVRS Main Menu, as previously described, and click the Vehicle Status Update link under Vehicles.

The Vehicle Status Update screen, shown in Figure 10, will be displayed.

[image: image10.png]FMVRS.FAS.GSA.gov Brought to you by

The Official Government Site to GSA Fleet
RPN Goneral Services Administration

\Register Federal Vehicles

» Main Menu = About FMVRS _» Contact Us _ Privacy and Security  Logout
Federal Motor Vehicle Registration System (FMVRS) vehicle Status Update

Enter VIN and click 'Search'.

Update Status

[ Vehicle information ‘

[ Agency [ Bureau [ FED Tag [ Make [ Model [ Status
New Status: [-Select one - 7]
[ History ‘
[ Date | Status. User ID
Comments

Enter additional comments helow

Save Comments





Figure 10:  Vehicle Status Update

15. Enter the VIN of the vehicle to be modified in the VIN field and click the Search button.

The Vehicle Information and History will be displayed.

16. Select the appropriate Status from the New Status drop-down list.

A vehicle’s status can be: AC—Active, MS—Missing, or SD—Sold.

17. Enter additional comments as necessary, and then click the Save Comments button.

Security Menu
Security Menu allows you to manage User accounts.
Security Menu contains the following sections:

· My Account: allows you to update your account information
· Manage Accounts: allows super users and administrators to manage user accounts
· List of Users: displays a list of users for your agency
My Account
My Account allows you to update your account information.

If you are logging in for the first time, the My Account screen will be displayed when you attempt to log in, and you will be prompted to update your account information and change your password. You can update your account information and change your password anytime by accessing the My Account screen. 

To update your account information:

18. Access the FMVRS Main Menu, as previously described, and click the My Account link under Security Menu.

The My Account screen, shown in Figure 11, will be displayed.
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Figure 11:  My Account
19. Enter your personal information. (Entries are required in all fields.)
20. Create a new password, following the Password Rules displayed at the bottom of the screen, and then click the Submit button.

21. Once you have successfully updated your account information and password, click Main Menu on the menu bar at the top of the screen.
The FMVRS Main Menu, shown in Figure 3, will be displayed.
Manage Accounts

Manage Accounts allows GSA super users and field administrators to manage user accounts. GSA super users can view and manage all accounts, while field administrators can manage accounts for their agency/bureau.
Three types of users can be designated:

· Super User:  Super Users are all located at GSA. They can create Super Users, Master Users, and Users. Super Users have access to all agency/ bureau records.

· Master User:  Master Users are located at field offices. They can create Master Users and Users. A Master User can only grant access to records in his agency and can limit record access by Users to records of a specific bureau.

· User: A User can only view records in his bureau.

To manage user accounts:

22. Access the FMVRS Main Menu, as previously described, and click the Manage Accounts link under Security Menu.

The Manage Accounts screen, shown in Figure 12, will be displayed.

The Violation Count will increment if incorrect passwords are entered. After three failed login attempts, the user account will be locked.
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Figure 12:  Manage Accounts
23. To add a user:

vi. Enter a user name.

vii. Make a selection from the User Agency drop-down list as follows:

For a Super User, select 77 – All Agencies to allow access to all user records.  

For a Master User, select a specific agency to allow access to all user records in that agency. (They will automatically have access to all bureaus in the agency.) 

For a User, select an Agency and a Bureau to allow Read permission for user records in their bureau.

viii. Enter the user’s initials (three letters—Search User ID requires 7 characters, including 3 initials).

ix. Type a password, adhering to the Password Rules at the bottom of the page (the user will be required to change his password upon login).

x. Select a user type: Super User, Master User, or User.

xi. Check the data upload box to give the user permission to upload data files.

xii. Check the read and write box to give the user permission to view and modify data files.

24. To update a user account:

xiii. Enter the User ID in the text field above the Search User ID button. 
(The User ID is composed of seven alpha-numeric characters and consists of a two-digit agency number, a two-digit bureau number, and the user’s initials, which is composed of three characters.) 

xiv. Click the Search User ID button to display the user record.

List of Users

List of Users displays a list of users. GSA super-users can view all users; field administrators can view users for their agency/bureau.
(This feature is not currently functional, and will be made available at a later date.)

To access a list of users:

25. Access the FMVRS Main Menu, as previously described, and click the List of Users link under Security.

The List of Users screen, shown in Figure 13, will be displayed.

