How to Use the Space Update Form

= Use a Form to Update Space
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Overview of the Space Update Form

= Room Details tab
« Qverview
* Qrientation

* Room Information panel

-~ Edit Category & Room Type

More About Room Category and Room Types

 Department/Pl Splits panel
Edit/update Percentage of Space
Flag Space as Banked or Hotel
Add Loan information
Add Loan Documents
* Occupancy Panel
Additional Occupancy Information
Non-Primary Location or New Location Unknown

e SIS Temp Notes
* Action Buttons

= My Rooms List tab - Replace Pl

& Replace Pl Use the table of
contents hyperlinks
= All Rooms tab to navigate within
the module

 Qverview of the All Rooms tab of the Space Update form
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Use a Form to Update Space Data

» The Space Update Form is used in Archibus to edit space data at
the room level.

Workflow Rules (Coordinator/Strategist):

= Some data edits are saved immediately to the database:
* Notes
 PI Name
» Department Name if within the same department
* Loan information

= Some data edits are routed for approval through workflow:
 Room Category and Type changes are routed for approval to the System Admin

* Inrare cases, when Coordinator has edit access to more than one Archibus Division within or
across control points, the requested change of the Division Name and Department Name are
routed to the Strategist for review and approval.

— Coordinator Should notify their Strategist when this change is requested

= To learn more about the data fields included in the Space Update Form, go to the
following job aids:

» Glossary of Archibus Data Fields: http://space.ucsf.edu/sites/space.ucsf.edu/files/DataDefinitions.pdf

* Room Type Reference Guide: http://space.ucsf.edu/sites/space.ucsf.edu/files/RoomTypeGuide.pdf
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Accessing the Space Update Form

Access the Space Update Form
from the Home Page.

1. From the Home Page in the A @) A
TaSkS bUCket at the top Ieft’ \S.Flij:\CveATlegpu:cset \I:(:Lke?tl;eue :::::fsz‘;:;Zi?:nednltlccupancy by
find the Space Update Form Space Console R
Task. Click on Space el oo

Update Form.

ﬁ Submit Feedback
Training Resources

Campus Planning \

2. Space Update Form defaults | g

to the Active Space Update vesr
Room List tab.

3. This list displays rooms Space Update Form .
currenty being edited o | nem oot
recently Smeltted for Building Code: 21251 3031 AL .
category Chang es. Srarus =|Pian | compare

In Progress

Note: For the Coordinator the list @ In Progress

The University of California, San Francisco (UCSF) is a leading universit

Updated By

Change
edicated to Metric Current Change PerYear % of
=i
All Rooms
=»Submit  *=Withdraw &F ~
Building Code Building Name Floor Code Ro
3002 Genentech Hall 02 N3
3002 Genentech Hall 02 NI
2036 1701 Divisadero, MOB 2 05 53
3034 Byers Hall 05 50
3034 Byers Hall 05 50
2316 Helen Diller Family Cancer Research 03 35
2316 Helen Diller Family Cancer Research 03 32

8 £

8 &

In Progress [H| oy

shows iny your rooms. The - =
Strategist can see the status of all nerogess B &
rooms being edited under their nProgress [ =
Control Point. inProgress ] &
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Space Update Form Process Steps

= Coordinator/Strategist:

1. Goto My Room List tab, select the rooms you wish to edit and click the Update
Rooms action button

— You can use this page to add a Note and Save without going into the Room Details tab
2. Go to Active Space Update List tab and click on room record that you want to edit
3. Go to Rooms Detail tab to

— make edits then save and submit your changes. Edits that do not include Category/Type
changes are not routed through workflow but saved immediately

= Category/Type edits are submitted into workflow for Admin review

= Auto-Notifications

« Email Notification is forwarded to originator if the proposed change is declined.

