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INFORMATION REPORTED TO 
THE STATE
• One odometer reading per month to be reported to 

the state.
• Very last day of  the month

• Maintenance:
• PM Summary

• Commercial

• Internal

• Repair Summary
• Commercial

• Internal

• Fuel Entries
• Hit-by-hit Transactions
• Consolidated Fuel
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PREPARING
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Monthly reminder emails to 
Fuel Bill Coordinators

Monthly odometer reading 
checks

Monthly recons to FAMIS & 
Origami



BATCH UPLOADING 
TO TXFS

• Helpful Tips
• Check spelling
• Use sub-totals for 

maintenance
• Verify calendar year
• Convert to CSV file to 

upload
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TEMPLATES FOR 
TXFS: 
END OF MONTH 
ODOMETERS
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CONVERTING 
TO CSV FILE: 
END OF MONTH 
ODOMETERS
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UPLOADING INTO TXFS- END OF MONTH ODOMETER

• Login to TxFS: https://txfs.ovfm.state.tx.us/fleet/Kernel/w_login.jsp

• Select the down arrow next to Fleet Management

• Select: System

• On Tools Bar- Select Import Runner
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UPLOADING INTO TXFS- END OF MONTH ODOMETER
• Select Imports Tab

• Select “End of Month Odometer reading (inserts)”

• Select Import Log tab

• Right- click inside the Target Table (middle of  the page)
• Select Manage Files
• File Browser will open

• Right-click inside file browser window
• Select Make Directory

• Directory Name: MM.YY

• Ok
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UPLOADING INTO TXFS- END OF MONTH ODOMETER
• In File Browser window, click on new directory MM.YY (blue hyperlink)

• Right-click inside file browser window
• Select Upload File
• Select Choose Files

• Locate your End of Month CSV file
• Upload

• Close File Browser

• Right-click inside the Target Table (middle of  the page)
• Select Import new Data

• Select blue hyperlink for directory MM.YY
• Select EOM- MM.YY to MM.YY file that was uploaded in directory
• Ok
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UPLOADING INTO TXFS- END OF MONTH ODOMETER

• A box will open as the upload begins – Do not close box – Wait until it changes from Please Wait… 
to Done

• Once upload is completed you will get a pop up that says, “Would you like to view the error 
file?” 

• Check this file to see what errors were given and what needs to be worked and re-uploaded 
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TEMPLATES FOR TXFS: REPAIRS-COMMERCIAL
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CONVERTING TO CSV FILE: REPAIRS- COMMERCIAL
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UPLOADING INTO TXFS: REPAIRS- COMMERCIAL

• Login to TxFS: https://txfs.ovfm.state.tx.us/fleet/Kernel/w_login.jsp

• Select the down arrow next to Fleet Management

• Select: System

• On Tools Bar- Select Import Runner
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UPLOADING INTO TXFS: REPAIRS- COMMERCIAL
• Select Imports Tab

• Select “Consolidation Repair Order (Inserts)”

• Select Import Log tab

• Right- click inside the Target Table (middle of  the page)

• Select Manage Files
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UPLOADING INTO TXFS: REPAIRS- COMMERCIAL
• In File Browser window, click on new directory MM.YY (blue hyperlink)

• Right-click inside file browser window
• Select Upload File
• Select Choose Files

• Locate your Commercial CSV file
• Upload

• Close File Browser

• Right-click inside the Target Table (middle of  the page)
• Select Import new Data

• Select blue hyperlink for directory MM.YY
• Select Commercial Repairs- MM.YY to MM.YY file that was uploaded in directory
• Ok
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UPLOADING INTO TXFS: REPAIRS- COMMERCIAL

• A box will open as the upload begins – Do not close box – Wait until it changes from Please Wait… 
to Done

• Once upload is completed you will get a pop up that says, “Would you like to view the error 
file?” 