Use the Prev and Next buttons to page through the list of users.
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Figure 13:  List of Users
Reports Menu

The Reports Menu section is not currently functional.
License Plates Menu

License Plate Menu allows you to manage License Plate records.
License Plate Menu contains the following sections:

· License plate Detail: allows you to add and modify Tag records

· List of License Plates: displays a list of Tag numbers for your agency
· Assign License Plate to VIN: allows you to assign a Tag number to a VIN
· License Plate Update: allows you to update the status of a Tag
· UNICOR Order Maintenance: 
License Plate Detail
License Plate Detail allows you to add and modify a tag record and enter contact information.
Adding License Plate Records

To a License Plate record:

26. Access the FMVRS Main Menu, as previously described, and click the License Plate Detail link under License Plates Menu.

The License Plate Detail screen, shown in Figure 14, will be displayed.

Mandatory fields are indicated with a red asterisk (*).
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Figure 14:  License Plate Detail – Add 
27. Select your Agency and Bureau from the drop-down lists. (A tag cannot be assigned to: 77—All Agencies.)

28. Enter a Tag number. (The number can contain only numbers and letters–any dashes or spaces will be removed and small case letters will be changed to upper case.)
29. Enter the Order Number and Shipping Number if available. (These will come from UNICOR and are optional.)  

30. The Tag Expiration date will default to 00/0000.
31. The Tag Status will default to RC.
32. The Last Update field will be prefilled with the current date.

33. Enter Contact information under the Tag Order Contact Information section for the tag. (All fields are mandatory.) 
34. Enter your comments in the Enter Additional Comments text box and click the Save Comments button.

Your Comments will be added to the Comments text box. (The Comments text box contains a historical record of all of the comments and lists them by date/time group.)

35. Click the Add button.

A message will inform you that a vehicle record was added.

Modifying License Plate Records

To modify a License Plate record:

36. Access the FMVRS Main Menu, as previously described, and click the License Plate Detail link under License Plates Menu.

The License Plate Detail screen, shown in Figure 15, will be displayed.

Mandatory fields are indicated with a red asterisk (*).
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Figure 15. License Plate Detail – Modify 

37. Enter a License Plate number in the Tag field at the top of the screen, and click the Search Tag button.

The Tag Information and Tag Order Contact Information fields will be populated with the record information.

38. Modify the Shipping Number if necessary. (This is the only field under Tag Information that can be modified.)

39. Modify Contact information as necessary. 

40. Add comments in the Enter additional comments text field as needed, and then click the Save Comments button to save your comments and append them to the end of the list of comments in the Comments text box, as shown in Figure 15.

41. Click the Modify button to save your changes.

List of License Plates

List of License Plates allows you to display a list of license plate records for your agency/bureau.
(This feature is not currently functional, and will be made available at a later date.)

To access a list of license plates:

42. Access the FMVRS Main Menu, as previously described, and click the List of License Plates link under License Plates Menu.

The License Plate screen, shown in Figure 16, will display a list of the license plate records for your agency.
(Use the Prev and Next buttons to page through the list.)
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Figure 16:  List of License Plates
Assign License Plate to VIN

Assign License Plate to VIN allows you to assign a License Plate number to a VIN.
To assign a Tag number to a VIN:

43. Access the FMVRS Main Menu, as previously described, and click the Assign License Plate to VIN link under License Plates Menu.
The Assign License Plates to VIN screen, shown in Figure 17, will be displayed.
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Figure 17:  Assign License Plate to VIN

44. Enter a VIN in the VIN field and click the Search VIN button.

The Vehicle Information fields will be populated with selected VIN record.

45. Enter a Tag number in the Tag field and click the Search Tag button.

The License Plate Information fields will be populated with the selected Tag record and the Assign VIN and Tag button will be displayed, as shown in Figure 18.
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Figure 18:  Assign License Plate to VIN

46. Click the Assign VIN and Tag button. (The VIN and the Tag must belong to the same agency and be unattached.)

The Tag will be assigned to the VIN and the status of the Tag will change to ‘AT’ (Attached).

License Plate Status Update

License Plate Status Update allows you to update the status of a Tag assigned to your agency/bureau.
The status of a Tag can be one of the following:

· RC—Received by Agency and Stored

· AT—Attached to a Vehicle

· MS—Missing or unaccounted for

· DS—Destroyed 
To update the status of a Tag:

47. Access the FMVRS Main Menu, as previously described, and click the License Plate Status link under License Plates Menu.

The License Plate Status Update screen, shown in Figure 19, will be displayed.
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Figure 19:  License Plate Status Update
48. Enter a Tag number in the Tag field, and click the Search button.

The Tag record will be displayed.

49. Select the new status from the New Status drop-down, and click the Update Status button.

The new status and associated information will be displayed in the History table.

50. Type any comments in the additional comments text box at the bottom of the page, and click the Update Comments button.

Your comments will be saved and displayed in the Comments text box.

