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Running Reports

" Reports
* Report Groupings
— Building by Room Reports
= Building Summary
Building
Room Type Change
Hotel Stations
PDF Floor Plans
View ISIS Temporary Notes
— Loaned Space Reports
= View Loaned Requests
= QOccupancy Beyond Loan/Assignment Date
— Employee Reports
= View Employees
= Multiple Locations
= User Roles

— Annual Space Update Process

Use the table of
contents hyperlinks
to navigate within
the module
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Navigation of Reports
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Using Filter Consoles

Because Archibus is able to
return a large amount of
information for a given view
(report). You may need to use
a Filter Console to restrict the
information displayed. Many
views offer filter consoles to

@ B8 Show

R ——

STRATL +

Sig0ut Help

Space st and Occupny by Department

restrict data. "y 850 00 0

Buildng Code Businss Unit Divison Code Department Code

The filter console diSp|ayS a Space Assignment znd Occupancy by Dept A0S & 0

series of fields enabling yoU t0 [ o soi e e o it iyt ot~ bt

enter restriction criteria for the | — 1 8

data being returned_ 005 130 ve 100000 M SchooLof Medicine 141040 M Urolagy 141053 M Uro-Cental AdrinSFGH 13w
2005 1320 3d Ave 400000 F Finance & Administration 4130 FOSAC 4710 F (L5 Hsg Housing 16000
01 1490 5t Ave 400000 F Finance & Administration 4130 FQSAC 4710 F (L5 Hsg Housing 6103

1. Enter your restriction

criteria.
2. Click on the Show button to Tip:
display data in the lower Some reports will require you to enter filter criteria first while others will run
panel. immediately and you can then enter filter data to restrict what has been
3. If you do not want to enter a returned.
restriction, click Show
without making any entries,
and the data is presented
without a restriction.
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Many Archibus views present
data in a tabular view. Column
headers include a grey rectangle.
Clicking this rectangle sorts the
screen by that column.

1. Click on the grey rectangle to
sort the view by this column’s
data.

2. The black triangle when
shown in a filter box indicates
that there are only certain
values that can be selected for
that column. All records for
the view will be filtered based
on the values selected in these
columns

Sorting Data

©

ARCHIBUS Strategist Home Page Tasks
View All Space Requests
SRF Mumber: 1151 2081 30100 4[11] 5[11] glll] 711 glii] @I5] ALL[ET]
SRF Number Reguested By Name Reguest Type Identify Type of space
v
3 First Coordinator Retain Administration
92 First Strategist Retain
91 First Coordinator Retain
20 First Coordinator Retain
89 Second Coordinator Retain
88 Second Coordinator Retain
87 First Coordinator Retain
86 Morrison, Cristina Retzin Clinical
85 First Strategist Retain
84 First Coordinator Loan Storage

é
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Smart Searches

Components of views--such as filter
consoles, Select Value lists, data entry
forms, drill down lists, and so on--may Building Code .. Building Name @D Room Code BU Name
include Smart Search capability so

that you can restrict the data in the M%a

current view component.

052 Mission Bay Hospital AL158 M_School of Medicine

Smart Search helps you more easily 3052 Mission Bay Hospital AG524 M_School of Medicine
locate specific values when working
with large data sets by entering values
for any column header.

1. To enter a search, complete one or Replace PI  ¥|Download XLS = Update Rooms £~ @
more column headers with your
search criteria and press Enter. The
system redisplays the data that
meets the restriction. You do not
need to consider case when
entering your values.

Date
5 Surveyed m | Surveyed By

4/12/2016 ADMIN1

2/24/2016 0DADMIN1
Use the % character as a wildcard
to represent the position for any
series of characters you enter. For
example, M%”, to restrict the select droom Fra 2/25/2016 O0ADMIN1
value list to all values that begin
with “M”.

2/25/2016 O00ADMINI

2/25/2016 OO0ADMINI

2. To Clear all restrictions click the X
Icon.
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Selecting Values

For some fields, you are required to
select a value from the Select Value
list. This is a list of information stored
within the Archibus database.

Searches can also be partial values.
This will restrict the results to those
which contain the text entered. You
can also enter a partial value to be
used as a search criterion to limit the
values shown in the Select Values
list to only those that include your
entry.

1. Choose a field you wish to
populate such as Site Name.

2. Click on the Select Value button.
3. The Select Values list is opened
to choose a selection. Filter
columns as needed to limit
possible selection choices.

5ite Code 5ite Name Building Code Building Name Floor Code
PM Parnassus 2003 1322-24 3rd Avenue 02
PN Parnassus 2005 1320 3rd Ave 00
PM Parnassus 2005 1320 3rd Ave 01
PM Parnassus 2005 1320 3rd Ave 02
Site Mame

®

Select Value - Site Name

Site Code: CI4 E[] FILI LT MED QI Pl RIL SIL AL

Site Code

CNB
EXP
FRES
LHTS
MB
MC
MZ
OLA
PN
RALL
SFGH

Site Name

China Basin
Executive Park
Fresno Campus
Laurel Heights
Mission Bay
Mission Center
Mount Zion
Outlying Area
Parnassus

AlL

SFGH Campus
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Some Smart Searches with
large data sets have an index
bar to facilitate selecting data.

1.

Click on a letter/number in
the index bar to view the
records beginning with that
letter/number based on
values in the first column.
The number in parentheses
shows how many records
begin with that
letter/number.

“All” provides the number of
records meeting your
restriction or total number of
records.

The index bar includes Prev
(Previous) and Next links if
there are more than the
maximum number of records
that fit on the screen.