5
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Space Update Form — Simple Workflow

é ﬁ
Click Update
Space update form opens to this tab * Rooms Action *
Button
ﬂ Click on the room

Select Rooms record that you want

to edit

N /

+ Updates to Category or Type are Routed through workflow to the
Admin for Approval when Submitted

Make Updates to the room. Saved
on Submit to the database
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Space Update Form — Exception Workflow

Strategist reviews

to Approve or Deny N Approve or Deny the
the request P ¢

request
N / If Divisions do not fall

. . under the Control Point
Coordinator Submits

Room Details tab Admins reviews to

o they are routed to Admin
Department change across Divisions

Note: Coordinator should notify the Strategist
when submitting this type of change
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My Room List tab

Space Update Form
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My Rooms List tab- Overview

* The My Room List tab displays rooms that you have access to edit
« For Strategists — all rooms within your Control Point
» For Coordinators - Based on your DeptlD access rights

* Includes "SHARED" space assignments

* From the My Room List tab you can:
« Edit the Notes field
* View floor plan drawings

» Select rooms to move to the Active Space Update Room List to make available
for editing

» Access the Replace Pl feature
« Select Fields to re-order and hide/display the columns

« Download the My Room List to Excel
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My Room List tab- Navigation

1. To navigate to the My Room
List tab click on the tab at the
top of the Space Update
Form view.

. Filter this list utilizing any of
the filters available at the top
of each column. Enterin
desired filter criteria and hit
enter to restrict the list
accordingly.

. A status of Not Started
indicates a room that can be
selected to start the update
process. Other statuses of In
Progress and Submitted are
not selectable as they are in
process.

. The checkboxes allow you to
select multiple rooms at once.
The top box selects all.

Space Update Form

My Room List o ve Space Update Room List

Room Details | All Rooms
Room Information Replace PI  [¥)Download XLS ~ Update Rooms | 4%+ ({
Building Code: 260171 3[3285] A|I[®30Z]  Page 1 of 94 Next>>
Fioor
Status Plan Building Code Building Name Floor Code Room Code BU Name Division
@
In Progress @ 2011 50 Kirkham 5t 01 101 SHARED SHARED
In Progress @ 2012 Kalmanovitz Library 0 144 SHARED SHARED
In Progress @ 2252 Medical Science Building 13 1328 M_School of Medicine M_Anator
UtStarted@ @ 2152 Medical Science Building 13 1331 M_School of Medicine M_Anator
Approved by Space Strategist L 2252 Medical Science Building 13 1332 M _School of Medicine M_Anator
Approved by Space Strategist @ 2252 Medical Science Building 13 1333 M_School of Medicine M_Anator
Mot Started @ 2252 Medical Science Building 13 1334 M_School of Medicine M_Anator
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My Room List tab- View Floor plans

1. Click on the Floor =
. Space Update Form
PI an IC 0 n tO brl ng u p My Room List = Active Space Update Room List =~ Foom Detalls  All Rooms

the draWing for the Room Information Replace Pl | #£]Download XLS | Update Rooms | £ =
bUI|d|ng/ﬂOOI’ deSII'ed Building Code: 2[6027] 3[3285] A[L[?302]  Page 10f94 Next>>

in
<]

Floor
r
Stotus Dlan Building Code Building Name Floor Code Room Code BU Name Division

2 The ﬂoor plan |S In Progress @ 2011 50 Kirkham St 01 101 SHARED SHARED

. In Progress 2012 Kalmanovitz Library 01 144 SHARED SHARED
dlsplayedl the room In Progress @ 2252 Medical Science Building 13 1328 M_School of Medicine M_Anatof
Selected |S hlghllghted ¥ Mot Started @ 2252 Medical Science Building 13 1331 M_School of Medicine M_Anatol
. Approved by Space Strategist @ 2252 Medical 5cience Building 13 1332 M_School of Medicine M_Anatog
in yellow. . | R ;

pproved by Space Strategist @ 2252 Medical Science Building 13 1333 M_School of Medicine M_Anato
| Not Started BT 2252 —— to
. ¥ Not Started HY 2252 T e
3. Click on the Close @
In Progress @ 2252 to

button to close the
floor plan window.

OG54 10

11 Archibus Space Management System Training <Navigate back to the Table of Contents> U(:SF




My Room List tab- Download to XLS

You can download your Room List | e

information to Excel by clicking on
the Download XLS button on the
My Room List view.

