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| ntroduction:

Purpose

The FAN web steisaFAA intranet gpplication used for requesting laboratory facilities
and viewing schedules. The web gpplication provides most of the festures found in the
FAN client software. The web application has been designed as an dternative for users
who would prefer to use their web browser for FAN, without having the client software
ingtdled on their PC.

Note: You can still have FAN client software installed on your PC if you would like.

FAN Access

FAN Accesslevels:
- PUBLIC - view schedules
MAINT/OPS — same access as PUBLIC plus input (time clock) logging
COORDINATOR — same access as MAINT/OPS plus submit and revise time
requests (Manager approval required for COORDINATOR access)
MANAGER — same access as PUBLIC plus view |ab utilization reports

Generd accessis available usng the public userid (UserI D: fan, Password: fan).
Coordinator access and Maintenance/Operations access requires a unique userid available
through Customer Service Center (485-4614)/Facilities Control Office (CSC/FACO).

Y ou will need to fill out an access request form, which can be found on the FAN web
page at http://nasfac.act.faa.gov/fanaf.htm or a the Customer Service Center located near
column D27 on the 3" floor of the Red Brick Building. Coordinators access must have
their manager’ s approval. Y ou can turn in access request forms to the Customer Service
Center.

Note: You can use the same user id and password for FAN client software and the FAN
web application.
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Requirements
To use the FAN web page, you will need:

PC that can connect to the Tech Center intranet.

Internet Browser: Internet Explorer 5.5 or above OR Netscape Navigator 4.7.
Internet Browser set to dlow scriptsto run. The FAN website uses JavaScript to
check for vaid entries, to display amenu and cdendar and automate certain tasks.
Internet Browser set to adlow per-session cookies. The FAN website uses per-
session cookies to track user id and permission level. No cookies are permanently
saved on your PC.

If you run pop-up blocking software, you need to dlow fan.act.faa.gov to run
pop-ups or temporarily disable your pop-up blocking. The FAN website opens
additiona windows to display information in the FAN web gpplication.

Additional Requirements:
You need aFAN UserID. Note: You can use the generlc UserID: FAN with the
password: FAN to log on to the FAN website and view schedul es.
Alwayslog in & the fan.act.faa.gov login page before usng the FAN webste. If
you bookmark a page within the website and try to go to this page without
logging in, an error page or a blank page will load. Y ou can bookmark the FAN
website login page.

Note: The FAN web page has been tested using Internet Explorer 5.5 and Netscape
Navigator 4.7. Internet Explorer isrecommended since there are some known issues
with Netscape Navigator 4.7.
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FAQSs

Can | still have the FAN client software installed on my PC?

YES. If you currently have FAN client software installed on your PC, you can continue
using it as usual. If you need to have a copy of FAN client software installed on your PC,
please call Customer Service Center at x4615 to request an installation.

Can | run FAN web from any PC?

FAN web is an intranet application. If you can get to the Tech Center intranet, you can
access FAN Web.

When | click a FAN web menu option, nothing happens. What should | do?
Are you running Pop-up blocking software on your PC? One reason a menu option click
will not open the page you want is if Pop-up blocking software is running. * You can
configure your Pop-up blocker to allow fan.act.faa.gov to run Pop-ups, *you can use one
of the Lab PCs, *you can temporarily disable your Pop-up detection to allow FAN to run.
Please call FAN Help x4615 if you need help.

Why does a blank page load when | click my Favorites bookmark to the

FAN schedule?

FAN web pages will only load if you are logged into the FAN website Fan.act.faa.gov is

not just a website, it is a web application. You must log in each time you want to use the

FAN web. You should not bookmark any page other than the logon page: fan.act.faa.gov.

Note: You can bookmark FAN web help pages and return to them later without logging

in.

Why does a blank page load when | click a FAN Web menu option?

Isyou browser set to allow per-session cookies? The FAN web site uses session variables

to pass information from one Web page to the next, which requires that per-session

cookies be enabled on your browser. These cookies last for the duration of your user

session, but are not stored permanently on your hard drive. We do not save any cookies

to your hard disk; the cookies only persist while your browsing session is active. To turn

on per-session cookies on your browser, please follow the instructions given below.

I nternet Explorer - Frominside the |E window:

1. Goto Tools, then click on Internet Options.

2. Click on the Security tab.

3. Click"Custom Level". Scroll to Cookies.

4. Under "Allow cookies that are stored on your computer”, you can check either
"Enable", "Prompt” or "Disable".

5. Under "Allow per session cookies (not stored),” check "Enable" or "Allow per
session cookies."

Netscape 4.7 - From inside the Netscape window:

1. Goto Edit, then click on Preferences.

2. Ontheleft pane, click on Advanced, then on the right, check "accept all cookies' or
"accept only cookies that get sent back to the originating server"”.

