Helpful Suggestions for Entering FAMIS Self Service (FSS) Requests Using New “Chartstrings”
When selecting frequently used requests the account information is not required.
When selecting a new web request “Create your own request” please use the following guidelines:
The FSS account information page does not require the five digit account to be entered.
When entering your chart string information into each segment listed please be sure if you are not selecting from the drop down choices that you enter the information correctly (the ~ is required), for example:  

OU~Department 
  01~11524

                        Fund~Source ox         
  100~100001

                        Function 
      
   601



Program 

   0000

There is not a chart string listed for the PURPOSE.  If you need to list a purpose code please identify this number in the description area.  If no purpose has been listed in the description area, SOS will use 0000.  There have been numerous work orders processed with 0000 purpose because no purpose was stated in the description area.  This creates errors (no budget exist or goes against the wrong chart strings).  These errors hold up the work order journal file until the corrections have been made.
The percentage (listed as pct) will remain the same as before, 100, unless you are splitting budgets, then enter the appropriate percentages to equal 100.  
Any work orders that were created before July 10, 2007  were automatically converted with the new account information.  Please go into FSS and check each work order to be sure the account information listed is correct.  You can do this searching All my Requests from the Display Service Request screen.   

Customers wanting information for R25 (Conference & Event Services) can look at their work orders through FSS.  From the Display Service Request screen select the billing tab. From this screen enter your account information and select search.    
Any questions please e-mail SOS at sos@uvm.edu and we will respond accordingly.