1. Click on the Download XLS to
download an Excel file to your
computer (the location
downloaded and method of
displaying the download will
differ depending on which
browser being used).

2. The result will be an Excel
spreadsheet with your current
Room List and associated data.

Note: the download will display all
of your rooms not just those
selected.

My Room List = Active Space Update Room List =~ Room Details All Rooms 0
Room Information Replace Pl f£]Download XLS = Update Rooms
Building Code: 2060171 3[3285] AlII%302]  Page 1 of 94 Next>>
7 Fioor
Status Dlan Building Code Building Name Floor Code Room Code BU Name
In Progress E 2011 50 Kirkham 5t 01 101 SHARED
In Progress @ 2012 Kalmanovitz Library 01 144 SHARED
In Progress E 2252 Medical Science Building 13 1328 M_School of Medicine
¥ Not Started @ 2252 Medical Science Building 13 1331 M_School of Medicine
Approved by Space Strategist E 2252 Medical Science Building 13 1332 M_School of Medicine
Approved by Space Strategist E 2252 Medical Science Building 13 1333 M_School of Medicine
¥ Not Started @ 2252 Medical Science Building 13 1334 M_School of Medicine
¥ Not Started E 2252 Medical Science Building 13 13344 M_School of Medicine
In Progress @ 2252 Medical Science Building 13 1335 M_School of Medicine

- 34

Division

SHARED
SHARED
M_Anato)
M_Anatg)
M_Anatof
M_Anato)
M_Anatg)
M_Anato)

M_Anatg)

View (o]

File Home  Insert  Pagelayout  Formulas Data  Review Tell me what you want to do

@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

AL - S Room Information

A @ B [} D E F G

1 |Room Information

2

3 | Status Code |Buiiding Name Floor Code |Room Code |BU Name Division Name Dep:
4 |In Progress 2011 50 Kirkham St 01 101 SHARED SHARED SHA
5 [In Progress 2012 Kalmanovitz Library 01 144 SHARED SHARED SHA
6 |In Progress 2252 Medical Science Building 13 1328 M_Schoeol of Medicine |M_Anaton M_Al
7 |In Progress 2252 Medical Science Building 13 1331 M_School of Medicine |M_Anaton M_A
8 |Approved by Space Strategist |2252 Medical Science Building 13 1332 M_School of M_Anaton M_A
9 |Approved by Space Strategist |2252 Medical Science Building 13 1333 M_School of M_Anaton M_A
10 |Not Started 2252 Medical Science Building 13 1334 M_School of M_Anaton M_A
11 |Not Started 2252 Medical Science Building 13 1334A M_School of Medicine |M_Anaton M_A
12 |In Progress 2252 Medical Science Building 13 1335 M_School of Medicine |M_Anaton M_A
13 |Approved by Space Strategist |2262 Medical Science Building 13 1336 M_School of Medicine |M_Anaton M_A
14 | Not Started 2252 Medical Science Building 13 1336A M_School of Medicine |M_Anaton M_A
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My Room List tab- Edit Notes

Space Update Form

1. Find the Edit I\_IOteS My Room List = Active Space Update Room List =~ Foom Details All Rooms
icccz)lﬁrponr ?r?g rccz)lclacnl; thoeu’d Room Information
||ke tO ed|t y Motes: 2[7645] 3[4652] 2] Al1[1212%9] Page 1 0f 123 MNext>>
F Floor Edit o
. Status P Notes Nof: Building Code
2. The Edit Notes “ =
window opens and the
Notes field is available [ Not Started E1 @.EI 3052
for editing. ] Not Started = = 3052
. O] Not Started =] 3052
3.  Click Save to save = ° E ~
yOLJr nOteS for the e iifm— Ruildina Cnde | Ruildina Name — | Flanr Cads — | Ranm Cnde — Rl Nama — L Divicing
room. Click Cancel to @ DEE
exit the edit notes ' Edit Nms@ Osave | Daancel | |
window without Building Code Flaor Code Room Code -
Saving_ 3052 05 A5158 L
Maotas
Note: If you only wish to add a -
note you can do it here without et -
following the process to update 500 chars allowed for Notes field 0
the room .
Lo
=r2257 TTEaICal SCIEnte BuTamg— 15 T55S T SCNOOTOT FIETTCITTE  FT_ANato
:-] 22573 Mediral Science Building 132 1238 M Srhnnl of Modicine MM Anatn
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1.