3. Click OK to save.
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Point Of Contact

Point Of Contact List

Russ Atwood Group Manager x56326

Giovanni Alcantara Team Lead, EnRoute x56765

George Smadlwood Enroute x55547

Pat Moore Terminal, Oceanic, Radar x55332

Vd Reghard Accounting & Utilization x56208

Carol Brook FAN Help Desk/CVA x54614 or x54615
Customer Service Center - Hours of Operation

Monday thru Friday

6:00am - 5:00pm

Customer Service Center - Location

NAS Laboratory (Red Brick Building)
Bldg. 300, Third Floor, Column C-27
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Browser Settings

How to set your browser settings to print background colors:
Internet Explorer (IE5.5) From insde the IE window:

1
2.
3.

4.

Click ToolsMenu

Click Internet Options

Click the Advanced tab and scroll down to "Printing" and check: Print
background colors and images

Click the Apply button then click the OK button

Netscape7  From inside the Netscape window:

1.
2.
3.
4.

Click the File Menu

Click Page Setup

Under Options, check Print Background (colors & images)
Click the OK button

How to alow JavaScript to run in your browser:
Internet Explorer  From insde the IE window:

1.
2. Click on the Security tab.

3.

4. Under "Allow cookiesthat are stored on your computer”, you can check either

5.

Go to Tools, then click on Internet Options.
Click "Custom Leved". Scroll to Cookies.
"Enable’, "Prompt" or "Disabl€".

Under "Allow per session cookies (not stored),” check "Enable" or "Allow per
session cookies.”

Netscape 4.7 From insde the Netscape window:

1
2.

3.

Go to Edit, then click on Preferences.

On the left pane, click on Advanced, then on the right, check "accept dll
cookies' or "accept only cookies that get sent back to the originating server™.
Click OK to save.

How to turn on per-session cookies in your browser:
Internet Explorer  Fromingde the |E window:

1.
2. Click on the Security tab.

3.

4. Under "Allow cookiesthat are stored on your computer”, you can check either

5.

Go to Tools, and then click on Internet Options.
Click "Custom Leved". Scroll to Cookies.
"Enable’, "Prompt" or "Disable".

Under "Allow per session cookies (not stored),” check "Enable’ or "Allow per
sessioncookies.”

Netscape 4.7 From insde the Netscape window:

1.
2.

3.

Go to Edit, and then click on Preferences.

On the left pane, click on Advanced, then on the right, check "accept dll
cookies' or "accept only cookies that get sent back to the originating server”.
Click OK to save.
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Using FAN —All Users
FAN website L ogin Page

Point your browser to http://fan.act.faa.gov. Y ou should bookmark this page if you plan
to frequently use FAN on theweb. Log into FAN Web page. Enter your FAN user id
and password. Click the Click to Login button.

| B pH e o i '
| bk - O B e e | -

TR . mrr——

Welcome to the FAATC

Facilities Automation Netweork

Unasrkd

FAN website Main Menu Page

B vkt o it et e | - T et Bl 5=
|

] o e

= T

If you have entered avalid FAN user id and password, the FAN Main Menu page opens.
A menu will be displayed dong the top of the page. The available options depend on
your level of security. By pointing the mouse over the menus, they will open; you do not
need to click. When you find the option you want to open, click to move to a new page.
The new page will openinanew window. All pages have a“Return to Main Menu” link
to return to thisMain Menu page. When you are done using FAN, click the Log Out link
at the upper right corner of the Main Menu page.

10
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FAN Webste—Help Menu

Contents

F AN Yebs Vernion - Facilfies fyrbamation herbwark Help - Harssolt [ 9 [=]E]

Fie E# ew  FEyeder Tose  Helo ;
iled oo = Ol | e (ol e e | e ot

_.%Jﬁnpx1n ach lnagreiicF 2H Hlpt ot i o e

Facilities Automation Network

Help Contents

Thits page premdes bnks for hels wits e WER vemmion of the FAH Lab
Srtedbing s b atien

#  General FAR (Web Versiss: Help
= FaQs

= FAl] Laks

= APl O Contact

= 51T Swaten Begueesits

& Waeras Meow View Prblules

= Dotuiled Diady: Doenad Diady Help

= Spendshior Vieww Speescbbeet Ve Hele
= Check Availabe: Check Avalstie Breomce Help
= Ry ID Loakmy: Firquect [ Lectop Help
= Swmmary Searck Sommary Seacch Halp

# Useas blemn: Dady Blessaps
= Dhaily Meagage bogge OFThe Dy Heio

#  Faribties Tane Lag: Time Clork
=% Tunre Cleck: Tene Cleck Hel

*  Caor dmarers hissn

= Check Avail=bdive: Check Seaiatobpe Help
= EnFanbe futmst Enfocte Jubmt Help

== Oceasr Submit O emanir Sobmit Hele

= Touwmsiiiad Paliai: Temeiad Subad Help

= CVARaoms Selbirdt: CVA B Subait Hebs
= Bviee Bowwert Bevie Boouesi Hel o
= Pt Request: Prigt Baguest Hele

On the FAN Man Menu page, move your mouse

over the Help menu then click on Contents option.

