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Consolidated Help Desk Team

• Support for both FIMS and CAIS
• All team members have access to the 

consolidated email and phone
• FIMS user community – approximately 700 users 
• CAIS user community – approximately 500 users 



FY 2022 Help Desk Support 

In FY 2022 the help desk responded to:
• More than 2100 requests for support with FIMS
• More than 600 requests for support with CAIS
• Highly elevated hotline activity at year end 

between September and December



Update Your Email Address 
and Phone Number 

 Update your FIMS profile if your email address or 
phone number changes

 Changes can be made by clicking on your name in 
the upper right, and choosing Profile

 If you are on the FIMS email distribution list and your 
email address has changed, contact the FIMS 
Helpdesk so we can update the email distribution list

 Just because you have a FIMS account doesn’t 
mean you are automatically on the email 
distribution list.  You need to request this through the 
Help Desk



FIMS URL

 The correct URL to access FIMS is: 
https://fims.doe.gov/FIMS

 Update any old browser bookmarks
 If you use a different URL you could get errors 

trying to access FIMS
 The URL for the FIMS informational public website 

is https://fims.doe.gov/fimsinfo



Can’t Log In
• You can reset your own expired password
• If you receive a “password expired” email, try logging in 

to see if you can change your password
• Use the password that expired
• If it is within 60 days of password expiration, you will be 

able to change the password yourself



Use Real Property Unique ID (RPUID)
• Use Real Property Unique ID (RPUID) in your request (especially when 

changing Ownership or Property Type)

• Find RPUID on the Property Info window
• RPUID can also be found in the Ad Hoc query tool

• Assets in different Sites and Areas can have the same Property ID or 
Property Name. They can’t have the same RPUID



Change Area for an Asset
• Area Name picklist is found on the Property Info screen
• No need to contact FIMS Help Desk to make this change



Documents not Uploading

 We have removed the maximum file size 
restriction.  So the issue is probably:

 Must be one of these file types:
 .docx (Word)
 .jpg (Photo)
 .png (Photo)
 .gif (Photo)
 .pdf (Adobe)
 .xlsx (Excel)



Upload is Rejected
 Remove any spaces at the end of the Property ID
 Generate an Upload template for all uploads

 Errors can be caused by adding new column headings or typing 
over the existing headings

 The FIMS User’s Guide outlines in detail how to 
perform uploads

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiS7bL1jpHMAhWG1CYKHS4GBhMQjRwIBw&url=http://www.crescenzi-consulting.com/blog/hmrc-intermediary-reporting-requirements-6-april-2015&psig=AFQjCNHqPccv9vj7LJCDkUChU_RbnkfogA&ust=1460825937320976


Retrieve Asset from Archive
• If the asset was archived in this fiscal year, it can be restored from 

the archive
 Send an email to the FIMS Help Desk requesting to restore the 

asset from the archive
• If the asset was archived in a prior fiscal year, it cannot be restored.  

Assets archived in prior years have already been reported as a 
disposition to the FRPP

 Instead, create a new FIMS record for the asset 
 Run the archive Ad Hoc report to retrieve data for the 

archived asset.  This information can also be found in the 
Complete Information Standard Reports (001-008).

 The Property ID can’t be re-used.  If the same Property ID 
needs to be used, contact the FIMS Help Desk to change the 
Archived Property ID 



Un-Excessing

To change the Excess Indicator back 
to No:
 Email the DOE Excess Screening Coordinator 

at RP-ExcessScreening@hq.doe.gov and 
request to un-excess the asset

 When confirmation is received to un-excess 
the asset, forward that email to the FIMS Help 
Desk and request for the Excess Indicator to 
be changed to No



Change Requests

• Send completed Change Requests to the FIMS 
Help Desk at FIMS_CAIS_Help@hq.doe.gov

• Requests we receive will be distributed to 
appropriate personnel and the FIMS Advisory 
Committee (FAC)

• Change request form can be downloaded from 
the FIMS informational website under the 
“Changes” tab

mailto:FIMS_CAIS_Help@hq.doe.gov


Contact the FIMS Help Desk

• Email: FIMS_CAIS_Help@hq.doe.gov

• Telephone hotline: (202) 287-1397
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