My Room List tab- Select to Update

Make sure all rooms you
wish to work on have
been selected.

. Click on the Update

Rooms button to add all
of the selected rooms to
your Active Space
Update Room List.

All of your selected
rooms will show up in the
Active Space Update
Room List and their
status will change to In
Progress in the My
Room List tab.

Space Update Form

My Room List = Active Space Update Room List

Room Information
Building Code: 2[017] 3[3283] Al([3307]

@ Floor
tatus Plan

In Progress
In Progress @
In Progress
| Not Started
Approved by Space Strategist
Approved by Space Strategist
¥ Not Started
¥/ Not Started

In Progress

Room Details | All Rooms

Page 1 of 94 Next>>

A7 2011
27 2012
A7 2252
27 2252
A7 2252
27 2252
27 2252
A7 2252
27 2252

Building Code Building Name

50 Kirkham 5t
Kalmanovitz Library
Medical Science Building
Medical Science Building
Medical Science Building
Medical Science Building
Medical Science Building
Medical Science Building

Medical Science Building

Fipor Code

0
01
13
13
13
13
13
13
13

Replace PI £ Download X1S | Update Rooms = £ »

Room Code

101
144
1328
1331
1332
1333
1334
13344
1335

iJin
<]

e

BU Name Division
SHARED SHARED
SHARED SHARED

M_School of Medicine M_Anato
M_School of Medicine M_Anato
M_School of Medicine M_Anato
M_School of Medicine M_Anato
M_School of Medicine M_Anato

M_School of Medicine M_Anato

M_School of Medicine M_Anato
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Active Space Update Room
List tab

Space Update Form
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Active Space Update Room List tab- Overview

* The Active Space Update Room List tab displays rooms that you,
or another user with edit access to the same rooms is editing.

The list shows rooms that are in the status of: In Progress and Submitted- Pending
Approval

" In the Active Space Update Room List tab you can:

Access the Room Details tab to edit a room’s data

Submit edits to a room

Withdraw a room from the Active List tab and move it back to My Rooms List tab
Access the Compare Proposed Changes window

Select Fields to re-order and hide/display the columns
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Active Space

1.

Click on the Active
Space Update Room
List tab to access all of
the rooms awaiting
action.

. To select a single room

for review/edit, click
anywhere on room row
where the mouse arrow
changes to a hand (i.e.
Status, Building Code,
Building Name, etc.).

. Once selected the

chosen room opens in
the Room Details tab.

Update Room List tab- Navigation

T T I
Space Update Form 0 = i
My Room List = Active Space Update Room List =~ Foom Details All Rooms
Active Room Information =Submit =Withdraw £ ~
Building Code: 2[2¢] 3[3] AlL[ZS]
Floor
Status Plan Compare  Updated By Building Code Building Name Floor Code Rl
v

In Progress [ 7.8 2252 Medical Science Building 13 13
In Progress E o) 3002 Genentech Hall 02 N3
@ In Progress E & 3002 Genentech Hall 02 N3
InProgress 4 & 2036 1701 Divisadero, MOB 2 05 53
In Progress A & 3034 Byers Hall 05 50)
In Progress A br.3 3034 Byers Hall 05 50)

(D | 0

Space Update Form

My Room List Active Space Update Room List Room Details All Rooms

Room Information S¥ompare @ Save =Withdraw =*Submit @@Cancel | £~ @
Floar Updated Building Floor Room

Edit Status Plan By Code Building Name Code Code Divsion Name Department No|

# In Progress E 2316 Helen Diller Family Cancer Research 03 356 M_HDF Comprehensive Cancer Ctr M_HDF Compry
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Active Space Update Room List tab-

1. To Submit/Withdraw multiple rooms in
the Active Space Update Room List
click in the appropriate check boxes for
all rooms you wish to take a particular
action for. The top most check box will
check all that aren’t grayed out.