Thiswill open the FAN Help Contents page,
which containslinksto dl the online Help
avalable.

11
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About

'ﬁl aphies Sutomaton Network - Web Verson - AS0UT B8N - Ficrosett nbemet Explorer

|| He Ed ¥ew Familes Look Heb
[| smzioe - o - o 2| o) sewen TgFavomar ofHem e Spy ]
e P T Sy B

Facilities Automation Network
ACB-810

+ FAM Lab Scheduling Application - Web Version
© Web Based FAN: BETA Ralaacs
* Planned Release Date: Logust 12, 2002
~ Beta Release: 12/27/2002
* Browser Suppont: ktemat Explorar 5.5 T Netscepe 4.7

* Facilities Customer Service Center
= Phone: <3614 or 25-4615

4+ Web Based FAN Development Team
=Robin Peterson-Brown (Team Leader)

=Purvi Barot
=Mark Delesantra
=Jenmnifer Martone
=Shanee Roundiree
=HKaren Stelley
lose ADOUEFARN =
4] Donn [ e Inieret =

On the FAN Main Menu page, move your mouse over the Help menu then click on the
About option. Thiswill open the FAN Help About page which gives credit to the FAN
website devel opment team.
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FAN Webste—UsersMenu

View Schedules Option
Detail Daily Schedule

The Detail Daily Schedule displays al scheduled requests for the lab and date you select.
Note: If a request has not been scheduled yet, it will not be displayed on the Detail Daily
schedule. Once FACO schedules the request, it will show up on the schedule.

On the schedule selection page:

S 'i_lﬁ—.

Select lab: Click the button next to the lab you want to view to select it. Y ou can
choose from Enroute, Termina, Oceanic or CVA.

Note: Enroute is the default lab when the page loads.
Select date: Enter avaid date for the schedule you want to view in the box
provided. You can click on the calendar icon to open a calendar for date
sdection.

Note: Today's date is the default.
View Schedule: Click the View Schedule button to display the schedule you have
requested.

13
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On the schedule page:

The schedule lists each piece of equipment (by lab) that has been scheduled.
The project id, represented by a block of color under the appropriate time of
day, is displayed next to the equipment. If arequest contains more than one
piece of equipment, each piece of equipment in the request will be the same

color.

T Frae okl hashgraad”
Nt e bt it bl il Sl el et (K AR S ie? WA ATl i e D AR b T Al

T G Mgl T RN g TT i i

*A new page opensto display the schedule you selected.
* At the top of the page the date you requested will be displayed.

Holding the
mouse over a
Project Number
will display
information in
the status bar.

Request
information
displayed in the
status bar.

*The date/time the page was requested is displayed at Created: date/time.
*If any requests have been scheduled that meet your search criteria, they will be

displayed.

*The LAB you requested will be displayed in the first box on the schedule.

*Thetimes of day will be digplayed dong the first row.
* Equipment scheduled isin the first column.

*Project Numbers are displayed for each scheduled request under the appropriate

times.

Note:
To get information about a request...

You can move the mouse pointer over any Project Number on the schedule to

display information on the status bar at the bottom of the screen.

You can click on any Project Number on the schedule to open a new window

displaying additional information about that request.

14
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Note: If the schedule only —
displaystimeswith norequests, & & &= e i e 0 0
this indicates no requests have

been scheduled for the lab and
date you requested.

Fran

e ST 2 T4 AU
T [0 B (030 0105 A1 :‘Iﬂ;ﬂlm 55 )00 M EAD St B 5|05 (0 (1530 AEAD | B30 07 00,0030 aRaD R
D000 (0 30 010001 JD;[EW 02 30 0000 0330 0400 04 3005 00 Um'ﬂWD;W‘B’J 07 000 50 QEQD B

*Near the bottom of the page are three buttons. Click the View Previous Day
button to load in the previous day's schedule for the lab you are viewing. Click the
View Next Day button to load in the next day's schedule for the lab you are
viewing. Click the Choose Another Day button to return to the schedule
selection page and choose another date and/or lab.

* At the bottom of the page is a Printer Friendly Schedule button. Clicking this
button loads in a schedule that is formatted for printing. Y ou can choose to print
background colors or colored text. If you print background colors, make sure you
turn on this feature in you browser.

