INSTRUCTIONS FOR ENTERING FFIS

Step 1. Double <click> on the NFC-FFIS.Ink Icon on your desktop.

NFC-FFIS.Ink

Step 2: <Type> your AP number and <type> in the password.
Remember: You must enter your AP number in all capital letters. It will not

accept it otherwise.
The password is your agency (34) and the zip code of your location. For example:

Riverdale, MD would be 3420737. Press <enter>.
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Step 3: <Click> enter or ok through this screen. If the wording is blue with the
above message you are in the system. If it isred you are not in the system. If you do
not connect quickly enough you will have to reconnect. Go to the Reconnect to FFIS

page for an example.
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NOTE:

If you wer e unsuccessful entering the system you will be taken back to Step 2.
Check to make sure your AP number isall in CAPS and double check that you
used the correct password.
If it still does not work call security because you may not be set up, or you may be
using the wrong AP number, or your AP number may be deactivated.
To keep your AP number active you must use it every month. If you don’t, NFC
will deactivate it after 90 days and reassign it to another user.
The security contact person is Darlene Stephens at 301-734-5742.



Step 4: Helpful Hint: When you are at this screen, click anywhere on the screen with
your mouse and then <click> Enter. You will automatically go to the NFC banner
screen.
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Step 5: At the banner screen <type> your AP number and your 6-8 digit password
and <press> enter. If you reach this screen and the screen says password suspended, call
Security, Darlene Stephens at 301-734-5742.

See Appendix 1 for creating an effective password.
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Step 6: After the NFC banner screen you will place your cursor on FF34 — P18
APHI S Production and <press> Enter. Your default screen may look differently than
the above example. You will be able to view only the items you have access to.
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Note: If you receive a screen that says “SYSTEM ISNOT READY FOR ONLINE —
TERMINATED” it means that FFISis down. You should try again later. Exiting out of
this screen incorrectly can lead to problems entering the FFIS system when it isready. To
exit properly <press> the End key on your keyboard and <type> Bye.

Step 7: Atthe USDA FFIS screen you will <type> 1 on the “Command” line, <type>
your “User ID” which will begin with aU, and <type> Y our 8 character FFIS password.
<Press> Enter. If you have problems entering the system at this screen, call Darlene
Stephens at 301-734-5742 to have your FFIS password set.
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Step 8: This screen will be present when you successfully enter the system.
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