Index Panel

(@ ARCHIBUS

View All Rooms
Filter

Strategist Home Page Tasks~

Building Cod, Business Unit Code Division Code
Rooms i; l; Ei;
Building Code: 2[24618] 3[14443] g[4] All[35085] << Prev ge 2 of 391 § Next >>

Business Unit
Site Code Site Name Building Code Building Nome Floor Code Room Code Code Business Unit Neme Division Code Division Name Department Code
PN Parnassus 2012 Kalmanovitz Library 02 223 465000 E_Executive Vice Chancellor 477200 E_Library 477200
PN Parnassus 2012 Kalmanovitz Library 02 224 465000 E_Executive Vice Chancellor 477200 E_Library 477200
PN Parnassus 2012 Kalmanovitz Library 02 225 465000 E_Executive Vice Chancellor 477200 E_Library 477200
PN Parnassus 2012 Kalmanovitz Library 02 226 465000 E_Executive Vice Chancellor 477200 E_Library 477200
PN Parnassus 2012 Kalmanovitz Library 02 230 465000 E_Executive Vice Chancellor 477200 E_Library 477200
PN Parnassus 2012 Kalmanovitz Library 02 231 465000 E_Executive Vice Chancellor 477200 E_Library 477200
PN Parnassus 2012 Kalmanovitz Library 02 232 465000 E_Executive Vice Chancellor 477200 E_Library 477200
PN Parnassus 2012 Kalmanovitz Library 02 233 465000 E_Executive Vice Chancellor 477200 E_Library 477200
PN Parnassus 2012 Kalmanovitz Library 02 234 465000 E_Executive Vice Chancellor 477200 E_Library 477200
PN Parnassus 2012 Kalmanovitz Library 02 235 465000 E_Executive Vice Chancellor 477200 E_Library 477200
PN Parnassus 2012 Kalmanovitz Library 02 238 400000 F_Finance & Administration 411101 F_IT Info Tech Swes 411101
PN Parnassus 2012 Kalmanovitz Library 02 240 465000 E_Executive Vice Chancellor 477200 E_Library 477200
PN Parnassus 2012 Kalmanovitz Library 02 241 465000 E_Executive Vice Chancellor 477200 E_Library 477200
PN Parnassus 2012 Kalmanovitz Library 02 242 465000 E_Executive Vice Chancellor 477200 E_Library 477200
PN Parnassus 2012 Kalmanovitz Library 02 243 463000 E_Executive Vice Chancellor 477200 E Library 477200

Tips

“Top” brings you to where you started.
“Up” brings you to the next level, which may not always be Top
depending on how far you drill down.

8

Archibus Space Management System Training

<Navigate back to the Table of Contents>

UGSk




Select Fields

To alter the viewable

columns and their order in
many lists there is an icon Active Room Information oot :W‘t“d“i:l@
? Building Code: 21251 3031 AlLI34]
to bring up the Select o
Fields window a_||owing Status pin  Compare  Updated By Building Code = Building Name Room
you to manipulate them. ’
In Progress @ @b 2002 Genentech Hall N2
1. Find the Gear Iconin rreres B 002 enentech Hall ” e
the tOp right Of the InProgress L9 & 2036 1701 Divisadero, MOB, 05 53
view and click on the neogress {8 fle faz = L
drop down alrow. In Progress @ @b 2034 Byers Hal 05 50
n progress ] r 2316 Diller Family Cancer Research 03 35
2. From the list that InProgress -4 & 7316 elen Diller Family Cancer Research 03 32
appears click on /
Select Fields to open

up the window which
controls the

. .. . = i i -
available/visible fields. submit | &=Withdraw ©

Select Fislds

Tip:

» Field order in each
View is saved as a
Training Resources cookie per computer,
It not per user account.

Submit Feedback
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Select Fields, cont’d

Use the Select Fields window to
manipulate which columns are visible
for your displayed list and in what
order they appear on the screen

Select Fields

Available Fields: Visible Fields:
1. Onthe leftis the list of Available Auto 1D Status
Fields which aren’t currently set BU Code Floor Plan
as visible (if the list is blank all Division Code @ Compare @
available fields are already Department Code Updated By
visible). Sum of Percentage Building Code
Building Name
2. On the right is the Visible Fields Floor Code
list of all available fields that are Room Code
currently set as visible columns in BU Name
the list. Divisicn Mame
Department Name
o . ) Room Category
3. Highlighting a single field or Room Type
multiple fields (using Shift/Ctrl Room Area Sq. Ft.
keyS) and UtlllZlng the Hide, Up, Mumber of Workstations
Down and Show buttons allows jiamiiniikie
you to move the fields from Show @ Hide @~ Up  Down
Available to Visible and Up/Down
within the Visible Field list. _ _ . A
Tip: Use Ctrl + click to select more fields
4. Click Update when done to alter
the visible columns and their @
order in your list. BTl | Cancel
5. Certain fields (like Compare,
Floor Plan) cannot be hldd_e_n but Tip: The Select Fields functionality works identically wherever available in Archibus.
you can rearrange the position.
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Working With Panel Bars

In Reports with multiple
sections there are panel
bars that you can click and
drag to rearrange the view
of the report.

On this area of the panel
bar you may click and
drag the section up or
down to increase or
decrease the area shown
for this section. By
Double Clicking on this
bar you will collapse the
section. Inits place will
be a very small arrow
icon that you can click to
bring back the section.

