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1. Scope
1.1 Identification

1.2

1.3

1.4

The Foreign Visits System Confirmation Module (FVS-CM) is used to track and confirm
foreign visitors within the Department of Defense (DoD) to include Research,
Development, Test and Evaluation (RDT&E) sites, DoD Contractor sites, and other
sensitive DoD facilities. Access to FVS-CM is through Non-Classified Internet Protocol
Router Network (NIPRNet) with multiple layers of security to protect information
contained therein.

System Overview

The FVS-CM software program provides a consistent means for tracking and confirming
visitors to various sites.

Foreign government representatives visit DoD Military and Contractor facilities for
numerous reasons. Official visits are authorized by the DoD. The approval process for
a foreign visitor to be authorized for an official visit to a DoD facility or DoD contractor
facility is recorded in the Foreign Visits System (FVS). Other foreign visits may be
processed in accordance with local policies and procedures. The requests for official
DoD visits are entered by the foreign Embassies located within the DC area using
software supplied by the Office of the Under Secretary of Defense for Policy (OUSD(P))
known as the FVS Embassy application. The requested information is transferred to
DoD via point-to-point communications to DoD FVS. The requests are then staffed out
to the applicable Service or DoD agencies who will be hosting the visit for
approval/disapproval. When finalized, a record of the DoD decision is transferred back
to the Embassy who will then be free to finalize coordination of the visit with the visit
POC.

Document Overview

This Software User Manual (SUM) describes the scope, version improvements, user
workflow and the features and capabilities of FVS-CM.

Reference Documents

The following document(s) was referenced in the preparation of this document:
o FVS-CM System/Subsystem Design Description (SSDD)
e FVS-CM 2.0 Software User Manual (SUM)
e FVS-CM Use Cases and Business Rules
e FVS-CM Vision Document
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2. Software Summary
2.1 Software Inventory
The FVS-CM is a web-based application. The requirements for a user of the FVS-CM
application are:
o Must be a valid registered user.
e Must have a valid user name and password.
2.2 Security and Privacy
FVS-CM was designed with multiple levels of security and with SSL 128 bit
encryption ensures that sensitive information is safeguarded from unauthorized
access and tampering. The system is located on NIPRNet and follows all security
and privacy precautions associated with this system.
2.3 Software Application

FVS-CM includes security features and supports the following offices:
o Office of the Principal Deputy Under Secretary of Defense (Policy)
o Defense Security Assistance Agency
o Defense Security Cooperation Agency (DSCA)
o Defense Security Technology Administration (DTSA)
o Office of the Secretary of Defense (OSD) General Counsel

o Defense Program Management Office

FVS-CM currently features eight (8) primary options located in the FVS-CM Toolbar:

/j Foreign Yisits System - Confirmation Module - Check In ¥isitors - Microsoft Internet Explorer

System Checkn Check Out Creste Updste Reports Inport Help

Foreign Visits System - Confirmation Module (FVS-CM)
Figure 1. FVS-CM Toolbar

¢ System — Sub-options under this option are used to edit user preferences and
log out of FVS-CM.

e Check In — This option is used to facilitate checking in a visitor into the facility.

e Check Out — This option is used to facilitate checking out a visitor from the
facility

o Create — Sub-options under this option are Visits and Visitors.

e Update — The sub-option under this option is to update visit and visitor
information.

Cl#: SPAN_FVS-CM_2.0.1_SUM-1.0 2
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e Reports — This option is used to generate reports.
e Import — This option is used to import data into the FVS-CM system.

e Help — This option is to access the online Help.

231 System
The following sub-options can be found under this menu option:

o Edit User Preferences — Use this option to set/modify the user’'s
Environment, Organization and preferred Default Screen.

e Logout — Use this option to exit FVS-CM.

2.3.2 Check In
This option is used to Check In visitor(s) already in the system.

2.3.3 Check Out
This option is used to Check Out Visitor(s).

234 Create
The following sub-options can be found under this menu option:
e Visits — Use this option to create local visits.
e Visitors - Use this option to create visitors.
2.35 Update
The following sub-options can be found under this menu option:
¢ Visits —Use this option to update visits.
e Visitors - Use this option to update visitors.
2.3.6 Reports
This option is used to generate seven (7) types of reports.

2.3.7 Import
This option is used to import data into FVS-CM.

2.3.8 Help
The following options can be found under this menu option:
e Online Help — Use this option to access the FVS-CM online help.

e User Manual — Use this option to display an online version of the Software
User Manual.

¢ About FVS-CM — This option details the following information:

Name of the Application
Version Number
Working Environment
Session Timeout Period

Cl#: SPAN_FVS-CM_2.0.1_SUM-1.0 3
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2.3.9 Time Out

For security reasons, the FVS-CM application times out after 20 minutes of inactivity.
The application gives the user approximately a three minute warning that the session
is about to expire. The user can click Continue to assume working in the application
or if the warning time elapses, the user is advised that the session has expired and
the browser will close. The application will re-direct the user to the login window.
Refer to Section 4.2 Login to regain access to the application.

‘2l Session Alert - Microsoft Internet Explorer |Z||E|r5__(|

Tour session 18 about to time out. Please press 'Contitue’ to
continue worlung with the application

@ 8 Internet

Figure 2. Session Alert Message

Figure 3. Session Time Out Message

Cl#: SPAN_FVS-CM_2.0.1_SUM-1.0 4
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2.4 Menu Function Buttons

The Menu toolbar displays at all times. The toolbar is shown below and the table
Menu Toolbar Icons describes the function of each icon.

b B WY YRS

Figure 4. Menu Toolbar

Menu Toolbar Icons

Description

||| 5
Il (@]
o}

Edit User Preferences

oy | &l | € @ | &6 12 B |0 U

Create Visitor

Create Visit

Update Visitor

Update Visit

Check In

Check Out

Import

Reports

2.5 Assistance and Problem Reporting

All assistance requests and problem reports should be directed to SPAN Support, (703)
696-0610 (DSN 426-0610).
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3. Accessing the Software
3.1 Access Control

Access to the FVS-CM system will be controlled by user name and password. The user
name and password are provided to the user via SPAN Support.
3.2 Login and Initialization

The login process is initiated when a user requests the FVS-CM 2.0 home page via an
internet browser. Once the login is validated, the web server will build the user’s session
based on permissions stored in the Enterprise Information Services (EIS) Admin
database.

3.21 Login

Insert the Common Access Card (CAC) in the reader.
Start Internet Explorer (6.2 or greater) or Netscape (8.02 or greater).
Enter the application URL https://fvs-cm.osd.mil.

P wnNPE

Press Enter and the Security Alert window displays.

Security Alert g|

ri‘l |nformation you exchange with thiz site cannot be viewed or
?. changed by others. Howewver, there is a problem with the site's
* zecunty certficate.

& The zecurty certificate waz izzued by a company you have
not chozen to trust, Wiew the certificate to determine whether
oL want ko kst the certifving authority.

o The securty cerificate date iz walid.

The securty certificate has a valid name matching the name
af the page you are tving ko visw,

Do you want to proceed?

Yes ] [ Mo l [‘-.-’iew Certificate

Figure 5. Security Alert Window

Cl#: SPAN_FVS-CM_2.0.1_SUM-1.0 6
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5.

Click Yes and the Choose a Digital Certificate window displays.

Choose a digital certificate

Identification

The Web site vou want to view requests
! identification. Please choose a certificate.

Marmne Issuer
DEVORE.FELICIA A, .. e ERarEy g
DEVORE.FELICIA A, DOD EMAIL CA-11

[ flare Info... ] ['-.-'iew CertiFicate...]

[ O, l [ Cancel

]

Figure 6. Choose Digital Certificate Window

Select the certificate associated with your name.
Click OK and the Enter PIN window displays.

GSC 2.1 Smart Card

Enter FIM

k. | Cancel

Figure 7. Enter PIN Window

Enter your PIN.
Click OK and the DoD Consent to Monitor Page displays.

Cl#: SPAN_FVS-CM_2.0.1_SUM-1.0 7
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@TIP

Add the
application
URL to your
favorites so it
does not have
to be entered
each time.

10. Select "Agree/Enter" and the FVS-CM application displays.

Office of the Under Secretary of Defense for Policy

EVS-CM

Foreign Visits System - Confirmation Module

Thisis A Depatment Of Defense Computer System. This
Computer System, Including All Related Equipment,
Metwots And Metwork Devices (Specifically Including
Intemet Access), Are Provided Only For Authorized U.S.
Government Use. DoD Computer Systems May Be
honitared For All Lawful Purposes, Including To Ensure
That Their Use Is Autharized, For Management Of The
System, To Facilitate Protection Against Unautharized
Access, And To Werify Security Procedures, Sunivability
#And Operational Security. Monitoring Ineludes Active
Aftacks By Authorized Dol Entities To Test Or Werify The
Security Of This System. During Monitaring, Information
May Be Examined, Recorded, Copied And Used For
Autharized Purposes. All Infarmation, Including Personal
Information, Placed On Or Sant Ower This System hiay
Be Monitored. Use Of This Dol Computer System,
Authorized Or Unauthorized, Constitutes Consent To

Menitoring Of This System. Unautherized Use May 1
Subjectou To Criminal Prosecution. Evidence Of

Unauthorized Use Collacted During Monitoring May Be g
Used For Administrative, Criminal Or Other Adwverse
Action. Use Of Thiz System Constitutes Consent Ta

ol 3 3

Figure 8. DoD Consent to Monitor Page

honitaring For These Purposes. - .
Disagree/Exit | Agree/Enter

The Entry Screen is the default screen that displays. Users are advised of the DoD

Policy regarding accessing the application.