15
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On the Additional Information page:

SU AN Rrscpeea kIl 5115375 LIRS - Mol Inbemst Baplores

e b Ywm Fwim Lue teb
- I R L kim0 Lo s e 1 T [

Pedeimnns [ 1) o ¢ o oa. poioeenl] oot 253 P T T ieds P ks Fesipam o T OBIE BRI

Project Mumber: ATE252

sl Thi Wiadeow
Scheduled Star Time 5092002 0200
Schpduled Durgtion: & Hurs

ECUIFENAT SCHEDULED

| e o 30 o a3 oo [ o0 1o R0 L 2e[izz 30013 30 4m Raan sz
CARTSZEA

CARTSZER

Tech Suppors Ho

Comeeaby: Heae

&0 B ki

When you click a Project Number on the schedule, a new browser window opens
to display information about the request you sdlected.

Note: You can open multiple Additional Information windows at the same time. Make
sure you close this window when done.

The Request ID isdisplayed in thetitle bar.

The Project Number is displayed at the top of the page with scheduled start time
and duration displayed below.

The equipment scheduled for this request is disolayed in the grid below the
scheduled times.

Tech Support and any Request Comments are displayed at the bottom of the
page.

16
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Spreadsheet Viewer Schedule

The spreadsheet viewers are customized reports requested by [ab managers to configure
the labs accordingly. The purpose of the spreadsheet is to provide the Lab Manager with
aview of the day's configuration of lab equipment. They do not include al equipment
and therefore, do not necessarily include al requests. Please use the Detall Daily
schedule if you need to view al scheduled requests.

To open to the Spreadsheet Viewer page, move your mouse to the Users menu, then to
the View Schedules option, and then click on the Spreadsheet Viewer option.

W FAN Spreadsheet Viewer Selection - Microsoft Intermet Explorer

| Ed Edt Mew Fawilee Tool o Help
I ek - o= - @ F b Sewch e (dHeop Bhe O S S
|||5dd'355 Em;..-’)lan aid Faz oS prad e i a ke g : j ?_Eu

1072005

/@] Done |_|_|‘ Irdeanet o

Sdlect the Lab or Conference room you would like information for.

<} ¥iew Calendar - MICIJ_IH']_ Cal endar

T Next, select your date; the default istoday’sdate. To
change the default either type the date in the text box or
click the cdendar icon, which will bring up the popup
o window displayed. Clicking on the left double arrow will

telailas ra [ zaletles giveyou lagt year, dicking on the right double arrow will
23|z |25 |26 |27 |28 |29 glveyoune(tyea’ ThesnglearrOWSWIII Ch‘o‘ngethe

3031 months. Next, click on the day you want. Clicking on the
date will close the calendar and put the date you selected in
the text box.

Once you have your lab and date selected click the Generate Spreadsheet button.

17
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T A Cpismaditeion Vo - iaciisail i . Eiii
“CRowife &

] BE [}
M Wl e St e Ly o i S P iy AL | o

The spreadsheet viewer will display al scheduled requests for the lab and date you
requested. The yellow boxes show the start time of the request and the organization
requesting the time. The cyan boxes show the block of time the request has. The
equipment listed in the cyan boxes show some but not necessarily al of the equipment
that has been requested (the Lab Manager has specified which pieces of equipment need

to be displayed on the screen).
Add’l Equip Link

‘F FAN AequesdD: SOGTT]Z5259 - Moo (511

Project Humber. ATE252A

Ches THe Window

Sehetubed Siart The: 06200003 200

Sehedubed Duratlon: 2 Hows
Sehedubed Fyuipment: ACT04
ACDDS
LCD0E
ACDO?

CAATEIEARAINT
CRATEIEAR LRI
LEPRIGHTMAINT

FDAT06
FDATO?
FOATOE
EOATOR
Tech Suppert: Ho
Cammuenits: Hane

In the event that there is more equipment to display than
pace the text/link “Add'| Equip” will display. Clicking
on thislink will open another window showing some
information about the request as wdl as displaying al
the pieces of equipment that the user has requested.

18
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The white boxes on the schedule show available time. The red boxes show cut time.
(Returned Time)

Links

The links &t the upper left corner give the user three options.
“Return to Main Menu” will take you back to the menu page.
“Digplay Printer Friendly Verson” this link will display the Soreadshect viewer in
aformat suitable for browser printing. Use your browser’s print option to print
and use the browser’ s preferences to salect or desdlect printing background colors.
For EnRoute, Termina, and CVA the Remarks column will print on a separate
page and only if thereis at least one remark. If no remarks exist then there will
not be aremarks page.
“Choose Another Date or Lab” will take you back to the selection screen.