Occasionally data may
extend below the visible
pane. If you place your
cursor to the right of the
panel a scroll bar will
appear to allow you to
scroll down and view
more data

im

Building Report Mo

Filter

Building Code | 2003

Select Floor

Departments for: 2003-01

Department Code Department Name Stations

1412310 F_CLS Hsg Housing 9

ASF

79912

Paginated Report @XLS @

#8Show  @Clear @

Rooms for: 412310 | | (@]
Room Code Room Type Department Name Stations ASF Percentage of Space
(]

101 Apartment- 4 or more Bedrooms F_CLS Hsg Housing 2.00 79912 100.00

582

F22

gz NN

698 \

%609 @
A
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More Records Than Can Be Displayed

* In Reports that return large
amounts of data (over 200
rows) all information may not

be displayed. If the results do 01 Kalmanovits Librar o1
not contain what you are o .
searching for. Utilize the 2012 Kalmanovitz Library ot
filters available to narrow the 2012 Kalmanovitz Library o1
search results. 2012 Kalmanovitz Library 01
2012 Kalmanovitz Library 01
1. ;_Rg “|\rl10’E r?:é;‘:gg;daﬁ[ f["r:g 3012 Kalmanovitz Library 01
wn. o L
bottom of a list of data in a ;mi @ Kalma”wftz Lfbmw o
report indicates that to see | °** Kalmanovitz Library o
the information you are |Nn:.: all records are shown. e a
looking for you must utilize

the filters available to
restrict to a smaller amount
of data. Exporting to Excel
will retrieve all records and
IS not restricted.
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Exporting Reports: Excel & Paginated

= Reports can be exported to
Excel or Word

1. Click on the Paginated
Report button for Word
download. The output of

this report type can not be

manipulated. Paginated
Reporting is not
recommended due to its
limitations.

Click the XLS button for
an Excel spreadsheet
download. The data can
be manipulated as you
need. This report type is
recommended.

2. If the report contains a
filter console at the top,
this filter is what will be
downloaded. In the
example to the right,
nothing has been
selected in the Filter
console so if the user
downloads, then all data
will be downloaded.

Department By Building
Filter

Building Code

Select Building
Building Code: 211081 3[31] 9] Tl ALL[93]

Building Code Building Name
2003 1322-24 3rd Avenue
2005 1320 3rd Ave

2011 50 Kirkham 5t

2012 Kalmanovitz Library
2018 Mt Zion Bldg A
Floors for 2005

Floor Code ASF
00

01

02

Departments for 2005-01
Department Code
412310 F_CL5 Hsg Housing

Department Name

Business Units

Division Code

ASF Number Of Rooms

79912

2.160.00

1,128.44

169,178.04

13,253.96

Number Of Rooms
0.00
1,081.00
1,075.00
ASF Number Of Rooms
1,081.00

1
1
1

=T

#8 Show @ Clear

Department Code

Paginated Report Elxis

Stations

Stations

Stations
1

1x]
14
]
3
1,344
0
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Export a Paginated Report

@ Paginated Report EIXLS

e =]
Reports can be exported as a
Word document Paginated Report View OH)
Paginated Report Progress @ @
1. Click on the Paginated Estimated
eport or esult View or File reer opse ime
R t Report Result Vi Fil Percent Ei o Ti
eport. Job Name Link will be enabled when job finishes. Complete Time Remaining
2 A Paginated Report Department By Building Report brg-sp-vw-dp-by-bl-paginated-report-2016-04-261... 100% 00:00.14  00:00.00 szobp
Progress page is I ) _— Job Complete - 1007 I
displayed. The Word </
report is ready to be
retrieved when the status
of the Job is complete L )
and reaches 100% What do you want to do _with
brg-sp-vw-dp-by-bl-paginated-report-2016-04-261029...
. . . s pagelof 3 Size: 21.1 KB .
3_ C“Ck the actlve Hyperllnk 4 £pril 2, 2016 From: mcabuswws002.ucsfmedicalcenter.org
to download the report @ &  Open @
The file won't be saved automatically.
BuildingCode  Building Name ASF  Number Of Rooms  Stations d
4_ YOU can Choose to save | 2418 Mission CenterBuilding  281,534.79 1,482 3,377 | 2 Save
the flle or Open |t to be Building Code Floor Code ASF  Number Of Rooms  Stations 3 Save as
. . . | 2418 01 23,455.93 247 saz |
displayed immediately. In
H Department Code Department Name ASF Number Of Rooms Stations -Cancel
th|S example the Open 407%29 F_All::dit 829.00 20 24
H H alice }
option s selected. o e —r —
412299 F_CLS Rtl Retail ves n.oo H 3
5 The Pag”'lated report 412333 F_CLS DM Documents Media 4,778.77 24 28
) ” N CHAMCELLOR Chancellor 45312 E] 104
Word Output |S d|sp|ayed MSF Mon-assighable Square Footage  15,015.01 37 il
Building Code Floor Code ASF  Number Of Rooms  Stations
| 2415 02 4312112 190 722 |
Department Code  Department Name ASF  Number Of Rooms  Stations
| 121085 M_Meurological Surgery 3,123.64 15 22
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Export an Excel Report

Reports can be exported to @ Paginated Report IEIKLS I

excel

. . Internet Explorer @
1. Click on the XLS icon
What do you want to do with
brg-sp-vw-dp-by-bl-2016-04-26115119.161 xlsx?
2. You can choose to save S
the f||e or Open |t to be From: mecabuswws002,ucsfmedicalcenter.org
displayed immediately. In & Open
thIS example the Open The file won't be saved automatically.
option is selected.
2 Save
3. The Excel output is ? Saveas
displayed.
p y Cancel
Tip: depending on the browser
you use the output may also
appear as a notice on the ) brg-sp-vw-dp-by-bl-2016-04-26115119 161 xlsx [Read-Only] = = o=
bottom left of your browser or A B c D ' F G H [
top right of your browser 1 {Department by Building ©)
3  Building Code |Building Name Floor Code |Department Code |Department Name ASF Number Of Rooms | Stations
4 a5 Mission Center Building [01 407029 F_Audit 529.00 20 24| |4
5 2418 Migsion Center Building |01 402049 F Palice 218175 32 4
£ 2415 hlission Center Building |01 411101 F_IT Info Tech Sves 377 1 377
7 2415 Wlission Center Building |01 412156 F_FS Facilities Services 161.11 9 10
8 2418 Migsion Center Building |01 412299 F_CLS Ril Retail Svcs 0.0o =) 3
g 2415 hlisgion Center Building |01 412333 F CLS O Documents Media 477877 24 28
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Submit Feedback Form

16 Archibus Space Management System Training <Navip_-ate back to the Table of Contents> U%F



Submit Feedback Form

The Submit Feedback form is used to report information or questions
related to a building at UCSF to the Campus Planning team. Access

7\
to the form can be found in 2 locations: sz~ |\ 1) simow et

1. From the Homepage Locate the link to the Submit Feedback link under _

the Help bUCket Submit Feedback

Training Resources

Campus Planning Website

2. Find the Gear Icon in the top right of the view and click on the drop
down arrow. From the list that appears click on Submit Feedback to

open up the Submit Feedback form.