• Check this file to see what errors were given and what needs to be worked and re-uploaded 
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TEMPLATES FOR TXFS: REPAIRS- INTERNAL
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CONVERTING TO CSV FILE: REPAIRS- INTERNAL
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UPLOADING INTO TXFS: REPAIRS- INTERNAL

• Login to TxFS: https://txfs.ovfm.state.tx.us/fleet/Kernel/w_login.jsp

• Select the down arrow next to Fleet Management

• Select: System

• On Tools Bar- Select Import Runner
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UPLOADING INTO TXFS: REPAIRS- INTERNAL
• Select Imports Tab

• Select “Consolidation Repair Order (Inserts)”

• Select Import Log tab

• Right- click inside the Target Table( middle of  the page)

• Select Manage Files
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UPLOADING INTO TXFS: REPAIRS- INTERNAL
• In File Browser window, click on new directory MM.YY (blue hyperlink)

• Right-click inside file browser window
• Select Upload File
• Select Choose Files

• Locate your Internal CSV file
• Upload

• Close File Browser

• Right-click inside the Target Table (middle of  the page)
• Select Import new Data

• Select blue hyperlink for directory MM.YY
• Select Internal Repairs- MM.YY to MM.YY file that was uploaded in directory
• Ok
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UPLOADING INTO TXFS: REPAIRS- INTERNAL

• A box will open as the upload begins – Do not close box – Wait until it changes from Please Wait… 
to Done

• Once upload is completed you will get a pop up that says, “Would you like to view the error 
file?” 

• Check this file to see what errors were given and what needs to be worked and re-uploaded
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TEMPLATES 
FOR TXFS: HIT-
BY-HIT FUEL
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CONVERTING TO CSV 
FILE: HIT-BY-HIT FUEL
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UPLOADING INTO TXFS: HIT-BY-HIT FUEL

• Login to TxFS: https://txfs.ovfm.state.tx.us/fleet/Kernel/w_login.jsp

• Select the down arrow next to Fleet Management

• Select: System

• On Tools Bar- Select Import Runner
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UPLOADING INTO TXFS: HIT-BY-HIT FUEL
• Select Imports Tab

• Select “Hit-by-hit Fuel Transactions (Inserts)”

• Select Import Log tab

• Right- click inside the Target Table (middle of  the page)

• Select Manage Files
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UPLOADING INTO TXFS: HIT-BY-HIT FUEL
• In File Browser window, click on new directory MM.YY (blue hyperlink)

• Right-click inside file browser window
• Select Upload File
• Select Choose Files

• Locate your Fuel CSV file
• Upload

• Close File Browser

• Right-click inside the Target Table (middle of  the page)
• Select Import new Data

• Select blue hyperlink for directory MM.YY
• Select Fuel- MM.YY to MM.YY file that was uploaded in directory
• Ok
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UPLOADING INTO TXFS: HIT-BY-HIT FUEL

• A box will open as the upload begins – Do not close box – Wait until it changes from Please Wait… 
to Done

• Once upload is completed you will get a pop up that says, “Would you like to view the error 
file?” 

• Check this file to see what errors were given and what needs to be worked and re-uploaded. 
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COMMON ERROR MESSAGES
• Cannot save because there is a duplicate record

• Multiple Odometer readings for one month
• Multiple fuel entries with the same data

• Equipment not found

• Target not found (check spelling.. I misspelt Summary & had this error)

• Fuel type capacity exceeded

• Fuel ‘DSL’ not allowed for vehicle or Fuel ‘GAS’ not allowed for vehicle
• Wrong fuel type for that vehicle

• ORA-00001: unique constraint (FLEET_TXCPA.UK_6COLS) violated
• Same transaction previously uploaded

• Equipment not found
• Asset not found in TxFS
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RESOURCES
• TxFS OVFM Portal

• TxFS Contacts: Caleb North & 
Nicklaus Watson

• Caleb.North@cpa.texas.gov

• Nicklaus.Watson@cpa.texas.g
ov

• Due Dates

• 1st Quarter (September – 
November)- Due January 31st

• 2nd Quarter (December- 
February)- Due April 30th

• 3rd Quarter (March- May)- 
Due July 31st

• 4th Quarter (June- August)- 
Due October 31st
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QUESTIONS
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