At the very bottom of the spreadsheet viewer isa set of radio buttons. The radio buttons
display the week previous to the day you sdected and the following week for the lab or
conference room you origindly picked. Clicking the radio button then “ Submit” will
generate another spreadsheet viewer for the new date picked using the origind lab you
selected. If the date you wart to view is not listed or you wish to change the lab then
select the “ Choose Another Date or Lab” link at the very bottom or in the upper |€eft
corner.
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Printing the Spreadsheet

To print the spreadsheet viewer click the “ Display Printer Friendly Verson” link. This
will open anew window with asmdler verson of the spreadshect viewer formatted just
for printing. If you are using Internet Explorer and you wish to have a colored version,
set your browser’ s preferences to print using background color; if you want a black and
white printout then set the preferences to not use background colors. Dashed lines are
added to the cyan boxes that do not have any equipment listed in them to make printouts
in black and white easier to see requested versus available time. EnRoute, Terminad and
CVA have a separate page for remarks. The remarks page will only display if thereisat
least one remark.

T rAN Endflsnts T andibest Viesss - Marges Inbeimet E sphoses
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Time Avaladle

Thetime available pageisfor dl FAN usersto check what equipment and times are
avalablein the near future. The results from your search will display the date and time
of available equipment for the lab and date you specify.

To Open Time Available Page

Move your mouse over the Users Menu
Move your mouse over View Schedules
Click the Time Available option to open the Time Available page

Select Lab

EID
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Sdlect alab by clicking the radio button next to the appropriate |ab.

Click the View Lab button to go to the next page and choose the dates and the
equipment.
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Select Date and Equipment

e e e
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Select and Click on a Date to search on from the list provided.

Click on the equipment you want to check on from thislist provided. To
select multiple pieces of equipment hold down the“CTRL” key while dicking
on each piece of equipment.

Click the Search button at the bottom of the page to retrieve results.

Time Available Results Page

The results will be displayed in agrid on the web page. One row will display for each
piece of equipment you selected on the previous page, Spanning the time columns for the
length of time available or scheduled. Green indicatesthetimeisavailable. Gray
indicates the time has been scheduled for arequest.

s T
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Requestid Lookup
Users Menu option

Enter Search Criteria

To open the Requesti D Lookup page, click RequestID Lookup from the Users, View
Schedules menu. On the RequestlD sdlection page, you can enter a project number,
requested date range and lab. If you leave dl the boxes blank and click GO, you will see
al the requests within the next 30 daysfor dl labs and dl project numbers. You can

filter the information by filling in al or some of the text boxes to find the specific
information you are looking for.
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In this example, the user islooking for dl the requests that begin with ACB73*.
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There are also two links that will take you back to the Requestl dL ookup results page or
the RequestI D selection page.

View Equipment Requested for a Request

The user can click on the Equip link next to the Request to view what equipment is
associated with that particular request.
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The equipment page displays information about the request as well as the equipment
associated with the request.

To close the equipment page, click the Close This Window link.
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Summary Search

The Summary Search page is used to generate alist of requests, which can be filtered
with information you provide. Y ou can search for requests for a specific lab for one day
or for a specific project for an entire month. The resulting list will give you the Satus of
the requests displayed. Y ou will be able to find out if arequest is scheduled as requested
or scheduled but not as requested, if time has been returned, or the request has been
entered but is till unscheduled.

To open the Summary Search page, move your mouse over the Users menu then the
View Schedules option. Click the Summary Search option. The summary search
selection page will open. This selection page is used to enter your search criteriaand
generate the request list.
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Enter Search Criteria

Entering specific vaueswill narrow your results.

ProjectID: Enter aproject id to search for. Y ou can usethe* wild card in your
search. Example: If you search for Project|D: AOS3* you will find, AOS310,
A0S320, AOS330,...

Click GO to open the Summary Search results page.

If you click GO without entering filter information, the default vaues used will be:
ProjectID: All project ids
From Date: Current date with atime of 00:00
To Date: 30 days from now with atime of 23:59
Lab: All labs
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View Results
After you dlick GO, the Summary Search results page will be displayed.

[t

Ll
Main output of Summary Search.

The Search Criteria heading shows what you searched for. The color table isakey for
the color codes of the main output. Main output shows you results based on your search.
It gives you requested and allocated start and time values for each RequestiD.

Info Link

Holding your cursor over the Info link will display the RequestiD in the status bar of your
Internet browser. Clicking the Info link on the left will take you to a new page with
specific info for that request

{8 Irsternet Explones

Project Number: AOS3I60

T o)

Ranwestad Stary Thwe: 071002005 07400
Reqeested Durstdoss 10 Hourz
Scheduled Start Tims: d710200E 700
Schedaled Turatiose 10 Hours
PAuctoal Start Tinee: NI 2003 an

Juemal Daratione 10 Hours
Equigenmmit: CHWIEARTS
EARTSETEM
Toch Suppsst Ho
Cammesis: Tone
=
] Bone [ Iy irkanat B

Info link popup.