=  Complete the form and hit the “Submit Feedback” button to send —‘?Submi@'ﬂ‘ithdra »-lo
your message to the Archibus System Administrators in the S
Campus Planning Office. SV
Training Resources

=  You will receive a system-generated email when your feedback has

been addressed by the Archibus system administrator and closed.

Submit Feedback © Submit Feedback = @ Cancel

Req. Full Name® Robert Pizzi Telephone Number |+1 415 476-6510
Topic Question - Building Name*

Explanation®
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Reports
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Report Groupings

1. Located in the Reports bucket of the 2. Use the toggles on the bottom of the
homepage are 18 canned reports to support Reports bucket to move between the
space management, grouped into the Reports categories.

following categories:

Departments/Occupancy Reports

» Buildings/Rooms Reports
» Loaned Space Reports
» Employee Reports
» Annual Space Update Process
026442210 ~ Sign Out  Help
(@% ARCHIBUS Report Reader Home Page @

Space Update Form Departments/Occupancy w Submit Feedback

View All Space Requests Department By Building Training Resources

Space Console Building By Department Campus Planning Website

Space Assignment and Occupancy by
Department

Pls By Department

View All Rooms

Occupancy

@
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Departments/Occupancy
Reports
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Department by Building Report

The Department by Building report returns

Bu_ilding, Division or Department data. RCHIBUS A

Drill down to Floor and Room level to

obtain detail information for a

department(S), number Of rooms |n a Space Update Form Departments/Occupancy w Submit H

L ; View All Space Requests Department By Building @ Training

bu'ldlng, ASF and Statlon Count Space Console Building By Department Campus
Space Assignment and Occupancy by
Department

1. From the Homepage in the Reports Ple By Depertmert

section at the top. Click on Occupancy
Department by Building.

2. The Department by Building Report
opens in a new view with no visible CAP
data at first. _ _
Department By Building g &
3. Hover over the far right of the Building Filter #show @Clear O
Code, Business Units and/or BT SErEEnE Division Code

Division Code field(s) and click within
the field for a drop down menu to be
displayed to select your choice(s) to
return in the report.

4. Click on the Show button to display
the data chosen. Click on the Clear

button to remove chosen filters as
needed.
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Department by Building Report, cont’d

After clicking Show the building
info appears in the Select Building
section. Filter as needed and click
on a building selection.

With building selected the floors
information will appear in the
Floors section. Click on the floor
choice line to drill down to
Department information.

Department information appears in
the bottom Departments section
for review.

Click on the XLS button to export
information for the report to an
Excel . Click on the Paginated
report button to export information
on the report into Word.

Note: Paginated Reports are not
recommended because the data can
not be manipulated and may be difficult
to read

Department By Building

Filter

Building Code (2003

Select Building@

Building Code: 2011 AL

Business Units

Division Code

#8Show | @Clear @

Paginated Report EIXLS @

Building Code Building Name ASF Number Of Rooms Stations

2003 — A
Department By Building =TT F
Filter #show @Clear @

Building Code |2003 Business Units Division Code
M @
Select Building Paginated Report | EIXLS | @
Building Code: 2011 AL
Building Code Building Nome ASF Number Of Reoms Stations
o

2003 1322-24 3rd Avenue 74512 5 19
Floors for 2003 @
Floor Code ASF Number Of Rooms Stations
00 0.00 2 2
01 @ 799.12 1 9
02 1,946.00 2 8
Departments for 2003-01 @
Department Code Department Name ASF Number Of Rooms Stations
412310 F_CLS Hsg Housing @ 79912 1 9
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Building by Department Report

The Building by Department report
returns Building, Division or Department ﬁ

to view Number of rooms , stations and

K N Space Update Form Departments/Occupancy Submit
ASF by department na bu ||d | ng . View All Space Requests Department By Building @ Training|
Space Console Building By Department Campus|
Space Assignment and Occupancy by
1. From the Home Page in the Reports Department
) . L Pis By Department
section at the top. Click on Building View All Rooms
by Department. L

2. The Building by Department Report
opens in a new view with no visible
data at first.

3. Hover over the far right of the
Building Code, Business Units
and/or Division Code field(s) and
click on the ellipsis button to select T T S—— 2} :
desired choice(s) to display for the Filter (3) gshow OClear ©
report. Building Code Business Unit Division Code |

4. Click on the Show button to display
the data chosen. Click on the Clear
button to remove chosen filters as
needed.
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Building by Department Report, cont’d

After clicking Show the
department info appears in the

) g Building By Department =T
Departments section. Filter as b
. Filter gshow @Clear @
needed and click on a - - o
department SEIGCtion. Building Code | 2003 Business Unit Division Code |
With department selected the
bU|Id|ng information will appear f|
in the Buildings section. Click Departments Paginated Report J#ix1S B}
on the building choice line to Department Code: 471 AlLET . .
dn" down tO ﬂOOfS information. Department Code Department Name ASF Number Of Rooms Stations ®
Floors information appears in mm@ - ..,De,,mme.. — 3 = A ]|
the bottom Floors section for Filter #5how | Ocicar| ©
review. Building Code 2003 Business Unit Division Code 1
Click on the XLS button to USUNLRE— resed b |0 J @
export Information On the report Department Code Department Nome ASF Number Of Rooms Stations o
to an Excel f||e C“Ck On the 412310 F_CLS Hsg Housing 2,67712 3 12
Paginated report button to T B °
export information on the report TuCE g s 2
. . Building Code Building Name ASF Number Of Rooms Stations
into a Word file. @ o
2003 1322-24 3rd Avenue 2,677.12 3 19
. T -
Floor Code ASF Number Of Rooms Stations
: RO :
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Space Assignment and Occupancy by
Department Report

