Quick Overview

EQEJ(%!,RE\TSE Facilities Portfolio Management Tool (FPMT)

This job aid provides an overview for using FPMT to provide information about facilities, land, and other assets.

FPMT Initial Implementation 2017 FPMT Lease Accounting Enhancements Oct 2021
FPMT was implemented in 2017 so that agencies FPMT will be expanded in October 2021 so that
have a standard system to track and manage agencies can use new processes and reports to
information to meet facility reporting requirements. | comply with Governmental Accounting Standards
Agency data in FPMT is used to inform the Board Statement 87 Leases (GASB87).
state’s six-year facilities plan, capital budget FPMT will have expanded capabilities to track
decisions, comprehensive emergency additional lease accounting information (facilities,
management planning, annual facilities land, other assets), calculate present value of
inventory, etc. Reference the facilities planning leases, and interface with AFRS. Reference the
page on the OFM website. GASB page on the OFM website.
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FACILITIES Facilities Portfolio Management System (FPMT)

Home Page

The FPMT home page includes standard navigation tools to track and manage information. All FPMT users
have access to the data explorer and their user account. Additional options are dependent on
security/permission levels.

Data is secured by user roles with security/permissions. This helps to ensure agencies can manage and
control their data.

E GoRPM * Washington State - Facilities Portfolio Management Tool

Data Explorer My Use

14 Close Menu

r Account
nd drill down into your data Manage your user profile and security settings
@ Open $ " to search & @ Open | Select open to manage your
Home ) — Manage agency data user profile/ch "

ge p

My User Account >

Help >

Sign Out

Data Explorer

Use the data explorer to display or edit your agency data for facilities, land, and other assets.

Data is secured by user roles with security/permissions. This helps to ensure agencies can manage and
control their data.

=> In this example, we select open to search and display agency data.

Data Explorer

Begin here 10 search, analyze, and dnill down into your data

Select open to search &

manage agency data

=> In this example, the starting point for data explorer is displayed. Use the search tools to find
information so that you can display or edit your agency data for facilities, land, and other assets.

@ History \ Search ? Filter 3: Selections

= Starting Point < <
Navigate all data v B o
A
— & Map layers
= State of Washington Map settings ol
Q ' Nanaimo &° ‘mﬁM&’)’"expOﬂ
O\ v K -~ ? @
Jictoria r;:::.;y,:‘.,
s Fore st
‘iw.ml--
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Facilities Portfolio Management System (FPMT)

Users with Read-Only permissions will see a second Data Explorer that only displays active data and
pending facilities. This option will make viewing agency data less cumbersome for users who are less familiar

with FPMT and only access the system occasionally. The original data explorer, which also includes inactive
data, is still available to Read-Only users.

Data Explorer- Active Data
Only

Begin here to search, analyze, and drill down into your currently

active data

@ Open

My User Account

FPMT includes an option to manage information about your user profile and security settings.

=> In this example, we select open to display information about our user account.

My User Account

Manage your user profile and security settings

Select open to manage your

user profile/change password

=> In this example, we can manage our user profile and display information about our user account.
g My User Account

W Manage your user profile and security settings

Sample User Name
Change my password

Change how | sign in

Change my security questions

Edit my information
First name
Sample
Last name
Sample

Phone

Title

| Account created on

Sample Date/Time
Account last signed on
Sample Date/

Roles
Agency Impori
Data Administi

FPMT Quick Overview

March 9, 2023
Need help? Contact the OFM Help Desk HereToHelp@ofm.wa.gov 360.407.9100

Page 3 of 16


mailto:HeretoHelp@ofm.wa.gov

Quick Overview
FACILITIES Facilities Portfolio Management System (FPMT)

Data Hierarchy
FPMT uses a standard data hierarchy to organize and manage information.

