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LOGGING IN
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To start FACS, login to https://app.facsware.com/login
The Portal name is HDOT

https://app.facsware.com/login


LOGGING IN

3

For first time users, click on the Forgot Password? to create a password.  

If you already are a user and forgot your password, you do the same



LOGGING IN
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Enter your e-mail address and the portal name and click on the Request Reset Link button.  An e-mail will be sent to you 
with the link to create a password.  You may need to check your e-mail’s Junk/Spam folder



SELECTING A PROJECT
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There are 2 ways of selecting a project.  

The 1st way is to double click on one of the projects listed in the Log Table



SELECTING A PROJECT
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The 2nd way to select a project is to click on one of the projects listed in the pulldown list located in the menu bar



CUSTOMIZE LOG TABLES
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One way of making it easier to find information in FACS is to customize the log tables for each service.  The examples 
can be universally applied to all log tables.  Each user’s customization is unique to the user only



CUSTOMIZE LOG TABLES - SORTING
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Each column can be used to sort the log table.  Click on the upside-down chevron to access the sort feature



CUSTOMIZE LOG TABLES - SORTING
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The columns can be sorted in ascending or descending order



CUSTOMIZE LOG TABLES - FILTERING
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Information in a log table can be filtered to show only information needed.  To filter a table, click on the Filter slider 
button



CUSTOMIZE LOG TABLES - FILTERING
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When the Filter slider button is clicked, input fields appear for each column.  Partial entries into the input fields will also 
yield results.  For example, in the Work Reports, a user could filter the log table using ID, Status, or Inspector, or a 
combination of columns to only look at select work reports 

ID: enter FA to see all force account work reports (see Work Reports user’s guide)
Status: 
• Enter Submit to see new work reports submitted by the Inspector
• Enter Rejected to see work reports returned for corrections by the Project Engineer  



CUSTOMIZE LOG TABLES - FILTERING
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Another example would be for Sample Cards, a user could filter the log table using Sample Type, Status, or BIC, or a 
combination of columns to only look at select sample cards

Sample Type: enter FA to see all force account work reports (see Work Reports user’s guide)
Status: 
• Enter Submit to see new sample cards submitted by Construction
• Enter Received to see when the samples of a sample cards were received by HWY-L
• Enter Under Review to see sample cards that are being processed by HWY-L
BIC: enter a name of the primary person in the lab section 



CUSTOMIZE LOG TABLES – HIDING COLUMNS
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Columns can be hidden to meet the user’s needs.  User’s may want to hide a column that may not be useful to them.  
There are 2 ways to hide a column.
The 1st way to hide a column is to go to the upper right hand corner of the log table and click on the 3 dots



CUSTOMIZE LOG TABLES – HIDING COLUMNS
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Scroll down the list and click on the columns that you do not want to be visible.  An “x” will appear next to the column 
name.
Click on the column name that you want to be visible.  A “check mark” will appear next for the column name



CUSTOMIZE LOG TABLES – HIDING COLUMNS
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The 2nd way to hide a column is to go to each column and click on the upside-down chevron



CUSTOMIZE LOG TABLES – HIDING COLUMNS
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Click on the Hide Column option



MOVING BETWEEN RECORDS
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Movement between records (forward or backward) can be made using these double chevrons (upper right hand corner, 
under the Status button) without exiting the record and selecting the next record from the Service’s Log Table



HIDING SECTIONS OF A SERVICE
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Sections of a service (Work Report, Sample Cards, etc) can 
be temporarily hidden while inputting data.  To hide a 
section click on the upward facing chevron.  

The section will disappear and the chevron will face 
downward 



RETURNING TO THE LOG TABLE
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To return to the Service’s Log, click on the left facing chevron



HELP TIPS
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Select input fields have help tips associated with them.  To see the help tips, pass the mouse pointer over the light grey “i” 
in the circle



CALENDAR FUNCTIONS
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All date input fields have a built-in calendar function that you can use to choose a date

If you choose to type in a date, use the format of MM/DD/YYYY



PULLDOWN MENUS
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Select input fields have pulldown menus.  Click on the downward facing triangle to access the preloaded information



E-MAIL NOTIFICATIONS
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Notifications can be customized to meet the user’s needs.  To customize Notifications, click on the downward facing 
chevron next to your name and then click on settings



E-MAIL NOTIFICATIONS
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There are several options for Notifications – Full Notifications, where all options to receive notifications is turned on



E-MAIL NOTIFICATIONS
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Partial Notifications, where some options to receive notifications are turned on

To turn off some of the 
notifications under a service, click 
on the checkbox under the 
service (red arrow) and then turn 
off the notification for the 
selected notification by clicking in 
the checkbox (off arrow)



E-MAIL NOTIFICATIONS
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No Notifications, where the options to receive notifications is turned off



EXITING FACS
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To exit FACS, click on the downward pointing chevron next to the user name and then click on Logout from the menu 
that drops down



END OF GUIDE
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