The Space Assignment and

Socupancy by Dept report retms =
=

Space Assignments in a building and

Space Update Form Departments/Occupancy Submit
tOtal em p|0yee cou nt by department View All Space Requests Department By Building Training|
OCCuU pant Space Console Building By Department Campus|

Space Assignment and Occupancy by
Department
1. From the Homepage in the i e
. . View All Rooms
Reports section at the top. Click Occupancy

on Space Assignment and
Occupancy by Department.
2. The Space Assignment and

Occupancy by Department STRATL ~ SignOut  Help
report opens with the data loaded. A, ARCHIBUS Strategist Home Page Tasks
3. Filter the results utilizing the Space Assignment and Occupancy by Department C P
various filters in the Filter section Filter (3) #show OClear| @
at tOp and CliCking the Sh ow Building Code Business Unit Division Code
button. Click on the Clear button Space Assignment and Occupancy by Dept @ Elxis [ #- @
to remove current filters as Building Code: 211981 3(5631 931 AlLI1770) @
Business Unit
ne_eded ) Building Code Building Name Code Business Unit Name Division Code Division Name Department Code
4. Click on the XLS button to export
information on the report to an 2005 1322-24 310 Avenue
E | fl 2003 1322-24 3rd Avenue 400000 F_Finance & Administration 412130 F_CLS AVC 412310
)(_9e le. . 2011 50 Kirkham St 400000 @ F_Finance & Administration 412130 F_CLS AVC 412310
5. Utilize the Gear Cog icon to alter 2012 Kalmanovitz Library
the COIUmnS that are ViSibIe in the 2017 Kalmanowitz | ibrary 100000 1M Schonl of Medicine 104014 M Cardinvacrylar Becparch Inst 104014
report.
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The Pls by Department report returns

1.

Pls by Department and ASF. Drill T T — 9 &%
down to view Pls by room and ASF. Fitter (1 ) (2) #Show  @Clear
Building Code Business Unit Division Code
The PI's by Department Report PI Name
opens in a new view with no visible
data at first. @
Hover over the far right of the Pls By Department
Building Code, Business Units, Filter #hShow | @ Clear
DIVISIOﬂ COde and/or PI Name Building Code |2024 Business Unit Division Code
field(s) and click on the ellipsis Pl Name
button to select desired choice(s) to
display for the report.  — —§
Click on the Show button to display et AP e T
the data chosen. Click on the Clear Doparimam Cofle 1 4T N A S, ARCHIBUS _ sorreree o )
button to remove chosen filters as ' r——— B
needed. 1;2:‘; @
After clicking Show the department Seidle Department o[BI |0
info appears in the Select offmne o 361 4w
Departments section. Filter as o
needed and click on a department s e =
selection. roen :SETTE e
With department selected the PI's Tip: When downloading this oo
information will appear in the PI's report, the downloaded Pls for: 138300 o
section. Click on the PI choice line document will only show data e A @ ——
to drill down to rooms information. based on the top filter and not : o
Rooms information appears in the the subsequent drill downs.
bottom Rooms section for review. You can manipulate in the Rooms for: 136300-9999999%9 °
exported excel file as needed. — @ [—
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View All Rooms Report

The View all Rooms report is a
search by Building, Division or
Department to view all rooms in a
building with associated Category

and Type as well as Room Area,
Employee Capacity and Availability.

View All Rooms 0

Filter 9 #8show @Clear @
l. The V| ew A” R00mS report Building Code Business Unit Code Division Code Department Code
opens with the data loaded. @
2. Filter the results utilizing the R ........................................................................... EIXLS '*- @
. . . . . ooms v
various fllters Ir_] the Fllter SeCtlon Building Code: 2124813] 3[14443] g[4] A||[39085]  Page 1 of 391 Next >>
at top and clicking the Show Business Unit
button. C“Ck on the C|eal’ button Site Code Site Mame Building Code Building Name Floor Code Room Code Code Business Unit Nome
to remove current filters as PN Parnassus 2003 1322-24 3rd Avenue 02 201 400000 F_Finance & Administ
needed . PN Parnassus 2005 1320 3rd Ave 00 001 100000 M_School of Medicine
- PN Parnassus 2005 1320 3rd Ave 01 101 400000 F_Finance & Administ
3' _C:“Ck On_the XLS bUtton to eXport PN Parnassus 2005 1320 3rd Ave 02 0 400000 F_Finance & Administ
information on the report to an PN Parnassus 2011 50 Kirkham St 02 201 400000 F_Finance & Administ
Excel flle PN Parnassus 2012 Kalmanovitz | ibrary 01 102 455000 E Execufive Vice Char
4. Utilize the Gear Cog icon to alter
the columns that are visible in the
report.
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Occupancy Report

The Occupancy report is a view
of all employees at the room
level. Includes room capacity
and room availability. The report
also shows which department is
assigned to the room and what
department is occupying the

room. Filter g #8Show  @Clear | @
Business Unit Occupied Division Occupied Business Unit Loaned From
Building Code Employee Mame Occupiable

1. The Occupancy report
opens with the data loaded.
2. Filter the results utilizingthe — f§§

®

@

various filters in the Filter T LT e - _ EXs % 0
. L. Transaction Code: 11110401 2[3415] 3[3333] 4I5420] 5[4365] gI1505] 710378] gI705] 9Ie20] AIIS0SC]  Page 1 of 109 Next>>

section at top and clicking rimary

the Show button. Click on _ - o . e

Site Code Site Name Building Code Building Name Floor Code Room Code Employee Name Location

the Clear button to remove v
current filters as needed. MB Mission Bay 3045 Smith Cardiovascular Res 02 245
H MB Mission Bay 3045 Smith Cardiovascular Res 02 245
3' C“Ck On the XLS bUtton to MB Mission Bay 3045 Smith Cardiovascular Res 02 245
export information on the MB Mission Bay 3045 Smith Cardiovascular Res 02 245
report to an Excel file. B E—

4. Utilize the Gear Cog icon to
alter the columns that are
visible in the report.
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Buildings/Rooms Reports
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Building Summary Report

The Building Summary Report is a
list by Building with address and
attributes of the building such as,
year built, building material, UC
Owned or Leased and Condition.