State of
ate o
SOW Washington
.
A Agency
-
|
1 1 1
| N r
F Facility I_ Land OA Other Asset
1
1 1 1 1 I
Owned Leased M Other Asset
OF Facility LF Facility OL Owned Land LL Leased Land OAL Lease
o - - - | contract
Yy _N y | Facilities y N Land Lease AR, Lease
— S Space FLC Lease LLC Contract - LP p
ayment
u @ Contract A 4 -
P A LP Lease i |
- Condition | Lease 1 Payment . ;
CM Matrix LP Payment - Y LO Lease Option
N
[ o — LO Lease Option
Operating A d Lease
| OC Costs | S Space Amendment
D [
Lease
A p A Amendment
= DS Debt Service = LO Lease Option
|- -
M| Hsp Debt Service | | _| I Lease
| Payment | Amendment
1 (dY] Condition
Matrix
N .
- OC Operating
Costs
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Data Hierarchy - Receivable Leases
FPMT uses a standard data hierarchy to organize and manage information for receivable leases.

State of
Washington

=

(@)

¢

| | |
| g | P N y: N
F Facility L Land OA Other Asset
- (- (-
Receivable o | Receivable P OtherAsset
R Facilit RL Land (®):4:4 Receivable
- y h 4 Y| Contract
4. Facility 2 Land N Receivable
5°{@ Receivable (W@ Receivable — RP Pavment
@”| Contract @| Contract - v
PN | VN
| RP Receivable RP Receivable || | RO Receivable
Payment Payment Option
| S Space || RO Receivable Receivable
. ‘ P Option Amendment
2B P
| RO Receivable || RA Receivable
Option Amendment
|| Receivable
Amendment
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Agency (Display/Manage Data)
FPMT uses a standard data hierarchy to organize and manage information.

Use the data explorer search tools to find information so that you can display and manage data for
facilities, land, and other assets.

=> In this example, we use search tools to filter by agencies and refine by agency abbreviation.

Search
- .

gt

1
o Agencies (135)
Refine by ~ w

Agency Abbreviation Agency Abbreviation

€© Equals ~ E
= e Agencies
QA
Sample
Agenc
- Agency Number (3 Digit): N
Agency Number (4 Digit):lj Open

Agency Abbreviation: |

=> In this example, we can manage information in the data hierarchy from the agency menu. The options you
see are determined by your role permissions.

En Samrple

Sample
Agency

Manage

Select

& open
= Add
& Edit
i pelete

-

FPMT Quick Overview

@ pocuments (0)
[EX] Photos (0)
lillg Reports
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Facility (Display/Manage Data)
FPMT uses a standard data hierarchy to organize and manage information.

Use the data explorer search tools to find information so that you can display and manage data for
facilities.

As of March 13, 2023, Agency Editors will have reduced manual editing permissions in FPMT and
must use business process wizards to create new facilities, deactivate existing facilities, and renew
or update existing contracts.

=> In this example, we use search tools to filter by facility and refine by unique facility identifier (UFI).

,0)

ABC

® -
Filter by + q
o Facilities

Refine by ~ Iq
Unique Facility ID} @  contains - :
“ Explain Clear All

=> In this example, we can manage information in the data hierarchy from the facilities menu

= o Facilities
QA

S
Sample

Facility
EJnique Facility ID: \
Open

Ownership Type:
Primary Address Manage

Select [% Documents (0)
[ ]
@ Open e @ Photos (0)
/’ Edit ||'||j Reports
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Land (Display/Manage Data)

FPMT uses a standard data hierarchy to organize and manage information.
Use the data explorer search tools to find information so that you can display and manage data for land.

=> In this example, we use search tools to filter by land and refine by unique parcel (land) ID.
®» .

ABC

i (W
o Land

Refine by ~ Iq
Unique Parcel (Land) ID ! [—
ontains ~
“ Explain Clear All : I

=> In this example, we can manage information in the data hierarchy from the land menu.

= 0 Land
Q\ A

Sample

Land
EEPMT Unique Land ID:
Open

Unique Parcel (Land) ID:
Parcel ID Number| Manage

Select [% Documents (0)
Leased Land
@ Open E @ Photos (0)

+Add llita Reports | @ Owned Land

& Edit
Tl Delete @ Receivable Land
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Other Asset (Display/Manage Data)

FPMT uses a standard data hierarchy to organize and manage information.
Use the data explorer search tools to find information so that you can display and manage data for other
assets.

=>» In this example, we use search tools to filter by other assets and refine by unique asset ID.

» . :
ABC
Filter by ~ q

i W
m Explain Clear All

=> In this example, we can manage information in the data hierarchy from the agency menu.