Select Disagree/Exit — The application closes.

Cl#: SPAN_FVS-CM_2.0.1_SUM-1.0 8
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3.3 Screen Displays

The FVS-CM screen is divided up into four parts. These parts are Title Bar, Menu Bar,
Navigation Area and Display Area. These are described below:

Title Bar

Identification

E ol x|

Logged in as | Felicia Devare | Test

'a Foreign ¥isits System - Confirmation Module - Check In Yisitors - Microsoft Internet Explorer
e Swstem Checkln Check OUt Creste Updste Reparts Import Help

Foreign Visits System - Confirmation Module (FVS-CM)

Function = S ) -

Buttons < L:ﬁ & % %? '@ Qﬁ) g& \E@ §y§‘§ Search for Wisitors to Check InlBY st 1D, ;I I Search
Search - Check In Visitors - 0 Visilors - Search Depth: None
Facility * == Previous | Page |Y Ziof0 | Mext==
[achomo =l

[~ Visitor Hame LD. Humber Visit LD. Visit Start Date Facility Hame

Wisitor Name

Vist 1D

Search I
Options: 1.D. Mumber

Facility Mame

Results Area

Vist Start Date @)

Visit Start Date:

‘E Erifivm Wsitars,
Vist Type The Selected Visitor
| LI Visitor Hame: Visit LD.: Visit Type:
Requesting Country City: State: Postal Code:
I H

Visit End Date:

Purpose:

Figure 9. FVS-CM Display Area

e Title Bar - Displays the name of the sponsor of the application. The Title Bar is
also composed of the Identification Area

e |dentification Area — This area displays the full user name and the environment
the user is logged into.

e Menu Bar - The horizontal bar contains the names of the application menus
used in the program.

o Navigation Area — The Navigation Area contains the search options or report
choices, when applicable.

e Search Options — Use this area to enter search criteria.

e Display Area — The Display Area is divided into different sections, depending on
the current operation. These sections include the Results Area, the Preview
Area, and the Editable Area.

o Results Area — This area displays the results of the search parameters.

e Preview Area — This area displays a preview of the highlighted/selected
record.

o Editable Area — This area contains the record that the user can edit.

Cl#: SPAN_FVS-CM_2.0.1_SUM-1.0 9
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34 Calendar Control

The calendar is used through out the FVS-CM application. The calendar is shown
below with annotations describing the various parts. A description of the functional
parts of the calendar is also listed above the graphic.

Calendar Functional Description:

e Change Month - Select the left pointing arrow to change to previous month.
Select the right pointing arrow to change to next month.

e Change Year - Select the year to activate the increase/decrease arrows for
changing year. Select the left or right pointing arrows until the year desired is
displayed on the calendar.

o Select Day - Select the day of the month to highlight, desired day, then
double click on the day to enter date in to the respective field (i.e. birth date).

o Close Calendar — Select the X in the right corner to close the calendar.

e 7 — Select the ? to display information about the calendar control.

Displays Change to Previous Month

Change to Hext Month
information about Current Month

Close Calendar
the calendar \ \ /
E Junet 2006 o

Change to Previous Change to Hext Year

Year — <hv Today M{T N
sun Mon Tue Wed Thu  Fri Sat
1 2 3
4 & 7 8 10

1 12 13 14 15 16
18 19 20 2 22 23 M
Click day to
select 230026 ZF 2% 29 30
Select date

Selected Date

Figure 10. Calendar Description

Cl#: SPAN_FVS-CM_2.0.1_SUM-1.0 10
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3.5 Screen Resolutions
The following screen resolutions are supported for FVS-CM.
1280x1024 (Internet Explorer only)
1024x768 (Internet Explorer and Netscape)

Display Properties

Themes || Desktop | Screen Saver | Appearance | Settings

Dizplay:
Flug and Play Manitor on MYIDIA GeForce Fx 5200
Screen resolution Calar quality
Less 7] Mo Highest (32 bi v|
1280 by 1024 pivels N N N
[ Troublezhoot. .. l [ Advanced ]
[ (] l [ Cancel ]

Figure 11. Screen Resolution Window

Cl#: SPAN_FVS-CM_2.0.1_SUM-1.0 11
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4. Processing Procedures
4.1 System

Use the System menu options to edit the user preferences and to log out of the
system.

3 Foreign Yisit System Confirmation Module
System

Edit Ltzer Preferences
Log Out

41.1 Edit User Preferences

Perform the following to customize the initial display screen:

1. Select System > Edit User Preferences.

2.  Select the desired Environment from the dropdown list.

3. Select the appropriate Organization from the dropdown list.

4. Select the desired Default Screen from the dropdown list.

5.  Click the Save button to save the chosen preferences.

A} Foreign Yisits System - Confirmation Module - Edit User Preferences - Microsoft Internet Explorer =101 x|

System Check In Check Out Creste Update Reports Import Help Logged inas: | Felicia Devore | Test

Foreign Visits System - Confirmation Module (FVS-CM)

15z !9@; ‘% r% '@‘? gﬂ) QW El.i @ Search for Vistors to Check In | By ist 1D, v [
Note: Genersl Ervironment
The drop down | : |
select_lons on ly [oriomn =
contain the list of
Environments or Ievec i vstors -
Organizations to
which the User
has access rights.

cancel ﬁl
5] [T 18w /

Figure 12. General User Preferences
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4.1.2 Log Out

1. Select System - Log Out.

2. The FVS-CM application prompts the user to confirm logout.

3. The FVS-CM application closes.

To access the application again, see Log In (Section 4.2.1).

Cl#: SPAN_FVS-CM_2.0.1_SUM-1.0 13
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4.2 Check In

The purpose of Check In is to give the user the ability to search for a visitor or to
confirm a visit. A visitor can be checked in individually or a list of visitors appended
to a visit can be checked in. The visits can be those visits and/or visitors who have
been created and approved by the Foreign Visits Systems (FVS) that runs on the
SIPRNET side or those visits created by FVS-CM to track and confirm those
visits/visitors that are not processed through FVS.

The Check In window automatically will display any visitors who have checked in the
facility in the last five (5) days and have not checked out.

3 Foreign Visits System - Confirmation Module - Check In Visitors - Microsoft Internet Explorer

System Check In Check Out Creste Upcste Reports Import Help Logged in as: Richard Burkholder | Test
Foreignh Visits System - Confirmation Module (FVS-CM)
= & 'ﬁ & 'E%? %]) @ Ea, %QP Search for Visftors to Check In | By Visit 1D & || |
Search - Check In Visitors - 0 Visitors - Search Depth: None I
Facility * | Page ofd |
| HBFits A/ | [] visitor Hame LD. Humber Visit LD Visit Start Date Facility Hame
“Wisitor Mame
[ |
Wisit 1D
1.D. Murnier
Facilty Name
Wisit Start Date (@
“istt Type The Selected Visitor I
| b | Visitor Hame: Visit LD Visit Type:
Reguesting Country .
| City: State: Postal Code:
-
Visit Start Date: Visit End Date:
Purpose:
& Done 2 @ Internet

Figure 13. Check In Visitors Search Screen

The Selected Visitor summary displays details about the visit. This area is not editable.
The data is taken from the visit request. Shown below are these fields:

e Visitor Name — The full name of the visitor (Example: John Smith or Smith
John).

e Visit ID — There are two different IDs that can be seen in the FVS-CM
application. The first is a locally generated visit and the second are those
downloaded from FVS.

e Visit Type — There are three visit types that can be selected and are listed
below:

Cl#: SPAN_FVS-CM_2.0.1_SUM-1.0 14
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One Time Visit - Single, short-term visit (less than 30 days), for a specific
purpose.

Extended Visit - Single visit, for extended period greater than 1 year (normally
from 3 to 5 years), in support of a government approved program or contract.

Recurring Visit - Intermittent, recurring visits covering a period up to one year in
duration in support of a government approved program or contract.

¢ City — An inhabited place of greater size, population, or importance than a town
or village (Example: Arlington).

e State — One of the constituent units of a nation having a federal government
(Example: Virginia).

o Postal Code — a number that identifies each postal delivery area
e Visit Start Date — Represents the calendar day/month/year the visit is to begin.
e Visit End Date — Represents the calendar day/month/year the visit is to end.

e Purpose — A descriptive statement describing the intent of the visit.

Cl#: SPAN_FVS-CM_2.0.1_SUM-1.0 15
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42.1 Search

The Search area of the screen is used to enter search criteria and to start the
process of checking in visitors. This allows the user to reduce the size of the Search
Results to a specific area controlled by the search criteria.