NOTE: If a box is grayed out, it is not
selectable to Submit from this form
indicating that it may be not be correctly
updated and should be reviewed.

2. Click on the Submit button at the top
right of the Room Details view. Room(s)
just submitted will move to the Admin
Work Queue, status will be Approved
by Space Strategist in My Room List.

3. If not wishing to submit the rooms
checked for approval click on the
Withdraw button. Status for the room
just withdrawn will be Not Started, and
the room will move back to the My
Rooms List.

Action Buttons

STRATL =

o
I ‘\\‘4

.I‘!’is‘_\! Tasks~

ARCHIBUS

Strategist Home Page
All Rooms @

=Submit

Space Update Form

My Room List = Active Space Update Room List Room Details

Active Room Information
Building Code: 2[2¢61 3031 ALLBZE]

Fioor
Plan Compare  Updated By

Stat
T
In Progress 2252
In Progress 3002

Building Code Building Name

Medical Science Building

Genentech Hall

£ )
£ )
In Progress @ 5’5 3002 Genentech Hall
In Progress @ & 2036 1701 Divisadero, MOB 2
In Progress @ ory 3034 Byers Hall
In Progress E Fory 3034 Byers Hall

Sign Out  Hel)

=Withdraw %%~ @

Floor Code

13

02

02

05

05

05
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Space Update Form- Statuses you will see

Status Definition Corresponding tracking

fields

N ot Starte d Room has not been moved to Active List and no
pending update approvals;

In PI'OgI‘CSS When Coordinator or Strategist moves a room Started By and Date Started
record from My Rooms List to Active Space

Update Room List in the Space Update Form, by
clicking the Update Rooms button.

Submitted- pending Whe{l Coordinator clicks Submit from the R(.)orn Updated By and Date Updated
Details tab on rare cases when they have edit
appr oval access to more than one the Division.

Note: In this status, room can still be edited by
Coordinators with access to the room.

Submitted *  When Coordinator or Strategist clicks the Updated By and Date Updated
Submit button in the Room Details tab for

Room Category/Type data changes.

*  When Coordinator or Strategist clicks the
Submit button in the Room Details tab to save
a change to their room. only)

Reviewed By and Date Reviewed
(when Strategist clicks Submit button
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Room Details tab

Space Update Form
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Room Details tab- Overview

*» The Room Details tab displays the detailed room information that is
available to you for editing

* In the Room Details tab you can:
* View detailed information about the room
 Edit data for the room

« Use action buttons to:
— Save data field changes
— Submit data changes

— Withdraw the room and return it back to the My Rooms List
» Access the Compare Proposed Changes window
* View SIS Temp Notes

« Select Fields to re-order and hide/display the columns

21 Archibus Space Management System Training <Navigate back to the Table of Contents> U(.‘SF



1.

2.

3.
4.

5.

Room Details tab- Orientation

Room

Space Update Form

Information panel

My Room List = Active Space Update Room List =~ Room Details ~ All Rooms
Room Information @
Department/PI ;
. Fll Updated  Building Floor
S p I I tS pan e I Edit  Status pf:;:r By Code Euilding Name Code
El # n Progress E 2415 Mission Center Building 05
Occupancy panel
Gear Cog icon
menu o ptl ons Department/Pl Splits@
Updated Department Pr
Delete | Egit  Status By Division Name Name Name
Action b uttons X 4" InProgress F_IT Info Tech Sves F_IT Info Tech Svcs

Dccupancy @

Name - Full

]

Ezra Berger
Goshen Chan
Paul Sullivan

=
[}
[
[Tl Jin Goldsmith

Email Address
Ezra.Berger@ucsf.edu
Goshen.Chan@ucsf.edu
PauLsullivan@ucsf.edu
JilLGoldsmith@ucsf.edu

Room
Code

560

il

]

