ARCHIBUS REPORT BUILDER INSTRUCTIONS

This report allows users to customize and export room details for any rooms, including shared spaces. From this
single report you can view room splits, Pls Assigned, Station Counts, Occupants Assigned and more.

Accessing the Archibus Report Builder

From the Archibus homepage select the ARCHIBUS Report Builder link from the “Tasks” bucket:

Tasks

Space Update Form
View All Space Requests
Space Console

| ARcHIBUS Report Builder |

I

Applying Filters to the Archibus Report Builder

The ARCHIBUS Report Builder link will open up the following view:

Set Restriction and Options

Instructions Panel @ ISUBmIEY | Reset All

SHARED ROOMS WILL BE DISPLAYED ACROSS MULTIPLE ROWS (during analysis, avoid duplication by not totaling Room ASF and Room Availability across
multiple rows.)

(CIick here for Instructions document )
Site @ Division Code
Building Department Code
Floor Code Pl
Display Options Data Options
Alternating Row Highlight @ Group By MNo Grouping ¥ @
\ J

Use the filters to generate your custom report:

1. Select one or many of the available filters. Please Note: Filters in this panel work off each other. For
example, when filtering for a specific Building, only Divisions and Departments within the selected
building will be available as a filter option.

2. Check Alternating Row Highlights to produce a report that highlights rows for easier viewing. Please
note: Row highlighting will not export to Excel.

3. The Group By option can be used to group search results by Building, Business Unit, Division,
Department or Pl Name. By using this option, results will be displayed in a roll-up view, grouped by the
selected Category.

4. Select ‘Submit’. A new tab will load called ‘ARCHIBUS Report Builder'.
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ARCHIBUS REPORT BUILDER INSTRUCTIONS

How to Review Your Report

Set Restriction and Options [ ARCHIBUS Report Builder ]

April 16, 2019 - 11:03:32 AM
Building Name= 1320 3rd Ave

Floor

[ “2Modify Columns | EixLs |

® O

Plan .. Site Code Building Name Floor Code Room Code Room Type Room ASF % Space Loar,
PN 1320 3rd Ave 00 001 APT SUP 1,122.08 100.00
a' 1320 3rd Ave 01 101 APT 4+ BEDRM 1,080.75 100.00
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1. A report timestamp along with details of the filters applied to this report is displayed in the upper left-
hand corner. (Application has limitation to show only first 41 filters)

2. The Floor Plan Icon opens a pop-up window of a floor plan with the selected room highlighted for your
reference.

3. Data fields can be added, removed, and/or reordered by clicking on the ‘Modify Columns’ button.

a. This will open the Select Fields dialogue box where you can edit visible fields and change the
order of fields per your requirements.

b. Once the fields are selected, click ‘Update’ and the report will re-populate with the revised fields.
c. Please Note: If you have kept the ‘Floor Plan’ field visible, this field will create a column with a
header of ‘Floor Plan’ with no data in your XLS export.

. - o x
Select Fields
Available Fields: Visible Field =
PCT ID(Do Not Use) - Flaor Plan
Building Code Site Code

Division Code Building Name
Department Code Floor Code
Division Room Code
Department Room Type

Pl Code Room ASF

Pl Name % Space

Pl Home Daepariment
Division ASF

Station Count

Room Occupants
Room Availability
Motes

Primaru Conrdinatae

Loaned From Code

Show Hide Up Down =
can::ai
4. If you need to readjust the filters selected for building the report, we recommend you go back to your
Archibus Home Page and restart the report with new filter selections. Changing filters by simply going
into the “Set Restrictions and Options” tab will NOT refresh data and will give inaccurate results.
5. This report is exportable to Excel by using the ‘XLS’ icon
a. The Excel report will contain a header with a timestamp of the report run time along with filters
that have been applied to the report.
b. If the ‘Floor Plan’ field was visible in your report, you will notice a blank ‘Floor Plan’ field in your

Excel extract. Due to certain limitations of the application, we are unable to disable the export

for this column. The column can be manually turned off by users via the ‘Modify Columns’
feature.
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ARCHIBUS REPORT BUILDER INSTRUCTIONS

@ ARCHIBUS Report Builder April 16, 2019 - 02:51:15 PM Building Name= 1322-24 3rd Avenue @
Site Code |Building Name Floor Code [Room Code ]Room Type Room ASF |% Space |Loaned From Code [Floor Plan
PN 1322-24 3rd Avenue [00 T001 APT SUP 904.65 100.00
PN 1322-24 3rd Avenue [01 01 \APT 4+ BEDRM 799.12 100.00
PN 1322-24 3rd Avenue [02 201 \APT 4+ BEDRM 972.79 100.00
Reminders:

1. This report was designed to list all portions of a shared room in separate rows. Because of this, certain
fields cannot be totaled in this report. For example, we cannot use this report to get a total of ASF for a
selected building/floor as any ‘shared’ records will have repeated values showing the same ASF for the
room. See below.

Set Restrictio 1 Builder

Utlodify Columns | EINLS
April 24, JOI9 - 019247 PM

UG Nemses §54 Minnesses Sereet
Fioor Pian Site Godle Building Name Floor Code Room Code Room Type Aoom ASF % Spoce Station Count
o1

a
B ] 654 Minnesona Street 02 201 CONFRNCE RH 10738 300 012
B MB 654 Minatsata Street 02 201 CONFRNCE RM 107.38 3500 156
B ] 654 Minreseta Street 02 0 COMFRNCE RM 107.58 700 038
MB £54 Minmesota Street 02 01 COMFRNCE RM 10788 200 008
m MB 654 Minmesota Street 02 m CONFRNCE RM 10738 200 aos
m MB 654 Minresota Street 02 m CONFRNCE RM 10738 4200 1%

2. Room records will list all occupants in a room, and the occupants will be repeatedly shown for each
record of a shared room. Due to the space limitations, all text may not be visible on the screen, but it
will be populated in the Excel export. The individual room occupants are concatenated by a comma ‘,’.

St Restricti o ARC Builder

JModify Columns | E1XLS @)
Jorary & 2015 - 01:36:58 PM
Totol Record Count: 10
Bullding = 300 Floor = 02

Fioor Plan Bultding Hame Floor Code Hoom Code Room Type Room ASF Stotion ¢ Hoom Dccupants
n21g o
Genentech Hall oz NIls WET LAB 105268 Aason Marey, Beatrice Gini, Philippe Guil, Wed .
._!: Genentech Mall oz NI16 WET LAR 305268 Apron Marley, Beatrice Gini, Philippe Gud, Wei ..
= Genentech Hall o N6 WET LAB 105268 Asron Marley, Beatrice Ginl, Phillppe Gul, Wel ...
Genentech Hall o2 NI16A WET LAB SUW 199.88
Genentech Hall o NI16A WET LAB SUP 199.88
End of Training
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