STRATL + Sign Out  Help

| 20 ARCHIBUS Tasks~
1. To Filter the list using the Index

Filter click on the appropriate Bl DB yiEuRai it e _ - - R~ [X45]0
. . . Building Name: 1[501 2[18] 3[14] 4[3] 5[5 &[4 7[31 8I1 9I2 A5 BI2] CI&] DI E[2 FII G2 HIE] KBI LIS M9 NIZI QI3 PII RIZ SIE] U2 va] wi2
choice and the Building name

i

column will be limited to that _ _ - - _ TR
) Site Code Site Name Building Code Building Name Address 1 City Code Code Un
choice. —)— .
2. To Filter within a column place PN Parnassus 2003 1322-24 3rd Avenue 1322-24 3rd Ave SAN FRANCISCO  Permanent
cursor in Fllter at to Of eaCh PN Parnassus 2005 1320 3rd Ave 1320 3rd Ave SAN FRANCISCO  Permanent
. p PN Parnassus 2011 50 Kirkham 5t 50 Kirkham St SAN FRANCISCO Permanent
COll:jmn and Wpe In SeleCted' tEXt PN Parnassus 2012 Kalmanovitz Library 530 Parnassus Ave SAN FRANCISCO  Permanent
to filter the column by and hit MZ Mount Zion 2018 Mt Zion Bldg A 1600 Divisadero SAN FRANCISCO  Permanent
Enter The Column W|" then be MZ Mount Zion 2019 Mt Zion Bldg B 1600 Divisadero SAN FRANCISCO  Permanent
. . . MZ . Permanent
filtered by that criteria. S seom He
4 Vo | AL ARCHIBUS
3. To clear filters and start over click S0 .
. . Building Summary =158
4 _Orn the blaCk ('."Ircll'”ar )T |C0n.. Building List By Building Number, v XS | @
. To sort a particular column In
. p . Covered
ascending or descending order Ext Gross Areg | Unenclosed Gross oote vear Lotest
. . . ition Code jis Area Number of Floors «  Occupancy «  Year Constructed Improvement
click on the small icon to the right v o
Of each Column and the arrow WIII Is majoru.pdatmgwithmft.changeil.wfunninn 0.00 75 3 7/1/1957 1911
is restoraticn towards eriginal condition 0.00 72 3 4/1/1975 1912
Change to up or dOWn_ 15 restoration towards eriginal condition 0.00 ] 3 8/1/1965 1923
Is restoration towards original condition 0.00 8,520 8 10/1/1991 1991
is major updating without change in function 105,980.90 o 8 7/1/1990 1949
1s maior undating without change in function 000 0 1/1930 1949
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The Building Report is a list by
Building, Floor and number of stations
with ASF by Floor

Building Report 0 ]
Filter 9 #85how @Clear @

Building Report

Building Code @

1. The Building Report opensinanew |
view with no visible data at first. Building Report =% 4
2. Hover over the far right of the Filter #show | QClear @
Building Code field and click on Building Code |2003
the ellipsis button to select desired
building code(s) to display for the Select Floor Paginated Report | EIXLS | @
report Floor Code: O] AlLGI
3. CI|Ck on the ShOW button to d|sp|ay Building Code Building Name Floar Code Stations ASF o
the data chosen. Click on the I 2T maiE I : ILAT
2003 1322-24 3rd Avenue 01 9 799.12
Clear button to remove chosen 2002 Sy p—— : =
filters as needed. \ '-' s e —
4. After clicking Show the building info Bulaing e 2003
appears in the Select Floor section. \ N .
Filter as needed and click on a floor Floarcooe 051 a1 B
selecion. @ Tt
5. With floor selected the information = ﬁiﬁ:iﬂﬁgég e 0 =
will appear in the Departments I
section. Click on the Department e o A sotne e °
choice line to drill down to Room ! o
information. Rooms for: 412310 @ ()
6. Room information appears in the T
bottom Rooms section for review. = e roon 1000
31 Archibus Space Management System Training U%F

<Navigate back to the Table of Contents>



Room Type Changes Report

The Room Type Changes
report lists all Rooms where
the Category and/or Type
have changed. Also displays

I 1 L, % o'
the room’s previous Category :
Filter #ashow @Clear @
and Type' Room Category Old Room Type Old Date Change From Date Change To
1. The Room Type Chan ges Room Type Changes : E)Download XLS @
1 Room Category Room Category
report Opens Wlth the da'ta Building Code Bur’.‘d.l'ng@ Floor Code Room Code Old New Room Type Old Room Type New
loaded.
2012 Kalmanovitz Library 01 1054 C-RESEARCH C-ADMIN ACAD OFFICE ACAD OFFICE
2012 Kalmanovitz Library 01 107 C-ADMIN C-ADMIN ADMN OFF SUP ACAD OFFICE
2_ Fllter the reSUItS Utl'lZIng 2012 Kalmanovitz Library 01 102 C-CEN SERV C-ADMIN LIB PRCSS RM AV PROD
. . . 2012 Kalmanovitz Library 01 1094 C-RESEARCH C-ADMIN ACAD OFFICE ACAD OFFICE
the various filters in the 2012 Kalmanovitz Library o1 107 C-ADMIN C-ADMIN ADMN OFFSUP  ACAD OFFICE
H H 2012 Kall itz Lib 01 102 C-CEN SERV C-ADMIN LIB PRCSS RM AV PROD
Filter section at top and smenoits JorEy
elat K L0 Wirkbhony Cf oo faTak L DOCOADTL) L ADAIR ACADY OCCICD ACAD OCCICL

clicking the Show button.
Click on the Clear button
to remove current filters as
needed.
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Hoteling Stations Report

The Hoteling Stations is a list by
Building, Floor, Room of the
Departments that have indicated
they have a room with hoteling
stations and
Coordinators/Strategists who are
managing these rooms.