= @ Other Assets
O\ A

Sample
Other Asset
Enique Asset ID: \
Asset Type: Open
Asset Common Name| Manage

Select [% Documents (0)
() open 3 [EX] Photos (0) @ Other Asset Lease Contract
+ Add m Reports
& Edit @ Other Asset Receivable Contract
'@ Delete
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Business Process Wizards

FPMT business process wizards combine several procedures to provide guidance and help reduce some of
the steps for managing data. For example, the business process wizard to create a new leased facility will
combine steps needed to add the new leased facility with additional steps needed for some of the related
processes in the data hierarchy. Users with the facility role will use the create leased facility wizard to complete
the facilities-related steps and users with an accounting role will use the lease review wizard to complete the
accounting-related steps.

Due to updated user roles/permissions, creating a new leased or receivable leased facility is a two-step
process. The two-step process will require coordination between agency facilities staff and accounting staff
if the facility user does not also have the accounting role to complete both steps.

Business Process Wizard Available From

User Role

Create Owned Facility Agency Agency Editor Facility
Create Owned Facility
Create Leased Facility Agency Agency Editor Facility

Create Leased Facility

Create Receivable Lease Owned Facility Agency Editor Facility
Create Receivable Lease Facility Lease Contract

Deactivate Owned Facility Agency Editor Facility
Deactivate

Deactivate Leased Facility Agency Editor Accounting
Deactivate Receivable Facility

Renew Facility Lease Contract Agency Editor Accounting

) Renew Facility Receivable Contract

Lease Review Agency Agency Editor Accounting

“> .
Y@ Lease Review

Receivable Review Agency

“> ) .
v# Receivable Review

Agency Editor Accounting

Create, deactivate, and renew business process wizards are currently only available for facility data.
Lease review and receivable review business process wizards include facility, land, and other asset data.

In this example, our user account includes a facility role and an accounting role. We can use the
business process wizards to create a new leased or owned facility. When we complete the facility-related
steps, we can use the review business process wizard to complete the lease accounting steps.
If you only have a facility role, you will not have access to the lease review or receivable review
business process wizards.
If you only have an accounting role, you will not have access to the create owned facility or create
leased facility business process wizards.

Manage
Select
g (4 Digit)
Agency Abbreviation Doen o
gency SESN
+ Add

Edit

Business Process Wizards
Create Leased Facility

Create Owned Facility
“
v# Lease Review
“
.4

Receivable Review
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Attachments (Display/Manage Documents & Photos)

FPMT uses standard tools to manage documents and photos. For example, you can upload attachments for
facilities, land, and other assets.

1. Select: Menu. In this example, we select documents from the lease amendment menu.
= d
2. Select: Documents. @ LenseAmen me"‘sq o
> I_:PMT also provides the @ Sample
option to upload and manage =] Lease Amendment .
ease Number: A
phOtos' Amendment Number: Qpen ) select
Amendment Type: < () open 3 [EX] Photos (0)
+A(1d lilta Reports
y" Edit
Tlf Delete
3. Select: Upload. [ Sample

@ Upload @ Download Selected

No documents found.

4. Select: Browse for files. Upload a File

=> FPMT uses standard options Glear Successul Uploads

to browse, select, and upload

files. You can also drag and Drag and drop files here
drop files.
=> In this example, we select a file to upload.
> This PC » Windows (C:) > Sample '
= This PC ~ [ Name
Bl Desktop I Sample I
&+ Documents B Sample
& Downloads @ Sample123

£.7 Windows (C)

File name: ‘Sample ~ | |All Files ~

Sample.pdf &

5. Select: Close. -
CLOSE

=> In this example, we can select the file to download or delete. We can also edit the file name and
description.

=B Sample i) Sample

Photos
Documents

@Upload () bownload Selected | [f]] Delete Selected

@ upload @Down!oad Selected () Details o Select Al [ Delete selected

File Name [=B Sample
~ Documents
Sample.pdf @ Upload @ Download Selected Delete Selected
(edit)
v File Name
- Sample.pdf
FPMT Quick Overview March 9, 2023 Page 11 of 16

Need help? Contact the OFM Help Desk HereToHelp@ofm.wa.gov 360.407.9100


mailto:HeretoHelp@ofm.wa.gov

—
FACILITIES

WASHINGTOM STATE

Search

Quick Overview
Facilities Portfolio Management System (FPMT)

FPMT uses standard search and filter tools in the data explorer.

