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1. Scope 

1.1 Identification 

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. 

1.2 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. 

1.3 Document Overview 

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

1.4 Reference Documents 

The following document(s) was referenced in the preparation of this document: 

• FVS-CM System/Subsystem Design Description (SSDD) 

• FVS-CM 2.0 Software User Manual (SUM) 

• FVS-CM Use Cases and Business Rules 

• 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: 

• Must be a valid registered user. 

• 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: 

• Office of the Principal Deputy Under Secretary of Defense (Policy) 

• Defense Security Assistance Agency 

• Defense Security Cooperation Agency (DSCA) 

• Defense Security Technology Administration (DTSA) 

• Office of the Secretary of Defense (OSD) General Counsel 

• Defense Program Management Office 

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

 

 
Figure 1.  FVS-CM Toolbar 

 

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

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

• Check Out – This option is used to facilitate checking out a visitor from the 
facility 

• Create – Sub-options under this option are Visits and Visitors. 

• Update – The sub-option under this option is to update visit and visitor 
information. 
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• Reports – This option is used to generate reports. 

• Import – This option is used to import data into the FVS-CM system. 

• Help – This option is to access the online Help. 

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

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

• 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). 

2.3.4 Create 
The following sub-options can be found under this menu option: 

• Visits – Use this option to create local visits. 
• Visitors - Use this option to create visitors. 

2.3.5 Update 
The following sub-options can be found under this menu option: 

• Visits –Use this option to update visits. 
• 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: 

• Online Help – Use this option to access the FVS-CM online help. 

• 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 
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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. 

 

 
Figure 2.  Session Alert Message 

 

 
Figure 3.  Session Time Out Message 
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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. 
 

 
Figure 4.  Menu Toolbar 

 
 

Menu Toolbar Icons 

Icon Description 

 Edit User Preferences 

 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. 

3.2.1 Login 

1. Insert the Common Access Card (CAC) in the reader. 

2. Start Internet Explorer (6.2 or greater) or Netscape (8.02 or greater). 

3. Enter the application URL https://fvs-cm.osd.mil. 

4. Press Enter and the Security Alert window displays. 

 
Figure 5.  Security Alert Window 
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5. Click Yes and the Choose a Digital Certificate window displays. 

 
Figure 6.  Choose Digital Certificate Window 

6. Select the certificate associated with your name. 

7. Click OK and the Enter PIN window displays. 

 
Figure 7.  Enter PIN Window 

8. Enter your PIN. 

9. Click OK and the DoD Consent to Monitor Page displays. 
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10. Select "Agree/Enter" and the FVS-CM application displays. 
 

 
Figure 8.  DoD Consent to Monitor Page 

 
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.

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

 
Figure 9.  FVS-CM Display Area 

 
• Title Bar - Displays the name of the sponsor of the application.  The Title Bar is 

also composed of the Identification Area 

• Identification Area – This area displays the full user name and the environment 
the user is logged into. 

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

• Navigation Area – The Navigation Area contains the search options or report 
choices, when applicable. 

• Search Options – Use this area to enter search criteria. 

• 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. 

• Results Area – This area displays the results of the search parameters. 
• Preview Area – This area displays a preview of the highlighted/selected 

record. 
• Editable Area – This area contains the record that the user can edit. 
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3.4 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: 

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

• 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. 

• 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). 

• Close Calendar – Select the X in the right corner to close the calendar. 

• ? – Select the ? to display information about the calendar control. 
 

 
Figure 10.  Calendar Description 
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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) 

 
Figure 11.  Screen Resolution Window 
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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. 

 

 
 

4.1.1 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. 

 

 
Figure 12.  General User Preferences 

Note:   
The drop down 
selections only 
contain the list of 
Environments or 
Organizations to 
which the User 
has access rights. 
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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). 
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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. 

 
 

 

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: 

• 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. 

• Visit Type – There are three visit types that can be selected and are listed 
below: 
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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). 

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

• Postal Code – a number that identifies each postal delivery area 

• Visit Start Date – Represents the calendar day/month/year the visit is to begin. 

• Visit End Date – Represents the calendar day/month/year the visit is to end. 

• Purpose – A descriptive statement describing the intent of the visit. 
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4.2.1 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. 

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

o 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 choosing the 
requesting country for the visit request. 
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Figure 14.  Search Window 

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

 

4.2.2 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. 
 

 
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. 
 

 
Figure 16.  Confirm Visitors Screen 
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4.2.4 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. 