1. The Hoteling Stations report
opens with the data loaded.

2. Filter the results utilizing the
Index Filter by clicking on a
letter to take you to the
Building Code starting with
that character. Filter each
column by typing in the filter
box at the top of each column
and hitting enter.

CE T30
Hotelling Stationso

@ Exis @
Building Code: 2011 AlLI]

Site Code Site Name Building Code Site Nome Floor Code Room Code Division Code Division Name Deg|

MB Mission Bay 2281 Mission Hall Building 06 6858 401002 F_5VC Imm Office 4—D]I

Note: At Go-Live April 2016, there will be no data in
this report, as UCSF has not historically tracked
hoteling stations
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PDF Floor Plans Report

The PDF Floor Plans Report

lists each building and floor for
Med Center and Campus. /@)\

The PDF-plus column lists the
Med Center drawings and the ARCHIBUS Report Ry
PDF column lists Campus PDF Floor Plans

drawings for the floor. Buildings
Building Code: 2[411] 3[37] gl1s] gI3] Building Code: 2031 ALLE!

Refresh Refresh

XLS

AILEYT Pagelof3  Nexts» e T e
1. Click on a row for Building Building Code Buiding Name ki = i (2) ¢
Code/BuiIding name to see all 00 2005 00.pdf 2005_00.pdf
f the floors for th ildin 2003 1322-24 3rd Avenue ot 2005 01.pdf 2005_01.pef
ofthe floors for he UG |oo, @y ==
2. Click on the PDF-plus or
PDF column to view the floor
plan for the floor that you are Note: If the error below is generated when PDF-plus
interested in. or P_DF Is selected this means that the floor plan is not
3. Use the Refresh buttons to available.
clear highlighted rows \

HTTP Status 404 - /archibus/projects/ucsf/pdfdrawings/2011 00.pdf

Note: If you enter data into the
Buildings fields or the Floors R
. . - = /archibus/projects/ucsf/pdfdrawings/2011 00.pdf
fields you must use the X icon to e —

. k . sl==wylay) The requested resource is not available.
clear the filter restriction. The
refresh button will not clear the
restrictions

Apache Tomcat/7.0.50
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View SIS Temporary Notes Report

The View SIS Temporary
Notes report is a list by
Building, Floor, Room with
associated historical notes
from old Space Inventory
System (SIS) by Room.

1. The View SIS

Tem porary Notes View SIS TemporaryNotese &M A

Temporary Notes ElDownload XLS @

report Opens Wlth the Building Code Building Name @r Code Room Code 5i5 Motes
data loaded.
2003 1322-24 3rd 00 001 Primary Occupant: Contacts: Ohman, Valerie Pl Room Motes:
Avenue
H 2005 1320 3rd Ave 01 101 Primary Occupant: Students Contacts: Robelo, Oswaldo Pl Room Notes:
2' Fllter eaCh COIumn by 2012 Kalmanovitz Library 01 100 Primary Occupant: Contacts: O'Meara, John PI Room Notes:
typ|ng |n the f||te|’ bOX at 2012 Kalmanovitz Library 01 101 Primary Occupant: Contacts: @'Meara, John PI Room Notes:
2012 Kalmanovitz Library 01 102 Primary Occupant: Contacts: O'Meara, John Pl Room Notes:
the top Of eaCh COIumn 2012 Kalmanovitz Library 01 103 Primary Occupant: Contacts: O'Meara, John PI Room Notes:
and h|tt|ng enter 2012 Kalmanovitz Library 01 106 Primary Occupant: Azam/Freeze/Daniel/Ferguson Contacts: O'Meara, John PI Room t
2012 Kalmanovitz Library 01 106A Primary Occupant: Viets Contacts: O'Meara, John PI Room Motes:
2012 Kalmanovitz | ibrary 01 107 Primary Occupant- Contacts: O'Meara lohn Pl Boom Notes:

Note: The SIS Temporary
Notes are primarily to help
Coordinators and Strategists as
they adjust to Archibus and
update their space.
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Loaned Space Reports
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View Loan Assignments Report

View at the Building Floor
Room level, the Room
Occupant and Loaned From
entity.

1. The View Loan
Assignments report opens
with the data loaded.

2. Filter the results utilizing the
various filters in the Filter
section at top of the panel.

3. Click the Show button to
return the data based on the
filter selection. Click on the
Clear button to remove
current filters as needed.

4. Click the Gear icon to add or
remove columns as well as
change the order of the
columns displayed

View Loan/Assignments 0

Filter

Business Unit Occupied

View Loan/Assignments
Building Code: 2[1148] 3[841] All[1953]

@ Division Occupied

Business Unit Loaned From

Business Unit

MO
#show _ @Clear @

Division Loaned From

i

Eixis - @

@

Business Unit Division

Building Code Building Name Floor Code Room Code Occupied Code Occupied Name Occupied Code Divisit
2352 Medical Science Building 13 1341 100000 M_School of Medicine 106028 M_
3001 Rock Hall 03 3508 100000 M_School of Medicine 102004 M_
3001 Rock Hall 04 4464 100000 M_School of Medicine 102004 M_
2352 Medical Science Building 13 1320 100000 M_School of Medicine 102004 M_
2252 Medical Science Building 13 13204 100000 M_School of Medicine 102004 M_
2252 Medical Science Building 13 13208 100000 M_School of Medicine 102004 M_
22582 Medical Science Building 13 13200 100000 M School of Medicine 102004 I
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Occupancy Beyond Loan/Assignment

The Occupancy Beyond
Loan/Assignment Date displays
by Business Unit and Division
loans and assignments that
have passed their stated end
date.
1. The Occupancy Beyond
Loan/Assignment Date
opens with the data loaded.