The Search screen contains the following fields. Make entries in the displayed fields
based on the following:

. Facility — This drop-down menu contains the name of the facility to search
within. This is populated by default based on the user’s log in permissions.

. Visitor Name — The full name of the visitor (Example: John Smith or Smith,
John).

. Visit ID — There are two different IDs that can be seen in the FVS-CM
application. The first is a locally generated visit and the second are those
downloaded from FVS.

. ID Number — The Identification Number of the Visitor.

. Facility Name — The designation of the facility. (Example: Naval Surface
Warfare Center).

° Visit Start Date — Select the icon to select the date from the drop down
calendar. This displays the calendar day/month/year the visit is to begin.

. Visit Type —This is a drop down list box, which has three choices. These
are:

o One Time Visit - Single, short-term visit (less than 31 days), for a
specific purpose.

0 Extended Visits - An extended period at least one (1) year, no more
than five (5) years.

0 Recurring Visits - Intermittent, recurring visits covering a period of
30 days up to one (1) year in duration.

e Requesting Country — This is a drop down selection box for choosing the
requesting country for the visit request.

Cl#: SPAN_FVS-CM_2.0.1_SUM-1.0 16
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4.2.2

Search - Check In

Facility *
[acnomp =l

Visttor MName
I
Vist 1D
I
1.D. Mumker
|

Facility Mame

Vish Start Date @

Vistt Type

Requesting Country

I El

Search I Expand Resuts |

Figure 14. Search Window

e Search Button — When all search criteria has been entered, click on the
Search button to execute the search.

Expanded Results

The results of the search are displayed in the list pane. By default the first record is
selected and displayed in the details view. If the results do not include the desired
records, the search results can be expanded by clicking on the ‘Expand Results’
button if a visitor name, without wildcards, is the only supplied search option.

£ 1 [=] )

System CheckIn Check Out Create Lpdate Reports Import Hel Logged in as: | Linda.Osterfield2] Test
Foreign Visits System - Confirmation Module (FVS-CM)
(24 & 'ﬁ & 'ﬁ; @ ’;& Eﬁ} LE? Search for Yistorsto CheckIn [By vist 1D (=] [
Search - Check In Visitors - 16 Visitors - Search Depth: 1of 3 - Exact Match of all Entered Name Segments
Facility * << Previous | Page |1 Xfof1 | Hed ==
| EES E [ Visitor Hame LD. Humber Visit LD. Visit Start Date | Faility Hame: =
Visitor Name [ SMITH. DARREN ), CPO(DY D5 4857 17 Oct 2005 NAYVAL SPECIAL CLEARANCE TEAM ONE
[t [ SMITH, ALSTAR LKD5-A3972 18 Jul 2005 T::EAL AR WARFARE CENTER, CHINA
IV‘S" ' [ SMITH, ANDREVY, CPL UKD5- 3755 06 Jul 2005 mgﬁL AR WARFARE CENTER, POINT
[ SMITH, ASHLEY LKD5- 47372 01 Jan 2006 ARING
‘ID' Nomber [ SMITH, ASHLEY KD5-£7375 01 Jan 2006 LOS ANGELES AIR FORCE BASE
[ SMITH, GILLIAN & LID5- 43672 18 Jul 2005 C‘QXQL (RIS EER, G
el SMITH, GORDON, WHARRANT NAVAL AIR WARFARE CENTER, POINT
0| LID5- 43755 06 Jul 2005 e
[ SMITH.HELENS LKD5-A2714 26 Sep 2005 NAVAIR CHIN LAKE 2

Wisit Start Date (@)

Canfirm Visttors
The Selected Visitor

Visit Type
5] || visitor Hame:  SMITH DARREN,CPO  Visit LD.: UK05-A5578 Visit Type: Extended
Requesting Country city: SANDIEGD State: ca Postal Code:  52155-5078
Wisit Start Date: 17 Oct 2005 Visit End Date: 17 Oct 2008
Purpose:
TO ASSUME NEW EXCHANGE POST (0047) AT THIS LINT AS A MEMBER OF THE TRAIMNG WING IN ACCORDANCE WITH THE USUK
PERSONNEL EXCHANGE PROGRAM
New Search | ExpadResute | Contirm visit.. | Creste New Yisitor for Vist.. |
i#Mstart H i 51 [©] © H [Cinbox - micr...| EIFus-ci sof... | (Jiremedy ... |[& Foreign vis... @“5@5.@9& ") sit4am

Figure 15. Results
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4.2.3 Confirm Visitors

The Confirm Visitors page displays a list of visitors that were selected to confirm.
Highlight each visitor and click the ‘Check In Visitor’ button to confirm each visitor.

2 Foreign Visits System - Confirmation Module - Confirm Visitors - Microsoft Internet Explorer

System CheckIn Check Out Create Update Reports Import Help

Logaed in as: | Richard Burkholder | Test

Foreign Visits System - Confirmation Module (FVS-CM)

e B YO YR

Search for Visitors to Check In | By Visit 1.0 hd \

\ =)

418 Fits

| Page 1 %|ot1 |

Local Visitor Mot Checked In

[ visitor Name Visit LD. ing Country
[ |ScooBy poo DF171-05-0073 Madagascar Madagascar
[ Remove Unselected Visitar(s) ] [ Remove Selected Vistor(s) |

Visitor Hame:  SCOOBY DOO
LD. Type: Passport
Visitor Status:

The Selected Visitor I

Hationality: Madagascar LD, Humber:

Place of Birth:  MADGASCAR

Date of Birth:

123456

01 Jan 1944

Checkin Wistor | [ Acd Mew Visitor to Vist...

€] Done

S @ internet

Figure 16. Confirm Visitors Screen
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424 Remove Visitors

Selecting this button removes the selected visitor in the table from the Visit Request
and database. Only a FVS-CM created visitor can be removed.

Perform the following steps to remove visitors.

1. Search for the Visit ID or the Visitors Name.
2. Select the Visitor to be removed.
3. Click the Confirm Visitors button and the Confirm Visitors window displays.
4. Select the visitors to be removed and click Remove Visitor(s). The system
removes the selected visitor(s) and returns the user to the Confirm Visitors
window.
x]

'} 1

M_./ Press "OF' ko remove the visitar(s) From the list of visitors b check in,

(04 I Cancel |

Figure 17. Remove Visitor(s) Validation Message

425 Check In Visitors Screen

Visitors are checked into the FVS-CM system through the Check In Visitors screen.

The Visitor Check In screen contains the following fields. Make entries in the
displayed fields based on the following:

e Visitor Name — The Full Name of the visitor

e Nationality - The visitor's nationality

e Date/Time In — The date and time that the visitor is checked in at

e |.D. Number — The ID Number for the visitor

e Gender — The Gender of the visitor

o Date of Birth — The visitor’'s date of birth

e Place of Birth — The location the visitor was born

o |.D. Type — The type of ID used for the ID number entered

e POC Name — The name of the Point of Contact for the visit

e Visa Category — The type of Visa

¢ Maiden Name — The visitor's maiden name (if applicable)

e Hair Color — The color of the visitor’'s hair

e POC Phone — The phone number of the Point of Contact for the visitor

¢ Visa Number — The Visa number of the visitor

e Eye Color — The Visitor's eye color

e Escort Name — The name of the visitor's escort

e Local Lodging — The name of the local lodging for the visitor

e Visa Type — The type of the visitor’'s Visa
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e Height — The visitor's height in feet and inches

e Badge Expiration Date — The expiration date for the visitor's badge
o Weight — The visitor's weight in pounds

¢ Badge Number — The badge number assigned to the visitor

e Comments — Additional comments about the visitor

‘2 Foreign Visits System - Confirmation Module - Confirm Visitors - Microsoft Internet Explorer

System CheckIn Check Out Creste Updste Reports Import Help Logged in as: | devoref| Developmert
Foreign Visits System - Confirmation Module (FVS-CM)
= E ST YRR Search for Visitorsto Check In| By vist1D. v | |[searcn|
| |
DUSD(TSPCF) visitor Hame * Hationality * Date/Time In* @ LD. Humber * b
[ Addam st | [ paria v| [2awms e [ [1234-5678 |
Gender * Date of Birth * @ Place of Birth * LD. Type *
v| [0t dan 1380 FF | awania ~|  [Drivers License v
POC Name Wisa Category Maiden Name Hair Color
\ | | 5 | | [ 3
POC Phone Wisa umber Eye Color Escort bame
\ | [ | | ¥ |
Local Lodging Visa Type Height
\ N o [ [0 w
Local Phane Badge Exgiration Date (@) Weight
\ | | = b |
Badiye Number
Comments
&) @ Trusted sices

Figure 18. Visitor Check In Screen

4.2.6 Quick Search

The Quick Search feature allows the user to search for Visitors by either the Visit ID
or Visitor Name.

Perform the following to search for a Visitor to Check In:

1. From the FVS-CM Toolbar.
2. Select a search method (Visit ID or Visitor Name).
3. Enter the search criteria.
4, Click Search and the system displays the results based on the criteria
entered.
Search for Vistors to Check In I By Vist1D. =] I |Searu:h

Figure 19. Quick Search Bar
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4.3

Note:

Check Out

This use case identifies the process of checking out a visitor that has been checked
in/confirmed by FVS-CM. The visitor can be a visitor populated by FVS or created
by a locally generated visit.