UNICOR Order Maintenance

The UNICOR Order Maintenance link allows users to view the UNICOR Order Maintenance screen.
To access the UNICOR interface:

51. Access the FMVRS Main Menu, as previously described, and click the UNICOR Order Maintenance link under License Plates Menu.

The UNICOR Order Maintenance screen, shown in Figure 20, will be displayed.
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Figure 20:  UNICOR Order Maintenance
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Introduction

Audience

This Agency Upload Supplement is intended for all U.S. Federal government agencies.

Purpose

The purpose of this supplement is to help Federal Government agencies upload vehicle information for existing vehicles to the Federal Motor Vehicle Registration System (FMVRS) database.

Background

In accordance with existing requirements, GSA will begin collecting vehicle information on all vehicles registered to Federal Government agencies. This information, which will include the VIN, Tag number, and Contact information for each vehicle, will be stored in the Federal Motor Vehicle Registration System (FMVRS) database.

FMVRS will start collecting this information on new vehicles at their ordering point in the ROADS/ UNICOR systems beginning with the 2009 ordering year. In order to collect information on outstanding vehicles in agency fleets, an upload process will be initiated to allow users to perform bulk uploads of vehicle information on existing government vehicles. 

This upload process will only be available to users during the initial data collection period. Once FMVRS goes live and the collection of new vehicle information begins, the bulk upload process will be suspended and agencies will be required to add vehicle information to the database online, on an individual basis.

Preparing Your Data

Before your data can be uploaded, your Excel spreadsheet must be prepared.

To prepare your spreadsheet:
5. Open the Microsoft Excel spreadsheet that contains your list of vehicles.

6. Open the Save As dialog box (File>Save As). 

7. Display the Save as type drop-down list and select Text (Tab delimited).
8. Click OK and Yes on the dialog boxes that pop up, and then close Microsoft Excel.

Logging in to FMVRS

Accessing FMVRS

To access the FMVRS Home Page:

9. Open your internet browser and enter the URL for the FMVRS web site:  fmvrs.fas.gsa.gov. 

The FMVRS Home page, shown in Figure 21, will be displayed.
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Figure 21. FMVRS Home Page

Logging in

To log in to FMVRS:

10. Access the FMVRS Home Page, shown in Figure 21, and click the Continue button in the upper right corner.

The Login screen, shown in Figure 22, will be displayed.
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Figure 22. Login

11. Enter the User ID and Password provided by your agency's point of contact, and then click the Sign in button.

Unless you are logging in for the first time: The Main Menu, shown in Figure 24, will be displayed. (If you have already updated your account information, skip the section: Updating Your Account Information, and continue with the section: Uploading your Data.)
If you are logging in for the first time:  The My Account screen, shown in Figure 23, will be displayed, and you will be prompted to enter your account information and change your password. (If you are logging in for the first time, continue with the next section:  Updating Your Account Information.)
Updating Your Account Information

If you are logging in for the first time, the My Account screen will be displayed when you attempt to log in, and you will be prompted to update your account information and change your password. You can update your account information anytime by clicking the My Account link on the Main Menu screen under Security Menu. 

To update your account information:

12. Access the My Account screen, shown in Figure 23, and enter your personal information. (Entries are required in all fields.)
13. Create a new password, following the Password Rules displayed at the bottom of the screen, and then click the Submit button.

14. Once you have successfully submitted your new account information and password, click the Main Menu selection on the menu bar at the top of the screen to continue.

The FMVRS Main Menu, shown in Figure 24, will be displayed.
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Figure 23. My Account

Uploading Your Data

Before you can upload your data, your Excel spreadsheet must be saved as a Text type, as previously described.

To upload your data:
15. Access the Main Menu, shown in Figure 24, and click the Bulk Data Upload icon in the middle of the screen. 

A dialog box will be displayed.

16. Click OK on the dialog box to open the file.

17. Accept any security certificate requests and wait for the FMVRS application to download. 
If requested, click Run to run the application.

The FMVRS Data Upload screen, shown in Figure 25, will be displayed.
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Figure 24. FMVRS Main Menu
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Figure 25. FMVRS Data Upload

18. Click the Select Files button.

A file open dialog box will be displayed. 

19. Select the Text (Tab Delimited) file that you created, and click Open.

20. Click the Upload button in Step 3 on the Upload screen to upload your file.

The record count, which will be displayed in the Status column, will increment as the data is uploaded.

When the upload is complete, the status of the upload will be displayed in the Status column, and a file containing upload error messages will be created in your temp folder—as indicated in Step 4 on the Data Upload screen.

The number of files Accepted and Rejected will be indicated on the lower left of the screen.
21. Once the upload is complete, click the EXIT button.

22. Log out of FMVRS and close the browser.

23. To review the records that were rejected by the upload process and to see the reject codes go to:  C:\temp\FMSVRSERR.xls.








