
 

INSTRUCTIONS ON USE OF FMIS FEATURE  
Generating an Inactive Projects Reports (Q40A)*

 
  
The FMISQ40A report is a query tool to allow users to quickly and easily extract 
projects data from FMIS which meet user specified selection criteria.  Namely: 
 

• State (Cost Center) 
• Business Month 
• Period of Inactivity  
• Unexpended Balance 
 

Grouping of selected projects is determined by the user.  The choices are: 
 

• by Project Detail 
• by Project Summary 
• by Project Count 
 

The user has two choices of format for the report's output.  They are: 
 

• Adobe PDF 
• Microsoft Excel spreadsheet (to be released soon) 
 

To generate a Q40A  report, the user begins at FMIS' Main Menu: 
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* For additional information, refer to FMIS Inactive Projects Reports Release Announcement, dated  
May 30, 2006.   

 



 

From the Reports Option menu, select Run a Report. 
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This will open a small box on the screen.  For Report ID, enter FMISQ40A or Q40A.  
  

 
 

 



 

This opens the query tool for generating an inactive projects report.  Enter criteria as 
appropriate, then click Submit Report.  To view a completed report, click Report Status. 
 

 
 

 
1. Cost Center:  Use the drop-down menu to select a State by postal 

abbreviation.  If Cost Center field is left blank, the report will generate 
nationwide data. 

 
 

2. Business Month:  Use the drop-down menus to select an as of date by 
Month and Year.  This field automatically defaults to the last day of the 
previous month.  The month drop-down box lists all the available months.  
The year automatically defaults to the current year and the dropdown box 
lists all available years.  The user must select the month and year from the 
corresponding drop-down boxes.   

 
This date, along with the Date Range, sets the period of inactivity for 
selecting projects.  The current month should not be used. 

 
Reports generated using the current month in the Business 
Month field will yield a blank report.  This should not be 
misinterpreted as no projects meeting the selection criteria.  The 
Business Month should be changed to reflect a complete month.  

 
3. Date Range:  This field, along with Business Month, sets the period of 

inactivity.  Select a date from the drop-down menu.  The options are 3, 6 
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and 9 months, and 1, 2 and 3 years, beginning from the date selected in 
Business Month. 

 
An example of determining what period to select:  Let's suppose 
that Jack Bales in the DC Division Office has responsibility for 
tracking inactive projects.  He uses the Q reports which lists 
projects that have had no expenditure change for one year.  
However, Jack would like to be proactive and review projects 
today that may be listed on the next report to determine if any 
action can be taken to prevent additional projects from being 
listed on the next report.   
 
To give Jack a head start, he would generate a Q40A report 
using the prior month as the Business Month.  It is now May and 
Jack would like to see projects that may be on DCs June 30th 
report.  However, the Business Month selections are 3, 6 and 9 
months, and 1, 2 and 3 years.  If Jack selects April 2006 and 9 
months, his report should list projects with no expenditure 
change since July 2005.  That's nine months prior to April 2006.  
Therefore, Jack's data will give him a very close preview of 
projects which could be on the June 2006 report as inactive for 
one year or longer. 
 

4. Unexpended Balance - Minimum and Maximum:  Enter whole dollar 
amounts in these fields.  Commas are not required.  Cents are not 
accepted.  If the Maximum field is left blank, the query will default to 
$999,999,999,999. 

    
 

Report Format 
 

1. Project Detail:  This format lists each Program Code group on a project 
that meets the selection criteria.  As an example, on the following excerpt 
from a report, two program code totals are shown.  If the project has detail 
lines using other Program Codes, they will not be shown unless they meet 
the selection criteria. 
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2. Project Summary:  This format lists data by Federal Project Number 
showing overall funds totals (not by Program Code or Detail Line). The 
report number will be shown as FMISQ40B. See below. 

 

 
 
3. Project Count:  This format is a one-page report as shown below.  Each 

project meeting the selection criteria is counted once regardless of the 
number of detail lines or Program Codes on the project.  

 
 

 

 
 
Report Output: 
 
All reports default to Adobe pdf.  An option to receive output in Microsoft Excel will be 
added soon.  At that time, a radio button will be added to this area. 
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Additional information about the reports: 
 

• The reports feature the following parameters: 
 

o State - any or all States  
o Dollar Amount - Any amount between two values. Ex. $50,000.00 

to $100,000 or zero to $999,999,999,999. 
o Date - 3-month intervals, beginning with the most recent completed 

month up to 3 years 
o Project Status - only active, withdrawn pending expenditures, and 

closed pending expenditures 
 

• Excludes Program Codes which are: 
 

o FTA,  
o 102 ROW,  
o FMCSA,  
o SIB,  
o Advance Construction only, and 
o converted from Advance Construction within the report's timeframe. 

 
 
For assistance in generating Q40A reports or questions on the output, please contact: 
 

Jatona Hatcher at 202-366-2846, jatona.hatcher@dot.gov
or Donna Jones, FMIS Team Leader, at 202-366-2924, donna.jones@dot.gov 
or fmisteam@dot.gov
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