Information about this request aswell asalist of equipment requested is displayed on this
page. Therequest id isdisplayed in the pagetitle.
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Daily Message Option — FAN Website

The Message of the Day is a message that is maintained by FACO and/or the FAN
support staff. When you successfully log into FAN, the Message of the Day is displayed
on the screen. The message can be different in FAN client software and FAN web. In
FAN web, you can close the Message of the Day or leave it on the screen, but it will not
auto update if the message changes. If you need to refresh the Message of the Day from
the Web verson of FAN, move your mouse to the Users menu and click on the Daily

Message option.
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FAN Websate— Coordinators M enu

Coordinator level accessis required to enter or revise requestsfor lab time. If your FAN
userid has Coordinator level permission, you will see the Coordinator menu when you log

onto the FAN website.

Submit Requests Option

Submit CVA Room Request

The CVA Submit form alows a request to be submitted for time in the CVA room.

Open Submit Request Page

Y ou must have Coordinator level permission to open the submit pages. From the FAN
web Main Menu page:

1. Move your mouse over the Coordinator Menu.

2. Move your mouse over the Submit Requests option.

3. Click onthe CVA Submit option.
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On submit page:

1. UserlD: The user nameyou are logged in as will display here.
2. Project number: Sdect the project number that you want to submit arequest for.
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Project Number Add On: (Optiona) Use project number add-on to append unique
information to your project number. Example: For ACB810AB you would select
ACB810 from the Project Number list and type AB in the Project Number Add On
box.

Charge code: Sdect the charge code that matches your project number.

Date: Typein, or click the caendar icon and click aday to sdlect a sart date.

Time: Sdect the time you wish your request to start. Note: Military format.
Duration: Sdect how long you wish your request to last in haf hour increments.
Requirements. Check the box for each of the requirements that you wish to include
inyour request. Note: CVA Room must always be checked.

Miscellaneous: Check the box for each of the misc. requirements that you wish to
include in your request.

10. Remarks: (Optiond) Enter any notesto beincluded in the request here.
11.Check availability: Thislink will take you to the check availability page to check if

equipment is available.

12. Reset button: Click this button to reset the fidds on this form.
13. Submit: Click this button to submit your request.

Print request:

After successfully submitting a request, the results will be displayed on anew page,
which can be printed using your browser’s print festure.
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Submit Enroute Lab Reguest
The EnRoute Submit page alows coordinators to make requests for lab time on EnRoute
equipment.

Open Submit Request Page
Y ou must have Coordinator level permission to open the submit pages. From the FAN
web Main Menu page:

1. Move your mouse over the Coordinator Menu.

2. Move your mouse over the Submit Requests option.
3. Click on the EnRoute Submit option.

i Enitoute Submit Foem - Michosodt Inteimet Explorer
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To submit arequest:

Enter the information for your request:
1. UserlD: Theuser nameyou arelogged in aswill display here.
2. Project Number: Select aproject number from the list provided.
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3. Project Number Add On: (optional) Typein any project number suffix you
want. Example: For ACB810AB you would select ACB810 from the Project
Number list and type AB in the Project Number Add On box.

4. Charge Code: Sdect a charge code from the list provided.

5. Date: Enter adate in the mm/dd/yyyy format or click the caendar icon to
select adate.

6. Start Time Sdect agart time from the list provided.

7. Duration: Sdect aduration in haf hour increments from the list provided.

8. Check the box for each piece of equipment you wish to include in your
request. You must select at least one.

9. Comments:(optional) Type comments as needed.

10. Tech Support:(optional) Click the checkbox if you require tech support.

11. Once you have entered the information for your request Click the " Submit
Request” button.

12. Reset button: dlick this button to reset the fields on this form.

13. Submit button: click this button to submit your request.

If any of the required fields are blank or incorrect you will be prompted about the error
and required to fix it before proceeding. Once you fix the error Click the " Submit
Request” again.

Print A Request:

Once the submit has successfully been processed you will be taken to the submit
confirmation screen. The submit confirmation screen will display your request id number
for the request as well as the information about your request as you have entered it. By
using your browser's print options you can print this page for your records.

Additional I nfo:

Note: If you find that thereis an error with your request you can go to the Revise Request
page to make the necessary changes.

Note: Because the EnRoute form is so long links have been placed through out to let you
jump to specific sections. Click alink and your browser will scroll to that section.

Special Notes About Selecting EnRoute Equipment:

Pamri Systems you can only sdect one of the following Articles: Article 1, Article 2, or
Article 3.

Y ou can only sdlect one of the following ECG's ECG 1, ECG 2, or ECG 3.

Radar Systems and I nterfacility Channelsyou can only sdect one of the following: SAS
-1, SAS- 2, SDRR 1, SDRR 2, or SDRR 3.