The Check Out Visitors screen is used to check out visitors from the current and past
calendar days. The screen has three sections. These are Search - Check Out, Results
Area and Visitor Summary.

Visitors are checked and the date and time they are checked out at is supplied. The
‘Check Out Visitor(s)’ button is clicked to check out the selected visitors.

 Foreign Yisit System Confirmation Module - Check Out Visitors - Microsoft Internet Explarer oy [ [3]
System CheckIn Check Out Creste Updste Reparts Import Help Loggedin es: | Felicia Devore| Test

Foreign Visits System - Confirmation Module (FVS-CM)
= cp#- ﬁ :% 'ﬁ’ @) "_@ E% @ Search for Wisitorsto Check In [By vist 1. =] [

Search - Check Out Check Out Visitors

The red asterisk

% to the right of
the field indicates
a required field.

The error icon &
to right of the field
indicates a
required field has
not been
populated or a
business rule has
been violated.

Facility '

[achomD

isitor Name

=

Wisit 1D,

Date In

Blacige Mumber

== Previous | Page |1 Z)of1 | Next==

Date Time In

™ Visitor Hame Visit L.D. Date/Time Out *

E—

Badge Humber

[T Jane Smith DMO02-06-0002 424/2006 4:32:41 PM

Check Out Yisftor(s)
The Selected Visitor(s)

Visitor Hame:  Jane Smith Visit LD.: DhO02-06-0002 Visit Start Date:  4/10/2008 12:00:00 A
Visit End Date:  12/31/2007 11:53:58PM  Faility Hame:  ACNOMD POC Hame:

POC Phone:

]

[T T T[S e e 4

Figure 20. Check Out Visitors

The Results area is a list of visitors who have visited the facility but have not been
checked out during the last five (5) days. The user can search for visitors who were
checked in more than five (5) days ago by entering search parameters. A description of
the fields here are listed below:

e Visitor Name - The name of the visitor.

e Visit ID - There are two different types of IDs that can be seen in the FVS-CM
application. The first is a locally generated visit and the second are those
downloaded from FVS.

e Badge Number - The identifying number for the badge issued to the visitor.

e Date/Time In - This data is input when check in is performed.
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Date/Time Out - This is entered automatically entered by the system when the
visitor to be checked out is selected. The date can be modified manually by
clicking the calendar icon and selecting a date.

Visitor Search - Check Out fields:

Facility - This drop-down menu contains the name of the facility. This is
populated by default.

Visitor Name - The name of the visitor.

Visit ID - There are two different types of IDs that can be seen in the FVS-CM
application. The first is a locally generated visit and the second are those
downloaded from FVS.

Date In - Select the icon to select the date from the drop down calendar. This
represents the calendar day/month/year the visit is to begin.

Badge Number - The identifying number for the badge issued to the visitor.

The Selected Visitor area is used to identify the selected visitor in the Search Results
area. The fields are described below:

Visitor Name - The name of the visitor.

Visit ID - There are two different types of IDs that can be seen in the FVS-CM
application. The first is a locally generated visit and the second are those
downloaded from FVS.

Visit Start Date - The month/day/year the visit will start.
Visit End Date - The month/day/year the visit will end.
Facility Name - The designation of the facility.

POC Name - This is the name of the person to be contacted if questions arise.
Point of Contact (POC).

POC Phone - This field contains the phone number of the person to be
contacted.
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4.4 Create Visits

The Create Visits screen is accessed by selecting Create-> Visits from the Menu bar.
The screen has two parts: Search - Visits, and Entry Area.

Perform the following to create a Local Visit:

Select the Facility to create the visit under
Enter the Facility Name

Select the Country of Origin from the dropdown list.
Select a Visit Type from the dropdown list.
Enter a Visit Start Date (dd/mmm/yyyy).
Enter a Visit End Date (dd/mmm/yyyy).
Enter the City.

Enter a Point of Contact Name.

Enter a Point of Contact Phone Number.
Enter the Contract Number.

Complete the Purpose field.

Click the Save Visit command button.

© o N garwhRE

[ =
N PO

The system automatically assigns a Visit ID to the visit.

Note:
The red asterisk

% to the right of
the field indicates
a required field.

The error icon &
to right of the field
indicates a
required field has
not been
populated or a
business rule has
been violated.

2l Foreign Visits System - Confirmation Module - Create Visit - Microsoft Internet Explorer El@lgl

System Check In Check Out Creste Updste Reports Import Help Logged in &s: | Richard Burkhalder | Test

Foreign Visits System - Confirmation Module (FVS-CM)

L%% C% % ﬂ%? i‘?}} g) @ Ea @ Search for ¥istors to Check In ‘ By Wisit | D. b H ‘

e

Facility * Visit 1.D.: DF171-06-0075

[#arms ~| . ’

Facility Hame * Visit Start Date * @ City * Point of Cortact Name

wistt 1D, ‘413 Fits ‘ ‘ |@ |Edwards AFB | | |

‘ = ‘ Country of Origin * Visit End Date * @ State ! Paint of Cortact Phone

“ist Start Date '@ ‘ v | = ca

@ Visit Type * Postal Code * Cortract Mumber

Wist End Date @ IE 3 == | [ |

Wist Type Purpese *

\ &

Reguesting Courtry

\ =

[Minciude vists from Fyvs
& S o nternst

Figure 21. Create and Update Visits
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Visit Search fields:

Facility- This drop-down menu contains the name of the facility. This is
populated by default.

Visit ID - There are two different types of IDs that can be seen in the FVS-CM
application. The first is a locally generated visit and the second are those
downloaded from FVS.

Visit Start Date - The month/day/year (4 digit year) the visit will start.
Visit End Date - The month/day/year (4 digit year) the visit will end.

Visit Type — There are three visit types that can be selected and are listed
below:

e One Time Visit - Single, short-term visit (less than 31 days), for a
specific purpose.

o Extended Visits - An extended period at least one (1) year, no more
than five (5) years.

e Recurring Visits - Intermittent, recurring visits covering a period of 30
days up to one (1) year in duration.

Requesting Country - This is a drop down selection box for selecting the
originating Country.

Include FVS Visits — This is a checkbox to include FVS generated visits in the
search results.

Visit Summary Area fields:

Facility Name - This text box contains the name of the facility.

Country of Origin - This is a drop down selection box for selecting the
originating Country.

Visit Type — There are three visit types that can be selected and are listed
below:

0 One Time Visit - Single, short-term visit (less than 31 days), for a
specific purpose.

0 Extended Visits - An extended period at least one (1) year, no more
than five (5) years.

e Recurring Visits - Intermittent, recurring visits covering a period of 30
days up to one (1) year in duration.

Visit Start Date - The month/day/year (4 digit year) the visit will start.
Visit End Date - The month/day/year (4 digit year) the visit will end.

City - an inhabited place of greater size, population, or importance than a town or
village (Example: Washington, DC) this is populated by default.

State - one of the constituent units of a nation having a federal government
(Example: Virginia). This is populated by default.
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o Postal Code - a number that identifies each postal delivery area in the U.S. This
is populated by default.

o Point Of Contact Name - Enter the point of contact who will be the liaison
person.

e Pont of Contact Phone - Enter the point of contact telephone number.

e Contract Number - The identifying number of the agreement associated with the
visit.

e Purpose - This is a descriptive statement describing the reason for the visit.

Copy Visits

To copy a visit, perform the following steps:

Note:
The red asterisk

% to the right of
the field indicates
a required field.

The error icon &
to right of the field
indicates a
required field has
not been
populated or a
business rule has
been violated.

1.

2
3.
4

Select the visit to be copied.

Click the Copy Visit command button and the Copy a Visit window displays.
Select a Facility from the dropdown list.

Select the copy choice using the radio buttons.

o Copy Visit and Visitors

e Copy Only Visit

e Copy Only Visitors to an Existing Visit

Confirm the copy transaction by clicking the Copy command button.

<A Foreign Visits System - Confirmation Module - Copy a Visi. .. EJ|E|E|

Copy a Visit

Step 1 - Select a Facility and Visit to Copy from:

Copy from Facility *

DUSDTSPCP) v

Copy from Visit '

DUSD/TSPCPO6-0092 b

Step 2 - Select a Destination Facility:

Destination Facility *
DUSDTSPCR) b
Step 3 - Select a Copy Choeice:

@ Copy Visit and Visitors
O Copy Only Wisit

O Copy Only Visitors to an Existing Yisit

Step 4 - Confirm the Copy:

Figure 22. Copy a Visit
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442 Confirm Visit

The Confirm Visit request is used when all visitors on the visit should be confirmed.
The System displays the ‘Confirm Visitors’ list page with all visitors associated with
the visit. See section 5.2.2.

Perform the following steps to Confirm a Visit.

Enter the Visit ID in the Search pane.
The System displays the visit
Click the *Confirm Visit’ button

The System displays the Confirm Visitors screen with all visitors associated
with the visit.

A
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4.5

Note:

To enter
additional visitors
to the same Visit
ID, click the Add
New Visitor button
and repeat steps 4
through 10.