(5)
A

r‘?&{ompare D save = Withdraw = Submit @Canca - 2

Select Fields
Depaiiment oar) Submit Feedbadk
Division Name Name Category
Training Resources
F_IT Info Tech Svcs F_IT Info Tech Sves CADMIN
= = SIS Temp Motes
Add New
Loaned From Division Is Is Percentage of
MName Banked Hotel Space Loan
No No 100.00
Add New  Remove
Primary Employee Location
Yes
Yes
Yes
Yes

22
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Room Details tab- Room Information panel

Room Information is the top most  jreem=s

. . s U F =
details panel of the Room Details B , , -
) My Room List Active Space Update Room List Room Details All Rooms
tab. Da.ta. can be Vlewed a.nd Room Information & ompare | @Save =Withdraw =>Submit @Cancel &%~
edited.
Floor | Updated | Building Floor | Room
Egit | Status Plan B Code Building Name Code = Code Divsion Name Department Na
1 TO VIeW graphlcal representatlon # In Progress E 2316 Helen Diller Family Cancer Research 03 356 M_HDF Comprehensive Cancer Ctr M_HDF Comprel
of the room'’s location in a floor

plan’ CliCk On the floor plan Icon Piccinn Hall Ruildina nea AARLT M Schnnnl of Madicina M HNDF Camnrahanciva Cancar O tr
in the Room Information panel. ==

Room Locator 9 =71

2. The Room Locator window
opens.

3. The room’s location is
highlighted in yellow on the
rendered floor plan.

= I

4. Once you have completed
viewing the floor plan
information, click on the Close :
button to close the window and ’ @
return to the previous view.
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Room Details tab- Editing Room Category & Room Type

1. To edit the displayed rooms
information click on the Pencil
Icon in the Room Information

Space Update Form

.

i

SeCtlon - My Room List Active Space Update Room List Room Details All Rooms
Room Information S ompare  @Save | =Withdraw =*Submit @Cancel %~ {
2. The Edit Category, Type and
Notes W|nd0W Opens Eiloor Updated Building Floar Room
Edit Status Plan By Code Building Name Code Code Divsion Name Department Nam|
#" In Progress EI 2316 Helen Diller Family Cancer Research 03 356 IM_HDF Comprehensive Cancer Ctr M_HDF Compretl
3. To alter the existing Room
Category or Type click on the
ellipsis button in either field and
choose an alternative value in the Room Information Tefompare || ©@5ave | —Withdraw || = Submit | @Cancel | 2t ©
Select Values window.
Floor Updated Building Floor Room
Edit Stotus Plan By Code Building Name Code Code Divsion Name Department Name
4. Enter free form text in the Notes S T o T o NG
f|e|d as needed_ it Category, Type and Notes ©@5save @Cancel @
@ Room Category™ |C-RESEARCH @ Room Type®™ |WET LAB SUP
MNotes
5. Once your edits are complete, click @
C ]
the Save button to keep your A B
Changes_ C||Ck the Cancel button D_ 500 chars allowed for Notes field :NB:
if do not wish to keep your edits ND
Note: Notes changes will not N
automatically save to the data base if @ 1
Category or 'I_'ype change_s are submltted CEERY e
at the same time. They will be submitted
Occupancy Add New Remove @

into workflow for Admin approval.
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Room Details tab- Editing Room Category & Room Type

» To update the Room Type, first

select the Room Category. Select Value - Room Category S
* Room Types are made Room Category Description

available based on the o

Category selected. C-ACAD OFC Campus- Academic Office

C-ADMIN Campus- Administration

* If you select the Type field first, C-CEN SERV Campus- Central Services & Facilities

you will be limited to the C-CLIN HOSP Campus- Clinical/Hospital

Category for the associated C.DRY LAB Campus- Dry Lab

type. C-HOUSING Campus- Residential Facilities

. C-REMOVATION Campus- Space under Renovation

» Category values are prefixed CSTUDENT Campus. Stdent

with a “C-" to indicate a CWET LAB Campus. Wet Lab

Campus category versus a C-WETLAB SUP Campus- Wet Lab

Medical Center category.