If you select PDPU or DSR Positions the screen will scroll to the DSF 1 Lab section.
From here you can choose which postion(s)in DSF 1, DSF 2, and VSCS Lab areas you
would like.
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Submit Oceanic Lab Request
The Ocenaic Submit page alows coordinators to make requests for lab time on Oceanic

equipment.

Open Submit Request Page

Y ou must have Coordinator level permission to open the submit pages. From the FAN
web Main Menu page:

1
2.
3.

Move your mouse over the Coordinator Menu.
Move your mouse over the Submit Requests option.
Click on the Oceanic Submit option.

i ‘=™

= = A e e B O S @0
B e e e ot =)

== T T

To submit arequest:

1
2.

3.

User ID: The user id you logged onto FAN with will display here.

Select a Project Number for your lab request. (Required) A Project Number
must be selected in order to complete your request.

Enter a Project Number Add-On. (Optiona) Example: 1f you want to submit a
request for AOS340BC, you would select AOS340 from the Project Number
list, and then type BC in the Project Number Add-on box.

Select a Charge Code for your lab request. (Required) A Charge Code must
be sdlected in order to complete your request. Note: In the Netscape version,
all Charge Codeswill belisted. You must select a charge code that matches
the project number you selected. In the Internet Explorer version, only
appropriate Charge Codes will be listed, pick fromthe list.

Select adate. (Required) A date must be selected in order to complete your
request.

Sdect a gart time for your request, thetimeisin military hours. (Required)

A dart time must be selected in order to complete your request.

Sdlect duration for your request, the duration isin haf hour increments.
(Required) Duration must be selected in order to complete your request.
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8. At least one piece of equipment must be selected to complete your request.
Click the check box next to any equipment you want to include in your
request. (Required)

9. You may request technical support if necessary. (Optiond)

10. You may add comments if necessary. (Optiona)

11. Click the submit button after carefully reviewing your selection

To Print A Request:

A detailed report with your Request ID number is created for your future reference. Use
your browser’s print option to print this page.
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Submit Terminal Lab Request
The Termind Submit page alows coordinators to make requests for lab time on Termind
equipment.

Open Submit Request Page
Y ou must have Coordinator level permission to open the submit pages. From the FAN
web Main Menu page:

1. Move your mouse over the Coordinator Menu.

2. Move your mouse over the Submit Requests option.
3. Click onthe Termind Submit option.
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To submit arequest:

Enter the information for your request:
1. UserlD: Theuser nameyou are logged in aswill display here.
2. Project Number: Sdect aproject number from thelist provided.
3. Project Number Add On: (optional) Typein any project number suffix you
want. Example: For ACB810AB you would select ACB810 from the Project
Number list and type AB in the Project Number Add On box.
4. Charge Code: Sdect acharge code from the list provided.
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5. Date: Enter adate in the mm/dd/yyyy format or click the caendar icon to
select adate.

6. Start Time: Sdect adart time from thelist provided.

Duration: Sdect aduraion in haf hour increments from the list provided.

Check the box for each piece of equipment you wish to include in your

request. You must select at least one.

9. Comments.(optional) Type comments as needed.

10. Tech Support:(optional) Click the checkbox if you require tech support

11. Once you have entered the information for your request Click the " Submit
Request” button.

o N

If any of the required fields are blank or incorrect you will be prompted about the error
and required to fix it before proceeding. Once you fix the error Click the " Submit

Request” again.

Print A Request:

Once the submit has successfully been processed you will be taken to the submit
confirmation screen. The submit confirmation screen will display your request id number
for the request aswell as the information about your request as you have entered it. By
using your browser's print options you can print this page for your records.

Additional Info

Note: If you find that thereis an error with your request you can go to the Revise Request
page to make the necessary changes.

Note: Because the Termind form is o long links have been placed through out to let you
jump to specific sections. Click alink and your browser will scroll to that section.
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Revise Request

The Revise Request page is available to Coordinators to make changes to any
unscheduled request they have submitted with their FAN user id. When a change needs
to be made to arequest dready scheduled, please cal FACO for assistance.

To Open Revise Request page:
Y ou must be logged into the FAN website with Coordinator Level permission. From the
FAN web Main Menu:

1. Move your mouse over the Coordinator Menu

2. Click on the Revise Request option.

Revise Request selection page:
When the Revise Request selection page opens, dl unscheduled requests for your user id
will be digplayed in the list box.
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Torevise an existing unscheduled request:

Sdlect the request id you want to change from the list provided.
Click the Revise Request button.