Create Visitors

The Create Visitors window is accessed by selecting Create-> Visitors from the Menu

bar.

Perform the following steps to Create Visitors:

Select the Facility to locate the Visit you wish to add visitors to.

Enter the Visit ID.

Click the Search command button. The system validates the Visit ID against

the database and grays out the Visit ID.
Enter the Visitor's Name.

Enter the ID Number of the selected ID Type.

N o g &

Select the ID Type from the dropdown list.
¢ Drivers License
e Identification Card
e Passport

8. Select the Place of Birth.

9. Enter the Date of Birth.

Select the Visitor's Nationality from the dropdown list.

10. Click Save Visitor to save the information to the database. The visitor record

is now populated in the results area.

A Foreign Visits System - Confirmation Module - Create a Visitor - Microsoft Internet Explorer

System CheckIn Check Out Create Update Reports Import Help

Lociged in &s: | devoret | Development

Foreign Visits System - Confirmation Module (FVS-CM)

L LA RN

Search for isitors to Check In | By Visit 1D v

Facility * Visitor lame * 1. Humber * Place of Birth *

v

LD. Type * Date of Birth * @

~ v g

Visit LD, * Hationality *

Visitor Status:

Cancel Changes Save Vistor

[ view vist

] [confirm vist ] [ Lookup vistor

Change Vist

[ #ddToLookup | [ Wiew List of Vistors

€] Done

@ Trusted sites

Figure 23. Create Visitors Window
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2l Foreign Visits System - Confirmation Module - Update a Visitor - Microsoft Internet Explorer

[E{=ES)
System CheckIn Check Out Creste Lpdste Reports Import Help Logged inas: | tevoret| Development
Foreign Visits System - Confirmation Module (FVS-CM)
=z S?Q; *E% %? '@ %]) Q& % @ Search for Visitors to Checkin| By Vist 1. v || [searen]
The Visitor was saved.
D L
Facility ' Visitor llame * LD. Humber * Place of Birth *
[Tom weest | |asag-s455 | [amania v
Visit 1D, * Hationality * LD, Type * Date of Birth * @
| | 2ania v|  [Passport v| [0 den1o60 |
Visitor Status:
Local Yisitor Not Checkedt In
Cancel Changes | [ SaveVistor | [ AddNew Vistor | [ View vist. | [ Confim vist. | [ Lookup vistor
[ AddToLoskup ] [ view List of Vistors |
€] Done & Trusted sites

Figure 24. Visitor Saved
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4.6 Update Visits

From the FVS-CM toolbar, click Create > Update Visits and the Update Visits
window displays.

To update the visit information, perform the following steps:

Ea A

Select the Visit to be updated.
Click the Update Visit command button.

Make necessary changes to the visit information.

Click the Save Visit command button and the system will validate the

information returning either an error/validation message or a message
indicating the system saved the data.

) Foreign Visits System - Confirmation Module — Update Visits - Microsoft Internet Explorer

System CheckIn Check Out Creste Updste Reports Import Help

=10l

Logged in &s: | Felicia Devore| Test

Foreign Visits System - Confirmation Module (FVS-CM)

ZRBE Y P VNI

=]

Search for Yistors to Check In IE‘\‘ Vist 1D

Search - Visit Update Visits - 386 Visits

Facity

[ acnomD

Wisit 1D,

- |

“ist Start Date

B
“isit End Date:
B

Vist Type

Reguesting Courtry

<<Previous | Page |15 X[ of 16 | Hext=»

DR002-06-0004
Uk04- 46817
A505-4250
AS04-43123
LUK0S-A7409
LUKOM-AB452
LUKOS-AB90
GMOS-£1585

GM04-£1293

| E|E| W= =

AS05 A3428

ACKOMD 01 Apr 2006
He DEPARTMENT OF THE ARMY 31 Jan 2005
NAWAL SEA SYSTEMS COMMAND 15 Apr 2005
NAWAL SEA SYSTEMS COMMAND 10 Jan 2008
DAMO-SSP 01 Mar 2006
0ODCSLOG 25 Jan 2005
QUSD(ATL) 14 Feb 2005
NAYAL SEA SYSTEMS COMMAND, SEA 63 01 Dct 2005
DEFENSE FOREIGN LIAISOM DIVISION 01 Jul 2004

NATIONAL DEFENSE UNIVERSITY 20 Jun 2006

¥ Dec 2007
30 Jan 2008
31 Jan 2008
31 Jan 2008
31 Mar 2008
31 Mar 2008
30 Apr 2008
31 May 2008
30 Jun 2008

30 Jun 2008

Extended
Extended
Extended
Extended
Extended
Extended
Recurring
Extendec
Extendec

Extended

Note:

The red asterisk
% to the right of
the field indicates
a required field.

Facility Hame:

ACKNOMD
Visit Start Date:

01 Apr 20068
State:

DC

Purpose:

Point of Contact Phone:

Create Local Yisit

Requesting Country: Visit Type:
Afghanistan Extendert

Visit End Date: city:
31 Dec 2007 Washington

Postal Code: Point of Contact Hame:

20350-2000
Contract Number:

The Selected Visit

The error icon &
to right of the field
indicates a
required field has
not been
populated or a

Copy Vist... Confirm Vist... Create Vistars. Update Vishors.

| Upciste vist... |

business rule has

been violated.

|&] pone

|5 | mtemet

Figure 25. Update Visits Selection Window
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7 Foreign ¥isits System - Confirmation Module - Update ¥isit - Microsoft Internet Explorer

System CheckIn Check Out Creste Updsts Reparts Import Help

=10/ =]

Logged in as: | Felicia Devore | Test

Foreign Visits System - Confirmation Module (FVS-CM)

HBELE YOV R

Search for Yisitars o Cheek In [By Vist 1D

Eil

Search - Visits The Selected Visit

Facility *

[cnowD

istt 1.0,

=

visi Start Dete @
isit End Date '@

Visit Type

i
&=

Reguesting Courtry

Visit LD.: DO02-06-0002

Search

Facility Hame * Visit Start Date * @ City * Paint of Contact Name

o [ra e za0s = [parLoren [

Country of Origin * Visit End Date * @ State * Paint of Cortact Phane

o [31 Dec 2007 Eﬁ oo

Visit Type * Postal Code * Contract Number

Extendec - [2z408 [
Purpose *

|This is & test

Cancel Save Visit Copy Visit. | Confitm Yisit. Create Visitors. Update Visitors.

“igwr List of Vistts..

[&]pane

[ [5 [ mnternet i

) Foreign Visits System - Confirmation Module - Create and Update ¥isits - Microsoft Internet Explorer

Figure 26. Update Visits Entry Screen

System CheckIn Check Out Creste Updste Reports Import Help

=10l

Logged in &s: | Felicia Devore| Test

Foreign Visits System - Confirmation Module (FVS-CM)

HEBEY P VR

Search for Yistors to Check In IE‘\‘ Vist 1D

=]

The Visit was saved.

Search - Visits The Selected Visit

Facility *

[ acnomD

Wisit 1D,

- |

Visk Start Date @
Wisit End Date '@

Vist Type

Reguesting Courtry

Visit LD.: DRO02-06-0002

Facility Hame * Visit Start Date * @ City * Paint of Contact Name

ferystal ciy [ro-epr 2006 H [panLoren [

Country of Origin * Visit End Date * @ State * Painit of Contact Phons
[#tharia =[5t Dec 200 e

Visit Type * Postal Code * Cortract Number

Extended ~ [e2428 [
Purpose *

[This is atest

Cancel | Save visit Copy it | | Coniin st Create Visitors Update Vistors

“igw List of isits.

|&] pone

[ | [5 @ mnternet #

Figure 27. Update Visits Confirmation
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4.7

Note:

The red asterisk %
to the right of the
field indicates a
required field.

The error icon & to
right of the field
indicates a required
field has not been
populated or a
business rule has
been violated.

Update Visitors

Update visitors gives the user the ability to update visitor information. FVS type visits
are limited to adding a visitor only to the visit. FVS-CM visits can be modified,
edited, or updated by updating the visitor information as well as the visit information.

Perform the following steps to update visitors:

From the FVS-CM toolbar, select Update - Visitors.

Select the correct Facility.

Enter a valid Visit ID.

Click Search.

Select a Visitor from the results area.

Click Update Visitor and the Update a Visitor window displays.
Update the necessary information.

Click Save Visitor.