1. Select: Open.

2. Select: Search.

3. Select: Filter by.

= FPMT will display a list of
criteria.

4. Select: Criteria.

5. Select: Refine by.

= FPMT will display additional
options depending on your
search criteria.

6. Select: Search.

Data Explorer

Begin here to search, analyze, and drill down into your data

@ History O‘ Search Y Filter g: Selections

In this example, we use search tools to filter by agencies and refine by
agency abbreviation.

Search
o .

ABC

e
o Agencies (135)
Refine by ~ 1

Agency Abbreviation

Agency Abbreviation

Q Equals v

C]

Clear Sort~

Clear All Sample Agency

SEARCH Explain

=> In this example, we can use the search tools to search by text or by geographic search. We can also
select filters to focus our search and narrow the results list.

Search

v
ABC

Enter text to search

‘@: Text Search

E?J Geographic Search

Filter by ~ h Select filter to focus your search

and narrow the results list

FPMT Quick Overview

Explain Clear A
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Reports

FPMT uses standard reporting tools in the data explorer.

FPMT will provide additional options after you select a report. For example, FPMT will prompt you to input
fiscal year or other criteria if needed.

=> In this example, three reports are available from the facility menu.

Sample

— Facility

IE nique Facility ID: Open\
Ownership Type J==Z= 'S'ample
Primary Address; Facility

Manage

H“ Select Report
Select [% Documents (0)

. .
@ Open '8 Photos (0) @Audn Report
+ Add |'|| Reports @ Export Report
d @ Shapefile Export
& Edit

m Delete

=> In this example, several reports are available from our agency data menu.
= (0')\ S'eall'ch Results A a3 Setect Report

S . Agency Desired Six Year Facilities Plan
—— Agencies
Audit Report

C)\ A - Available Space
[£139 Baseline Report
Q Sample
. gExpon Report

E Facilities QA Report
gency Number (3 Digit) O{)C‘n\ @rulurc Lease Payments

Agency Number (4 Digit) Manage

Future Receivable Lease Payments
Agency Abbreviation @ Y

Selec - nents (0
Select [B Documen gt.ense Accounting Activity
-

Or >hotos
@ pen o R Photo

= 8Lease Contract QA Report
+ Add

Leased Facilities Inventory

@Leased Facilitie =
@& owned Facilities

Owned Facilities £
Receivable Lease ;
Receivable Lease C
Summary Lease A¢

@Summary Receival

Lease Contract Inventory

=> In this example, we can use standard reporting tools to print report results, export report results, etc.

. Sample Report

Report generated on 4\5

Sample Date/Time s

@ Download Excel Report @Download PDF Report

:;EF'U
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Frequently Asked Questions

For additional information, contact the OFM Help Desk.

a OFM Help Desk
HELP HereToHelp@ofm.wa.gov

DESK

- & 360.407.9100

How do I sign in (log on) to FPMT?
Authorized users can sign in with their FPMT user name/email or via Single Sign On (SSO).

Single sign on (SSO) is available via the State Government Network (SGN) when your agency uses the
Active Directory Federated Services (ADES).

1. Open: Browser.
2. Input: https://fpmt.gorpm.com.
3. Press: Enter. FPMT will display the sign in page.

ain,

——
FACILITIES

WASHINGTON STATE

Sign in with

ADFS h Tnside SON
(Single Sign On)

Reset ADFS

or
I Username and password I h Outside SGN

New user? Request an account

Is there a preferred browser or settings?
FPMT works best with current versions of Chrome or Firefox. Do not use Internet Explorer or Edge.

You may need to use standard browser tools to adjust settings and preferences. For example, you may
need to use browser tools to adjust pop-up settings to allow pop-ups from GoRPM or FPMT.

=> In this example, we use standard Chrome browser tools to allow pop-ups.
B a * 6O : 2l|a » ©

Pop-ups were blocked on this page. Pop-ups blocked:

« httg SampleLinkLocation

Always allow pop-ups and redirects from https://SampleLinkLocation

O Continue blocking

o “

Why does FPMT have references to GoRPM and R&K Solutions?