 

 
Figure 17.  Remove Visitor(s) Validation Message 

4.2.5 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: 

• Visitor Name – The Full Name of the visitor 
• Nationality  - The visitor’s nationality 
• Date/Time In – The date and time that the visitor is checked in at 
• I.D. Number – The ID Number for the visitor 
• Gender – The Gender of the visitor 
• Date of Birth – The visitor’s date of birth 
• Place of Birth – The location the visitor was born 
• I.D. Type – The type of ID used for the ID number entered 
• POC Name – The name of the Point of Contact for the visit 
• Visa Category – The type of Visa 
• Maiden Name – The visitor’s maiden name (if applicable) 
• Hair Color – The color of the visitor’s hair 
• POC Phone – The phone number of the Point of Contact for the visitor 
• Visa Number – The Visa number of the visitor 
• Eye Color – The Visitor’s eye color 
• Escort Name – The name of the visitor’s escort 
• Local Lodging – The name of the local lodging for the visitor 
• Visa Type – The type of the visitor’s Visa 
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• Height – The visitor’s height in feet and inches 
• Badge Expiration Date – The expiration date for the visitor’s badge 
• Weight – The visitor’s weight in pounds 
• Badge Number – The badge number assigned to the visitor 
• Comments – Additional comments about the visitor 

 

 
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. 
 

 
Figure 19.  Quick Search Bar 
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4.3 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. 

 

 

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: 

• 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. 

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

• Date/Time In - This data is input when check in is performed. 

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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• 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: 

 
1. Select the Facility to create the visit under  
2. Enter the Facility Name 
3. Select the Country of Origin from the dropdown list. 
4. Select a Visit Type from the dropdown list. 
5. Enter a Visit Start Date (dd/mmm/yyyy). 
6. Enter a Visit End Date (dd/mmm/yyyy). 
7. Enter the City. 
8. Enter a Point of Contact Name. 
9. Enter a Point of Contact Phone Number. 
10. Enter the Contract Number. 
11. Complete the Purpose field. 
12. Click the Save Visit command button.   

 
The system automatically assigns a Visit ID to the visit. 

 

 

Figure 21.  Create and Update Visits 

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. 



Foreign Visits System – Confirmation Module (FVS-CM) 2.0.1 
Software User Manual  August 2006 
 

CI#: SPAN_FVS-CM_2.0.1_SUM-1.0 24  

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: 

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

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

• 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: 

o 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. 

• 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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• Postal Code - a number that identifies each postal delivery area in the U.S.  This 
is populated by default. 

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

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

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

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

4.4.1 Copy Visits 

To copy a visit, perform the following steps: 

1. Select the visit to be copied. 

2. Click the Copy Visit command button and the Copy a Visit window displays. 

3. Select a Facility from the dropdown list. 

4. Select the copy choice using the radio buttons. 

• Copy Visit and Visitors 

• Copy Only Visit 

• Copy Only Visitors to an Existing Visit 

5. Confirm the copy transaction by clicking the Copy command button. 
 

 
Figure 22.  Copy a 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. 



Foreign Visits System – Confirmation Module (FVS-CM) 2.0.1 
Software User Manual  August 2006 
 

CI#: SPAN_FVS-CM_2.0.1_SUM-1.0 26  

4.4.2 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. 
 

1. Enter the Visit ID in the Search pane. 

2. The System displays the visit 

3. Click the ‘Confirm Visit’ button 

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

The Create Visitors window is accessed by selecting Create Visitors from the Menu 
bar.   
 
Perform the following steps to Create Visitors: 

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

2. Enter the Visit ID. 

3. Click the Search command button.  The system validates the Visit ID against 
the database and grays out the Visit ID. 

4. Enter the Visitor’s Name. 

5. Select the Visitor’s Nationality from the dropdown list. 

6. Enter the ID Number of the selected ID Type. 

7. Select the ID Type from the dropdown list. 
• Drivers License 
• Identification Card 
• Passport 

8. Select the Place of Birth. 
9. Enter the Date of Birth. 
10. Click Save Visitor to save the information to the database.  The visitor record 

is now populated in the results area.   
 

 
Figure 23.  Create Visitors Window 

 

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

 
1. Select the Visit to be updated. 

2. Click the Update Visit command button. 

3. Make necessary changes to the visit information. 

4. 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. 

 

 
Figure 25.  Update Visits Selection 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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Figure 26.  Update Visits Entry Screen 

 

 
Figure 27.  Update Visits Confirmation 
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4.7 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: 
 

1. From the FVS-CM toolbar, select Update  Visitors. 
2. Select the correct Facility. 
3. Enter a valid Visit ID. 
4. Click Search. 
5. Select a Visitor from the results area. 
6. Click Update Visitor and the Update a Visitor window displays. 
7. Update the necessary information. 
8. Click Save Visitor. 