Note: The Revise Request result page will be different in Netscape and Internet Explorer. Thisis because
the version of Netscape supported at the tech center is an older version. Some of the newer features that
could be incorporated into the Internet Explorer version would not work on the Netscape version so
workarounds have been developed. Please refer to the appropriate directions for the browser you are using.
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Internet Explorer browser version of Revise Request result page:

COMPUTER AZAOFE]
COMPUTER AZATEYE,

Daayou can change: To make changesto therequest in Internet Explorer:
Start Date: Enter adate in the mm/dd/yyyy format or click the calendar icon to
select adate.
Sart Time: Sdect agart time from thelist provided.
Duration: Sdect aduration in haf hour increments from the list provided.
Project Number: Sdect a project number from the list provided.
Project Number Add On: (optional) Typein any project number suffix you
want. Example: For ACB810AB you would select ACB810 from the Project
Number list and type AB in the Project Number Add On box.
Charge Code: Sdect a charge code from the list provided
Tech Support: Click the Yesor No option
Equipment: To add equipment, click on any equipment listed in the Available
Equipment lig. To remove equipment from this request, click on the equipment
in the Currently Requested Equipment ligt.
Comments: (optional) Typein or edit comments as needed.
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To save changes:
Click the Save Changes button.

Torgect the current request:
Click the Reject Request button

To make a different selection and not save any changes:
Click the BACK link.
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Netscape 4.7 browser version of Revise Request result page:

Ravize Request - 50515093817
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Datayou can change: To make changesto the request in Netscape browser:
Start Date: Enter adate in the mm/dd/yyyy format or click the calendar icon to
select adate.
Start Time: Sdect agart time from the list provided.
Duration: Sdect aduration in hdf hour increments from the list provided.
Project Number: select a project number from the list provided.
Project Number Add On: typein any project number suffix you want. Example:
For ACB810AB you would select ACB810 from the Project Number list and type
AB in the Project Number Add On box.
Charge Code: Sdect the charge code from the list provided.
Tech Support: Click the Yesor No option
Equipment: To add equipment to the request, press the Cirl key while clicking
the equipment namein thelist. To remove equipment from the request, press the
Ctrl key while dicking the equipment to remove from the list.
Comments: Typein or edit comments as needed.

To save changes.
Click the Save Changes button.

Torgect the current request:
Click the Reject Request button

To make a different selection and not save any changes:
Click the BACK link.
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Print Request

The print request page is available to the Coordinators to print one or more requests. You
can type any Request 1D into the text box provided or select Request Ids from the drop-
down ligt, which displays unscheduled requests submitted with your FAN User ID. You
must have Coordinator level permission to use this page,

Open Print Request Page
On the FAN web Main Menu page, move your mouse over the Coordinator menu.
Click the Print Request option.
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Select A Request To Print

For asingle request not displayed in the drop-down ligt, insert the Request ID in
the text box.

To sdect from the drop-down ligt, click on a Request ID to select it.

To select multiple requests from the drop-down ligt, hold down the“CTRL” key
and select request ids.
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Print The Request(s)

Click Print/Preview to display your request on the screen.
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From the browser, go to File menu and select print.
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Check Availability

The Check Availability page dlows the Coordinator to check what requests exist for a
specific lab and date. The list generated shows time requested, time returned and time

scheduled for each piece of equipment. Y ou must have coordinator level permission to
view this page.

Open Check Availability Page

From the FAN website Main Menu, move the mouse over the Coordinator menul.

Click the Check Avallability option to open the page.

On the Check Availability Search Page
Sdect alab by clicking the radio buttons next to the lab.
Enter a date in the text box provided or click the caendar icon to open the
calendar and click adate to sdlect it.
Click the Search button.

1 Imturnat Explorer
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Check Availahility Results Page

The check available results page will display al results generated for the lab and date you
searched on. All requests will be displayed for each piece of equipment in thelab you
requested. The request status column will indicate if the request is unscheduled or
scheduled. Returned time will be displayed in the returned columns,

Note: If more than 1 request exists for a piece of equipment for the same time that cannot
be shared, thiswill be resolved by FACO.
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FAN Website— Facilities Time Log Menu

Time Clock — Operations/Maint. Access Reg.
Facilities Time Log Menu option

To open the FAN Time Clock page:
Point to the Facilities Time Log menu.
Click on the Time Clock option.

Note: If you do not see the Facilities Time Log menu, the UserID you logged in with does
not have the appropriate security permission to use this feature.
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Enter arequest ID for your lab request in the box provided.
Click the Find button
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If you entered avalid Request ID, a screen with your Request ID and its
information will appear.
Y ou may now choose to gart the Time Clock Manualy or Automatically

0 Manud requiresthe user to log out a the end of their shift. User must
log in again to turn off their dock manudly.

0 Auto does not require the user to log off. The system will log the user
off a the end of their shift. Once you have started auto log off you will
not be ableto turn it off.

Note: If you have any problems, you may call the Facilities Customer

Service Center at x 4614 or x 4615 for assistance.