2. Just as with other reports,
you can Filter the report
further by typing in the filter
box at the top of each
column and hitting enter.

Date Report

D = = —_——
Occupancy Beyond Loan/Assignment Date

Building Code: 2131 3031 AlLlEl @

Division Division Occupied Loaned From
Building Code Building Nome Floor Code Room Code Occupied Code Name Division Code
2352 Medical Science Building 06 657 308001 D_Predoctoral Clinics 306077
3002 Genentech Hall 02 N201A 102004 M_Anatomy 103008
3002 Genentech Hall 02 N201A 122000 M_Dean’s Office 102004
2410 School of Nursing 03 315W 316001 N_Dean's Office
2352 Medical Science Building 09 918 331001 P_Dean’s Office
3002 Genentech Hall 02 NZ12A 102004 M_Anatomy 103008

Elxs #- @
Loaned From Divis
Name
D_Cell and Tissue

M_Physiology
M_Anatomy

M_Physiology

Note: At Go Live April 2016, this report will not contain

data, as this has not been historically tracked. Moving
forward, UCSF will begin to track this data.
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Employee Reports
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View Employees Report

The View Employees report
displays employee location.
You can search by Building,
Business Unit, Division,
Department or Employee

) View Employees
Name. Report includes Filter (L #show @Clear ©
emp]oyee’s email address. Building Code Business Unit Division Code Department Code
1. The View Employees fmpoyess Sl o

report opens with the data  [§ suiaing coce: 2600 370 ayeera

loaded. _ _ _ » »
Employee Name Email Address Site Code Site Name Building Code Building Name Floor Cod
H H - Leonida Saman Leonyh.Saman@ucsf.edu PN Parnassus 2412 School of Dentistry 03
2' Fllter the reSUItS UtIIIZIng Alexis Brumwell Alexis Brumwell@ucsfedu PN Parnassus 008 HSIR East 02
the various fllte rsin the Valerie Flaherman  Valerie Flaherman@ucsf.edu LHTS Laurel Heights 2450 Laurel Heights 02
)

Aol Tisleacing Dl [t aara ligico) Coj Dugildi o

Filter section at top and
clicking the Show button.
Click on the Clear button
to remove current filters
as needed.
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Multiple Locations Report

The Multiple Locations report
returns employees with multiple
locations. Report identifies their
primary location by building,

floor , room as well as the ASF Mutiple Locations @J) ErT
for the room. Filter @ #hshow | OClesr @
Building Code Business Unit Division Code Department Code
1. The Multiple Locations 4
report opens with the data Employees in Multiple Locations Bxs | &% ©
IOaded Employee ID: 0121 ALLIZ]
2 F||ter the reSuItS ut|l|z|ng the IEmp.foyee D Employee Name Email Address Building Code Building Name Flpor Code Room Code Room Area fi?
Vanous f||ters |n the Fllter | 026442210 Erika Luger Erika.Luger@ucsf.edu 2281 Mission Hall Building 06 6657 :1.[)_9[)
t|0n at top a.nd CI|Ck|ng the 026441210 Erika Luger Erika Luger@ucsfedu 2037 Cancer Research Bldg 03 N334A 213.35
sec
o

Show button. Click on the

Clear button to remove

current filters as needed. Note: At Go-Live April 2016, there will be no data in
this report, as UCSF has not historically tracked
multiple locations for an employee.
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User Roles Report

The User Roles report lists all
users in the system assigned an
Archibus Role as well as the
organization e.g., BU, Division

and Department they are a part T — -
P y P User Roles 0 =T P58
Of- User Roles Exis #- @
User Name: A[18] BIt1 CI28] pIi7] ENQ] FI21 @I HED |11 JI23] K[ LB M3 N4 PIE] RIED S22 T YISI ALLILTE]  Page10f2 MNext>>
User Name Role Title @ First Name Last Name Email Address Business Units Assigned
1. The User Roles report opens
H RITESH.KHANNA Campus Admin Ritesh Khanna ritesh.khanna@ucsf.edu
Wlth the data Ioaded' BOB.PIZZI Campus Admin Robert Pizzi bob.pizzi@ucstedu
ADMINL Campus Admin First Admin adminl@brg.com
. ape . ADMINZ Campus Admin Second Admin admin2 @brg.com
2. Fllter the reSU|tS UtlllZlng the JUANTORRES Campus CAD/BIM/GIS Juan Torres juan.torres@ucsf.edu
1 1 1 SHARON.PRIEST Planner Sharon Priest sharon_priest@ucsf.edu
Index Filter by clicking on a : =
DIANEKAY Planner Diane Kay diane kay(@ucsf.edu
Ietter to take you to the User ROSA.LAM2 Coordinator Tin Yan Rosa Lam Rosalam2@ucsfedu E_Executive Vice Chancellor
- - KIRSTIE.APPLEN Coordinator Kirstie Applen Kirstie Applen@ucst.edu E_Executive Vice Chancellor
Names Startlng Wlth that Ietter' MICHELLE.POLLARD Coordinator Michelle Pollard Michelle.Pollard @ucsfedu M_School of Medicine
BIULODASOITINI Conrdinator Billo Pasouini Millo Pasouinidcsfadi P Schonl of Pharmacy

Filter each column by typing in
the filter box at the top of each
column and hitting enter.
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Annual Space Update Process
Report

= The Space update status report is not functioning until the Fall 2016
Annual Update Survey season- details forthcoming
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You have completed the
module
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