 
 

 
Figure 28.  Update 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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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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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. From Update Visitors window, select the visitor to be added to the Lookup 
Table. 

2. Click Add to Lookup and the Lookup Visitors window displays. 
3. Verify the Visitor information in The Selected Visitor pane. 
4. Click Save Visitor to Lookup.  
5. The system will validate the data and return a successful message 

indicating the Visitor was successfully saved to the Visitor Lookup Table. 
 

 
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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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. 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: 

• Daily Visitor Statistics 

• Daily Visit Log 

• Monthly Visitor Statistics  

• Quarterly Visitor List  

• Quarterly Visitor Statistics 

• Yearly Visitor Statistics 

• On-Site Visitor Check In(s) 
 

 

Figure 32.  Default Report Screen 

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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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. 

 

 
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. 

 
Figure 34.  FVS-CM No Records Found 
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5.1.1 Daily Visitor Statistics Report 
The selection area fields and commands are defined below: 

• Facility – Defines the site, which the report will be run on. 

• Requesting Country – This is the country that requested the visit request. 

• 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:  

• 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.   

• 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. 

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

 

 

Figure 35.  Daily Visitor Statistics Report 
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5.1.2 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: 

• Facility – Defines the site, which the report will be run on. 

• Requesting Country – This is the country that requested the visit request. 

• 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:  

• Site Location – Shows the facility where the visit took place. 

• 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. 
 

 

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: 

• Facility – Defines the site, which the report will be run on. 

• Requesting Country – This is the country that requested the visit request. 

• 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:  

• 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 

• Visitor Name – The name of the visitor 

• Site – This is where the visitor visited. 

• Person Visited – This is the point of contact referenced in the visit request. 
 

 

Figure 37.  Quarterly Visitor List Report 
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5.1.4 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: 

• Facility – Defines the site, which the report will be run on. 

• Requesting Country – This is the country that requested the visit request. 

• 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: 

• Site – Shows the facility where the visit took place. 

• 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. 
 

 

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: 

• Facility – Defines the site, which the report will be run on. 

• Requesting Country – This is the country that requested the visit request. 

• 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: 

• Visitor Name – The name of the visitor 

• 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. 

 

 

Figure 39.  Daily Visit Log Report 
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• 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.   

• Escort Name –The name of the person designated to guide the visitor. 

• 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: 

• Facility – Defines the site, which the report will be run on. 

• Requesting Country – This is the country that requested the visit request. 

• 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: 

• Site – Shows the facility where the visit took place. 

• 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. 
 

 

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

 
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: 

• Facility – Defines the site, which the report will be run on. 

• Requesting Country – The country that requested the visit request. 

• 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: 

• Requesting Country – The country that requested the visit request. 

• Visit ID – Displays the Visit ID the Visitor is associated. 

• Nationality – Displays the nationality of the Visitor. 

• Visitor Name – Displays the name of the Visitor. 

• 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. 

• Check In Facility – Displays the Facility the Visitor was checked into. 

• 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. 

1. Select Reports from the FVS-CM Toolbar. 

2. Select a Report from the Reports frame. 

3. Select the Facility, Requesting Country, Month/Date/Quarter/Year. 

4. Click Run Report. 

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

6. 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 (.xls) 
• Rich Text (.rtf) 

7. Enter the page range to export. 

8. Click OK. 

9. The report displays in the selected format. 

 
Figure 42.  Export Options Window 
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5.3 Print 

Perform the following steps to print a report. 
 

1. Click the Print icon  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.  
 
 

 
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. 
 

1. Select Import from the Menu and the Import Data window displays. 

2. Select the Facility to which to import the data. 

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

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

 

 
Figure 44.  Import Data into FVS-CM 
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6. Acronyms and Abbreviations 

 
 

.doc Microsoft Word Document 

.pdf Portable Document Format - Adobe 

ATS Advanced Technology Systems, Inc 

CAC Common Access Card 

CIO Chief Information Officer 

CM Confirmation Module 

DoD Department of Defense 

EIS Enterprise Information Services 

FDO Foreign Disclosure Office 

FN Foreign National 

FVS Foreign Visits System 

FVS-CM Foreign Visits System – Confirmation Module 

ID Identification 

NIPRNet Sensitive but Unclassified Internet Protocol Router Network 

OSD Office of the Secretary of Defense 

OUSD(P) Office of the Under Secretary of Defense - Policy 

PIN Personal Identification Number 

POC Point of Contact 

RDT&E Research, Development, Test and Education 

SPAN Security Policy Automation Network 

SSDD System/Subsystem Specifications Design Document 

SUM Software User Manual 

URL Uniform Resource Locator 
 