© N OA®DdPE

7 Foreign ¥isits System - Confirmation Module — Update Visitors - Microsoft Internet Explorer

=10/ =]

System CheckIn Check Out Creste Updsts Reparts Import Help Logged in es: | Feiicia Devore | Test

Foreign Visits System - Confirmation Module (FVS-CM)

&z SQ; ﬁ & if? éﬂ) L}W E% |_.S? Search for Vistors to Checkin [By vist 1D, =] [
Search - Visit Update Visitors - 3 Visitors
Facility * ==Previous | Page |1 Xl of1 | hext==
facriano | [~ Visitor Hame Nationality Place of Birth LD. Number Date of Birth
Visit1D. * [V Jane Doe Albania Albania 321645-89745 01 Jan 1963
[oron2-os-oon2 ™ Jane Smith Albania Albania 123456973 01 Jan 1901

™ Jane Smiths Albania Aloania 739795-95769 01 Jan 1960

Confirm Vistorcs).. | Crestes Vistor | Remove Vistor(s) |

The Selected Visitor

Visitor Name:  Jane Dos Nationality:  Albania ID. Humber: 32164589745
10. Type: Passport Place of Birth:  Alhania Date of Birth: 01 Jan 1958
Visitor Status:
Local Vistor Checked In
Change Visil View Vist.. | confim Vist.. AddToLookun | Udte vistor._ |
& [T TS e mternet Y

Figure 28. Update Visitors Window
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The table displays a list of visitors associated with the Visit ID. By selecting the visitor,
the user is able to input descriptive information in the Visitor Details area. Select only
visitors present. These columns are described below:

Visitor Name — The name of the visitor.

Nationality — The Visitor's legal relationship involving allegiance and usually
protection on the part of the state.

Place of Birth — The city and country where the visitor was born.
ID Number — This represents the Identification Number or Passport number.

Date of Birth — Displays the date the person visiting was born in month/day/year.

Visitor Details contains descriptive information about the visitor selected from the table.
These fields are described below:

Visitor Name — Enter the name of the visitor.

Nationality — This is a drop down select field for selecting the Visitor's legal
relationship involving allegiance and usually protection of a particular state.

ID Number — Enter the Identification Number or Passport number.
ID Type — Indicates the type of ID offered as identification.
Place of Birth — A drop down list box used for selecting the visitor's birth country.

Date of Birth — Select the date the person visiting was born in month/day/year
from the drop down calendar.

Visitor Status — Displays information about the visitor's check in status.

The command bar contains command buttons that are used for performing task on the
Update Visitor screen. The Confirm Visitor, Create a Visitor and Remove Visitor(s) are
associated with the selected visitor in the table. The View Visit command is associated
with the Visit ID shown in Visit Summary.

Confirm Visitor(s) — Selecting this button brings up the Visitor Check In screen
for the visitor selected on the Add Visitor screen.

Create a Visitor — Selecting this button directs the user to the e table and clears
the Visitor Details area for adding a new visitor.

Remove Visitor(s) — Selecting this button removes the selected visitor in the
table from the Visit Request and database. Only a FVS-CM created visitor can
be deleted.

View Visit — Selecting this button directs the user to the Update Visits page
containing details about the visit.

Confirm Visit — Selecting this button directs the user to the Confirm Visitors
page.

Add To Lookup — Opens the Lookup Visitor window to allow the user to add
frequent visitors to the database.

Update Visitor — Selecting this button directs the user to the Update Visitors
page. Visitor details can be updated and saved to the database.
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2} Foreign Yisits System - Confirmation Module - Confirm ¥isitors - Microsoft Internet Explorer oy [ [3]
System CheckIn Check Out Creste Updste Reparts Import Help Loggedin es: | Felicia Devore| Test

Foreign Visits System - Confirmation Module (FVS-CM)
=1 9@ ﬁ @f ﬁ @ Q& Eﬁ @ Search for Visitors to CheckIn [ By vist 1D, =] [

ACNOMD Visitor Hame * Hationality * Date/Time In * @ 1D. Humber *
[1ane Doe [ bania = [Earemeem [ [miessaree
Gender * Date of Birth * @ Place of Birth * 1D, Type *
[Femaie =l o1 sanises [T [emonia [Passport =
POC Name Visa Category Maicien Naime Hair Color
POC Phaore wisa Number Eve Color Escort Name
Local Lodging visa Type Height
[ | =] ~lrr [0 =lm
Local Phone Bt Expiration Date (@ Wieight

2 b
Badge Number
comments
confrm | Gancel

|&] pone [ [ |2 4 ntenet v

Figure 29. Update Visitors Data Entry Window
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4.8

Add a Visitor to Lookup

To add a visitor to add to the Visitors list, perform the following steps:

1.

SN AEN

From Update Visitors window, select the visitor to be added to the Lookup

Table.

Click Add to Lookup and the Lookup Visitors window displays.
Verify the Visitor information in The Selected Visitor pane.

Click Save Visitor to Lookup.

The system will validate the data and return a successful message
indicating the Visitor was successfully saved to the Visitor Lookup Table.

<@ Foreign Visits System - Confirmation Module - Lookup Visitors - Microsoft Internet Explorer

=101

Lookup Visitors

== Previous | PageIU 'IDfD | Mext ==

[T Vigitor Hame

Hatienality Place of Birth LD. Humber

Date of Birth

Remove Vistor(s)
The Selected Visitor
Visitor Hame ' 1.D. Humber * Place of Birth *
J1ane Doe [321845-2a748 [ataaria
Hationality * LD. Type * Date of Birth * '@l
IAIbania LI |Passport LI |D1 Jan 1968 IE

Save Yistor to Lookup I Copy Visitar ... | Cancel Visitor Lookup...

Figure 30. Lookup Visitors Window

Note:

The red asterisk %
to the right of the
field indicates a
required field.

The error icon & to
right of the field
indicates a required
field has not been
populated or a
business rule has
been violated.
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7 Foreign Visits System - Confirmation Module - Lookup Visitors - Microsoft Internet Explorer =100 x|

The Visitor was saved to Lookup.
Lookup Visitors

== Previous | Paagel1 'IDH | Mext ==

[T visitor Hame Hationality Place of Birth LD. Humber Date of Birth
[T |Jane Dos Albania Albaniz 32164589746 01 Jan 1965

Remove Vistor(s)
The Selected Visitor

Visitor Hame ' L.D. Humber * Place of Birth *
J1ane Doe [321845-2a748 [ataaria
Hationality * LD. Type * Date of Birth * @

IAIbania LI |Passport LI |D1 Jan 1968 IE

Save Yistor to Lookup I Copy Visitar ... | Cancel Visitor Lookup... I

Figure 31. Visitor Was Saved to Lookup
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4.9 Copy Visitor

Perform the following steps to create a new visitor record to the same Visit ID based
on a visitor on the visitor lookup list.

1. From the Visitor Lookup Window, click Copy Visitor and the Update Visitor
window displays.

2. Modify the necessary information.

3. Click Save Visitor.
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5.

Note:

The red asterisk *
to the right of the
field indicates a
required field.

The error icon & to
right of the field
indicates a required
field has not been
populated or a
business rule has
been violated.

Reports

The Reports window allows the user to generate seven (7) reports that provide

information on visits and visitors. The selection of the Reports menu option displays
the initial default Reports screen. This screen contains a list of the different reports
and a Run Report command button for initiating the report. The available reports

are:

o Daily Visitor Statistics

e Dalily Visit Log

¢ Monthly Visitor Statistics

e Quarterly Visitor List

e Quarterly Visitor Statistics

e Yearly Visitor Statistics
e On-Site Visitor Check In(s)

‘2l Foreign Visits System - Confirmation Module - Reports - Microsoft Internet Explorer.

System Checkin Check Out Creste Update Reports Import Help

Logged in as: | Felicia Devore| Test

Foreign Visits System - Confirmation Module (FVS-CM)

RSO RE

Search for Visitors to Check In | By Vist 1D

v

~Jown]

Daily Visitor Statistics
Daily isit Lag

Monthly Visitor Stalistics
Guarterly Wisitor List
Guarterty visitor Statistics
Vearly Visitor Statistics
On-Site Visitor Check In(s)

Facility *

ALL FACILITES v|  [al counrrEs

Start Date * @
v

Requesting Country *

End Date * @

B

=

Run Report

&

S @ Internet

Figure 32. Default Report Screen
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5.1

Report Toolbar

The reports toolbar appears anytime a report is generated by selecting Get Report.
The toolbar is shown below and the table Reports Toolbar Icons which describes

each icons function.

w S |8 141
Figure 33. Reports Toolbar

REPORTS TOOLBAR ICONS

Icon

Description

Selecting this icon initiates the export processes for the report.
This brings up the export screen for selecting the area to store
the report.

Selecting this icon brings up the Print screen for printing the
report.

Selecting this icon changes the page to the first page of the
report.

Selecting this icon changes the page from the current page to
the previous page of the report.

Selecting this icon changes the page to the next page of the
report.

Selecting this icon changes the page to the last page of the
report.

This icon indicates which page of a report Page of Pages

Selecting this icon

If the search criteria yields no results, you will see the following message.

Microsoft Internet Explorer x|
] Errar:
" - There are no recards Far this criberia,

Figure 34. FVS-CM No Records Found
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51.1 Daily Visitor Statistics Report
The selection area fields and commands are defined below:
e Facility — Defines the site, which the report will be run on.
e Requesting Country — This is the country that requested the visit request.

e Start/End Dates — Selecting a specific date for the report can be achieved by
selecting the calendar icon or inputting the date manually in dd/mmm/yyyy
format.