FPMT uses standard software tools from GoRPM provided by our vendor R&K Solutions.
You might see the GoRPM logo in the FPMT top banner area and references to R&K solutions in some of
the user guide materials, etc.

GoRPM * Washington State - Facilities Portfolio Management Tool
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Where can I find help and resources about facilities planning and GASB87 accounting?
For additional information, contact the OFM Help Desk (HereToHelp@ofm.wa.gov 360.407.9100)

Topic / Area Reference Examples
Using FPMT EPMT reference materials and job aids v System navigation
v FPMT eLearning
v'User accounts and roles/permissions
Facilities Planning OFEM facilities reference materials v Facility inventory
v' Six-Year Facility Plan
v" OFM agency contacts for facilities planning
GASB87 Accounting OFEM accounting reference materials v' GASB87 overview and eLearning
and GASB87 information v In-scope/out-of-scope items and thresholds
v" OFM agency contacts for accounting

Does FPMT include online help or tool tips? How do | know which fields are required?
FPMT uses modern technology with standard navigation tools. For example, fields with tool tips include a
guestion mark so that you can display additional information and required fields are labeled with a red band on
the left side. If you select save and have not provided data for required fields, FPMT will provide an error
message to inform you of the required fields that still need your data.

Legal local government street address based on USPS
standards. If common to multiple facilities provide a
secondary address designator.

(?)

Primary Address J Required fields are clearly labeled with a red band on the left side. If
you select save and have not provided data for required fields, FPMT
will provide an error message to inform you of the required fields that
still need your data. E

rror
Secondary Address @ An error occurred while saving.

Required attribute "Primary Address” is missing a value.

o

Where are the manage data options?

The manage data options are available from the menu levels. If you select the menu and the manage data
options are not available, ensure you are at the correct level in the data hierarchy.

In this example, manage data options are available from the agency menu.

o Agencies
Selections AgenCies

o selectall
v QA
D Deselect all
A J.§) Sample
Agency
Sample
0 Agency g hgency Number (3 Digit):
Manage Agency Number (4 Digit): | Open
Agency Abbreviation:
Select (@ pocuments (0)
@ Open o Photos (0)
+ Add |ililg Reports
& Edt
[ petete Y, '
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Can | use the geographic location on the map to display information about a facility?
You can select the facility on the map to display information. The search tools also include options to find
information using a text search or geographic search.

=> In this example, we select the facility on the map to display information.

Sample
Facility

Manage jr
Select [% Documents (2)

ORI B Photos (1) Facility Details

+Add ‘ﬂﬂ_.lRepor(s Uniqud T

A0497

nd
& Edit Oowners}

Owned

ﬁf Delete

=> In this example, we select the option to search by geographic location.

Search
E?J'I Teet i I O  Text Search

ABC

Filter by ~ h Select filter to focus your search E?J Geographic Search

and narrow the results list

-'\:4 \R @‘I_

Did the facility business process wizards change due to GASB 87 lease accounting?
We updated the facility business process wizards with new fields and information to support enhanced lease
accounting requirements. The facility business process wizards are streamlined to focus on facility-related
information only so some of the lease accounting steps were removed. For example, a lease contract that is
added as part of a facility business process wizard will be incomplete until the remaining required fields
(including lease payment) have been added by a user with accounting role/permissions.

Can | use the lease renewal wizards if | only have the facilities role?
You need accounting role/permissions to use the renewal wizards. We updated roles/permissions for the lease
renewal wizards to support enhanced lease accounting requirements.
If you have the facility role/permission only and have updates for FPMT data for facility lease renewals, you
will need to coordinate the changes with your agency accounting point of contact.

What is the lease review wizard and receivable review wizard?
We added two new business process wizards to support enhanced lease accounting requirements. The new
lease review and receivable review business process wizards are available to users with accounting
role/permissions.
FPMT will guide you through a sequence of steps to review/edit data for lease contracts associated with
facility, land, and other assets. You can also edit and add payments, options, and amendments. FPMT will
display an error message if there are data validation issues that you need to correct before moving to the
next step in the process.

Should I use the lease review business process wizard to add a lease payment?

Users with the accounting role/permissions should use the lease review (or receivable review) business
process wizard to add a lease payment. FPMT will guide you through a sequence of steps to review/edit data
for lease contracts (facilities, land, other assets).
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