Once the date field selection is made, select the Run Report button and the Daily Visitor
Statistics report will be displayed. The report header displays the title of the report,
Facility and report date for the calendar day selected for the report in dd/mmm/yyyy
format. The report data is displayed in column format. The column headers are
described below:

e Visit ID — There are two different types of ids that can be seen in the FVS-CM
system. The first is the one generated by the FVS-CM system and second are
those downloaded from the FVS.

e Site — Shows the facility where the visit will take place.

¢ Country — Shows the requesting country for the visit request. This only supports
FVS generated visit requests.

¢ Number of Visitors — This displays the number of visitor who participated in the
Visit.

e Visit Type — The displays the whether the visit type was one time, extended
or recurring.

A Foreign Visits System - Confirmation Module - Reports - Microsoft Internet Explorer

System CheckIn Check Out Creste Update Reports Import Help Lotiged in &s: | Felicia Devore | Test

Foreign Visits System - Confirmation Module (FVS-CM)

=] & % & '53; gﬁ) K{@ Elli @ Search for Visitors to Check In | By Vist LD v
[E—
Daily Visitor Statisties Facility * Requesting Country ' Start Date * @ End Date * @
Daily isit Lag ALLFACILITES v | | ALL COUNTRIES v | |10l 2008 2 10 Aug 2006 @
Marthly Visitar Statistics
Guarterly Visitor List ] o >
Guarterly Visitor Statistics
Wearly Yistar Statistics
On-Site Vistor Check In(s)
Daily Visitor Statistics Report
Facility: ALLFACILITIES
Report Date: 10Jul2006 - 10 Aug 2006
Visit ID Site Country Num of Visitors Visit Type
DNOOZ-06-0010 Assistant Chief of Nawal Operations, Albania 1 1
Missile Defense
€] Done S @ internet

Figure 35. Daily Visitor Statistics Report
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51.2 Monthly Visitor Statistics Report

The Monthly Visitor Statistics Report is broken down into two defined areas. These are
the Run Report area and display area. The Run Report area contains the fields used to
tailor the report to certain conditions and command buttons for initiating the report. The
selection area fields and commands are defined below:

o Facility — Defines the site, which the report will be run on.
e Requesting Country — This is the country that requested the visit request.

e Month — This is a drop down list box displaying the twelve months of the year.
Just select the desired month for the report.

Once the month field selection is made, select the Run Report button and the Monthly
Visitor Statistics report will be displayed. The report header displays the title of the
report, Facility and report date from the beginning of the month selected to the end of the
month in dd/mmm/yyyy format. The report data is displayed in column format. The
column headers are described below:

e Site Location — Shows the facility where the visit took place.
e Number of Visits — Shows the numerical value of visits at the site.

¢ Number of Visitors — Shows the numerical value of visitors that visited the site.

2} Foreign Visits System - Confirmation Madule - Reports - Microsoft Internat Explorer 1 =] )
System Checkln Check Out Create Update Reports Import Help Loggedin as: | FeliciaDevore | Test

Foreign Visits System - Confirmation Module (FVS-CM)

=8 &} s & ® o ’3@ =) @ Seatch for Vistors to Checkn [By Vist 10 ] [
Daily Visitor Statistics Facility * Requesting Country * Month * Year * =
Dalty isit Log [ALLFacLTES =] [AcounTrES T =] [2008 =]

Morthly Viskor Statistics
Guarterly Vistor List o,

@ S = 101
Guarterly Vistor Statistics
early Vistor Statistics
©n-Stte Visitor Check In(s)

Monthly Visitor Statistics Report

Facility: ALLFAGILITIES

Report Date: April 2005

Site Location ¥ of Visits £ of Visitors

Assistant Chief of Maval Operations, Missile Defense 1 1

Run Report

|&] pore T [ 8 @ meemet y

Figure 36. Monthly Visitor Statistic Report
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5.1.3 Quarterly Visitor List Report

The Quarterly Visitor List Report is broken down into two defined areas. These are the
Run Report area and display area. The Run Report area contains the fields used to
tailor the report to certain conditions and command buttons for initiating the report. The
selection area fields and commands are defined below:

o Facility — Defines the site, which the report will be run on.
e Requesting Country — This is the country that requested the visit request.

e Quarter — This is a drop down list box displaying the four quarters of the year.
Just select the desired quarter for the report.

Once the Quarter field selection is made, select the Run Report button and the Quarterly
Visitor List report will be displayed. The report header displays the title of the report,
Facility and report date from the beginning of the quarter to the end of the quarter in
dd/mmm/yyyy format. The report data is displayed in column format. The column
headers are described below:

e Visit ID — There are two different types of ids that can be seen in the FVS-CM
system. The first is the one generated by the FVS-CM system and second are
those downloaded from the FVS

e Visitor Name — The name of the visitor
e Sjte — This is where the visitor visited.

e Person Visited — This is the point of contact referenced in the visit request.

/2 Foreign ¥isits System - Confirmation Madule - Reports - Microsoft Internet Explorer ] o [=] 4]
System Checkln Check Ot Create Update Reports Import Help Logged in as: | Felicia Devore| Test

Foreign Visits System - Confirmation Module (FVS-CM)

e & % & %2? Gﬁ? R@ Ea, -[ASF Search for Yistors to Checkin [By Vist 10, | [
Daily Visitor Statistics Facility* Requesting Country * Quarter * Vear ! 2
Daity isit Log [l FacLTES =l [acounTriEs =] [second cuarter =] 2008 |
Marthly Vistor Statistics
Guarterly Visitor List P 3 %N o

Guarterly Yisitor Statistics
Wearly Vistor Statistics
On-Site Visitor Check Ins)

Quarterly Visitor List Report

Facility: ALL FACILITIES

Report Date: 01 Apr2006 - 30 Jun 2006

Visit ID Visitor Name Site Person Visited

DN002-06-0002

Jane Srith Assistant Chief of Naval
Operatians, Missie Defense

Run Report

& [T T T[S et 4

Figure 37. Quarterly Visitor List Report
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514 Quarterly Visitor Statistics Report

The Quarterly Visitor Statistics Report is broken down into two defined areas. These are
the Run Report area and display area. The Run Report area contains the fields used to

tailor the report to certain conditions and command buttons for initiating the report. The

selection area fields and commands are defined below:

o Facility — Defines the site, which the report will be run on.
e Requesting Country — This is the country that requested the visit request.

e Quarter — This is a drop down list box displaying the four quarters of the year.
Just select the desired quarter for the report.

Once the Quarter field selection is made, select the Run Report button and the Quarterly
Visitor Statistics report will be displayed. The report header displays the title of the
report, Facility and report date from the beginning of the quarter to the end of the quarter
in dd/mmm/yyyy format. The report data is displayed in column format. The column
headers are described below:

e Site — Shows the facility where the visit took place.
e Number of Visits — Shows the numerical value of visits at the site.

¢ Number of Visitors — Shows the numerical value of visitors that visited the site.

/3 Foreign Visits System - Confirmation Module - Reparts - Microsoft Internet Explorer o [=] 9]
System Check In Check Out Creste Updste Reports Import Help Logged in as: | Felicia Devore | Test

Foreign Visits System - Confirmation Module (FVS-CM)

B &R 8 & Y i Saarch for Vistors to Check In | By vist 1D x| [
Daily Wisitor Statistics: Facility * Requesting Country * Ouarter * ok
Dalty isit Log [ALLFacLTES =] [ counTrES =] [second Quarter =]

Mordhly Yistor Statistics

GQuarterly isitor List o
w® S T ay
Quiarterly Visitor Statistics

early Wistor Stafistics
On-Site Visitar Check In(s)

Quarterly Visitor Statistics Report

Facility: ALL FAGILITIES

Report Date: (11 Apr2006 -30 Jun 2006

Site Number of Visits Number of Visitors

Aissistant Chisf of Maval Operations, Missile Defense 1 1

Run Report

[&] pone N s

Figure 38. Quarterly Visitor Statistics Report
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5.1.5 Daily Visit Log Report

The Daily Visit Log Report is broken down into two defined areas. These are the Run
Report area and display area. The Run Report area contains the fields used to tailor the
report to certain conditions and command buttons for initiating the report. The selection

area fields and commands are defined below:

o Facility — Defines the site, which the report will be run on.

e Requesting Country — This is the country that requested the visit request.

e Start / End Dates — Selecting a specific date for the report can be achieved by
selecting the calendar icon or inputting the date manually in dd/mmm/yyyy

format.

Once the date field selection is made, select the Run Report button and the Daily Visitor
Log report will be displayed. The report header displays the title of the report, Facility
and report date for the calendar day selected for the report in dd/mmm/yyyy format. The
report data is displayed in column format. The column headers are described below:

e Visitor Name — The name of the visitor

e Visit ID — There are two different types of ids that can be seen in the FVS-CM
system. The first is the one generated by the FVS-CM system and second are

those downloaded from FVS.

¢ Nationality — Displays the Visitor's legal relationship involving allegiance and

usually protection on the part of the state.

¢ Badge Number — Displays the identifying number for the badge issued to the

visitor.

2l Foreign Visits System - Confirmation Module - Reports - Microsoft Internet Explorer

System CheckIn Check Out Create Update Reports Import Help Logged inas: | FeiiciaDevore | Test

Foreign Visits System - Confirmation Module (FVS-CM)

L LA RN

Search for isitors to Check In | By Visit 1D v

Quarterly Visitor Statistics
Wearly Vistor Statistics
On-Site Wisttor Check In(s)

Daily Visit Log Report

Aggistant Chief of Maval Operations,

Facility :
v Missile Defense

Report Date : 01 Jul2006 - 10 Aug 2006

Visitor Name Visit ID Nationality Badge Num IN ouT Escort Name

Check Out Status

Aciam West DMOOZ-08-001  Albania Aug § 2006 Checked In
0 2:13PM

Daly Visitor Statistics Facility * Requesting Country * Start Date * @ End Date ' (@

Daily Visit Log ACNOMD v ALL COUNTRIES v 01 Jul 2008 @ 10 Aug 2008 @

Morthly Vistor Statistics

GQuarterly “isitor List Iﬁn = i e

Run Report

S @ Inkernet

€] Done

Figure 39. Daily Visit Log Report
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e IN — Displays the month/day/year hour:minutes:seconds and either AM (Ante
Meridian) or PM (Post Meridian) that the visitor arrived.

¢ OUT - Displays the month/day/year hour:minutes:seconds and either AM (Ante
Meridian) or PM (Post Meridian) that the visitor badge is no longer valid.

e Escort Name —The name of the person designated to guide the visitor.

e Check Out Status — Displays the status of the check out.
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5.1.6

Yearly Visitor Statistic Report

The Yearly Visitor Statistics Report is broken down into two defined areas. These are
the Run Report area and display area. The Run Report area contains the fields used to
tailor the report to certain conditions and command buttons for initiating the report. The
selection area fields and commands are defined below:

o Facility — Defines the site, which the report will be run on.
e Requesting Country — This is the country that requested the visit request.
e Year — Defines the time span for the data to be included.

Once the year field selection is made, select the Run Report button and the Yearly
Visitor Statistic report will be displayed. The report header displays the title of the report,
Facility and report date for the calendar day selected for the report in dd/mmm/yyyy
format. The report data is displayed in column format. The column headers are
described below:

e Site — Shows the facility where the visit took place.

e Number of Visits — Shows the numerical value of visits at the site.

e Number of Visitors — Shows the numerical value of visitors that visited the site.

/2 Foreign ¥isits System - Confirmation Module - Reports - Microsoft Internet Explorer o [=] ]
System Checkln Check Out Creste Undate Reports Import Help Logged!in as: | Felicia Devore | Test
Foreign Visits System - Confirmation Module (FVS-CM)

EZf é}:} '% & @]ﬁ é]) Ké Ea @ Search for Visitors to Check \nIE"f Wist 1.0 ;||

Daily Wisitor Statistics
Daily isit Log

Monthly isitor Statistics
Quiarterly ‘isitor List
GQuarterly Visitor Statistics
Vearly Wistor Stafistics
On-Site Visitar Check In(s)

Facility * Requesting Country * Year

[ALLFacimEs =l [a counrEs =] =008 =]

® S % 111

Yearly Visitor Statistics Report

Facility: ALL FACILITIES

Report Date: 01 Jan 2006 - 21 Dec 2008

Site Number of Visits

Number of Visitors

Aszsistant Chief of Maval Operations, Missile Defense 1

1

Run Report

[ | 5 |4 mnternet

Figure 40. Yearly Visitor Statistic Report
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5.1.7 On-Site Visitor Check In(s) Report

a Foreign Visits System - Confirmation Module - Reports - Microsoft Internet Explorer

System Chechn Check Out Create Update Reports Import Help Logged in as: | Felcia Devors| Test

Foreign Visits System - Confirmation Module (FVS-CM)

E% & % & ﬁ-)} g) K& Ea, [,SP Search for Vistors to Check In | By Visit LD. b
Daily Yisitor Statistics Facility * Requesting Country * Start Date®@ End Dete@
Daily Wisit Log ALL FACILITES ~ ALL COUMTRIES ~ ‘E ‘E
Marthly Visitar Statistics
Guiarterty visitor List P = T =

Quarterly Visitor Statistics
‘early Visitor Statistics
On-Site Visitor Check Infs)

On-Site Visitor Check In(s) Report

Facility : ALL FACILITIES

Report Date : gl Dates

Req Country  Visit ID Nationality Visiter Name Check In Date/Time Check In Facility
Afghanistan
DMO02-06-0004 Alhania Jane Smither 5/10/2006 1:40:40FM Assistant Chief of
Naval Operations, =
[l »
Run Repart
& 5 @ Internet

Figure 41. On Site Visitor Check In(s) Report

The On-Site Visitor Check In(s) Statistics Report is broken down into two defined areas.
These are the Run Report area and display area. The Run Report area contains the
fields used to tailor the report to certain conditions and command buttons for initiating
the report. The selection area fields and commands are defined below:

e Facility — Defines the site, which the report will be run on.
o Requesting Country — The country that requested the visit request.
o Date — Defines the time span for the data to be included.

Once the year field selection is made, select the Run Report button and the Yearly
Visitor Statistic report will be displayed. The report header displays the title of the report,
Facility and report date for the calendar day selected for the report in dd/mmm/yyyy
format. The report data is displayed in column format. The column headers are
described below:

o Requesting Country — The country that requested the visit request.
e Visit ID — Displays the Visit ID the Visitor is associated.

e Nationality — Displays the nationality of the Visitor.

e Visitor Name — Displays the name of the Visitor.

e Check In Date/Time — Displays the month/day/year hour:minutes:seconds and
either AM (Ante Meridian) or PM (Post Meridian) that the visitor arrived.

e Check In Facility — Displays the Facility the Visitor was checked into.
e POC - Displays the POC on record for the Visitor.
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5.2 Export Function

Perform the following steps to export a report.
Select Reports from the FVS-CM Toolbar.

Select a Report from the Reports frame.

1.

2
3
4.
5

Select the Facility, Requesting Country, Month/Date/Quarter/Year.
Click Run Report.

Click the Export icon “ and the Export Options window will open in a
different browser.

Select an export format from the drop down list. The options are:

Crystal Reports (.rpt)

Adobe Acrobat (.pdf)

MS Word (.doc)

MS Excel 97 — 2000 (.xls)

MS Excel 97 — 2000 Data Only (.xIs)
Rich Text (.rtf)

7. Enter the page range to export.
8. Click OK.

9. The report displays in the selected format.

i Export the Report - Microsoft Internet Explorer i [m] 4|

[Farmats e
Enter the page range that you want to Export.
& Al
© Pages
From: |1 To: i

Export Options
Flease select an Export format from the list.

Figure 42. Export Options Window
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53 Print

Perform the following steps to print a report.

1. Click the Printicon = and the Print Options window will open in a
different browser.
2. Enter the page range to print. The options are:
o] All
o] Pages From — To
3. Click OK.
4, In the dialog box that displays, select “Open this file.”
5. Click Save and the report displays as a .pdf.
6. Click the Print icon =" on the Acrobat Reader Menu.
7. The Print Dialog box will display.
8. Click OK and the report will be sent to the printer.
<} Print the Report - Microsoft Internet Explorer I ] 4
Print Options
Enter the page range that you want to Print.
& Al
© Pages
From: |1 To: |l
To Print:
1.Inthe next dialog that appears, select the "Open this file" option and click the
Ok button.

2. Click the printer icon on the Acrobat Reader Menu rather than the print button
on your intemet browser.

OKl

Figure 43. Print Options Window
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5.4 Import Data

Perform the following steps to import data to the FVS-CM application using
supported XML or comma delimited text files.

Select Import from the Menu and the Import Data window displays.
Select the Facility to which to import the data.

Enter the physical location of the file or select browse to find the file.

P wnNPE

Click Import and the data will display in the Preview area. The Status field
displays if the import function executed properly.

2} Foreign Visits System - Confirmation Module - Import Data - Microsoft Internat Explorer =]
System CheckIn Check Out Creste Update Reports Import Help Logged in as: | Felicia Devore | Test
Foreign Visits System - Confirmation Module (FVS-CM)
=74 & ‘% & %ﬁ}' %'? ’;& Ea @ Search for Vistors to Check In | By vist 1D ]
o omamons
Import Facility *
[achomD |
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Figure 44. Import Data into FVS-CM
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6.

Acronyms and Abbreviations

.doc

pdf
ATS
CAC
ClO

CM

DoD

EIS
FDO

FN

FVS
FVS-CM
ID
NIPRNet
OosD
OUSD(P)
PIN
POC
RDT&E
SPAN
SSDD
SUM
URL

Microsoft Word Document

Portable Document Format - Adobe

Advanced Technology Systems, Inc

Common Access Card

Chief Information Officer

Confirmation Module

Department of Defense

Enterprise Information Services

Foreign Disclosure Office

Foreign National

Foreign Visits System

Foreign Visits System — Confirmation Module
Identification

Sensitive but Unclassified Internet Protocol Router Network
Office of the Secretary of Defense

Office of the Under Secretary of Defense - Policy
Personal Identification Number

Point of Contact

Research, Development, Test and Education
Security Policy Automation Network
System/Subsystem Specifications Design Document
Software User Manual

Uniform Resource Locator
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