Close
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More About Room Category and Room Types

Why do we assign Room Types to UCSF rooms?

» Room Type reflects the primary, or predominant, use of the space in terms of "activity” that is served
by the room. Room Type is tracked for internal understanding of how UCSF uses its space as well as
for reporting to UCOP.

What is a “SUP” (support) room?

= Aroom that directly supports one or more named room types as an extension of the activities in those
rooms and which is not intended as a permanent work station area. IF it is adjacent to and supports
the named room use type room, then it's a SUP/support room. For example, a closet that supports an
adjacent Administrative Office (ADMIN OFFICE) is an Administrative Office- Support room (ADMIN
OFC SUP).

How do | identify the primary Room Type?

= Multiple activities may be happening in the same room. In these cases, select the activity (and
corresponding Room Type) that is conducted in the room for the most amount of time.

= If all activities in the room occur in equal amounts of time, then select the Room Type for the activity
that is the most important to report. For example, if a room is used as a storage closet and a student
study area, the student study area is the most important to report because we know that students
may be located in this space at any given time.

= For more information, go to the Room Type Reference Guide:
http://space.ucsf.edu/sites/space.ucsf.edu/files/RoomTypeGuide.pdf

26
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http://space.ucsf.edu/sites/space.ucsf.edu/files/RoomTypeGuide.pdf

Room Details Tab- Department/PI Splits panel-
Add Dept/PI Splits

STRATL + sip0ut B

1. To add a Department/PI Split click on the
Add New button at top right of the

@ ARCHIBUS

Department/P1 Splits panel. Myt cve e i oLt | oo e Alfoans
Room Information
2 . The Dep art m en t/S p I it Wl n d OW Opens . I 71 Progress E o I;E: — l'jsm"Hil ;u.:m; ‘ - t-:E’ '/ij;;FCZFZE'\ErE\‘-‘E CGancer (1 II’:%’D’F-;:-n‘p;er’eu e Gancer (1 (UF;?H C-Eub: o 4000
3. To add information for a new split, edit each
field by hovering over the far right of the field
to access the Select Value feature. @
: D I v I S I on /De p artment fl el d S are [n)j:rlment{ﬂ[iplib Stus pized By Divsion Name Depatment hae Pikane Logne From Disio Nae 1 ke s e Perentoge of Spte %Md -
req u | red . X # nprogess M HOF Comprehensive Cancer G M HF Camprehensive Cancer Cir Mo No 10000 7 E
X 7 nprogess Mo Mo ) E

+ Percentage of Space field is open text
field to enter correct percentage for this

split. @ Slhe
Pl Name field is required for 4 Peparmment/selt — et = Ly

research-related Room Types (Wet Lab, & Bl Name Pl Assignment Pending @ Percentage of Space | 100.00
Wet Lab SUP, Dry Lab, Dry Lab SUP). If I
no value is chosen, then Pl Assignment
Pending value default populates the

field.

4. Once you have completed your edits, click on | @ |
the Save button to keep changes. Click the |* ©5ave| @Cancel @
Cancel button if you do not wish to keep your
changes.
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Room Details tab- Department/PI Splits panel-
Edit/update Percentage of Space change

To edit/update the Percentage of
Space for all splits go to the
Department/Pl Splits section.

To remove a department/PI split,
click on the X in the Delete
column.

The Percentage of Space Fields

are on the right side of the row.

Place your cursor in fields and

update percentages as needed

* Note: Total for all splits must
add up to 100%.

When your edits to the
percentages are complete, click
on the Save button to retain the
changes. Click Submit to update
the database.

Space Update Form

My Room List | Active Space Update Room List = Room Details = All Rooms

Department/Pl Splits @

Room Information Sompare | @Save | =Withdraw  =*Submit | @Cancel - @
Room
Area
Floor | Updated | Building Floor  Room Room Room 5q. Number of
Edit  Stotus Plan By Code Building Name Code = Code Divsion Name Department Name Category Type Ft. Workstations «  Avail
# nprogress B 2281 Mission Hall Building 06 6657  M_HDF Comprehensive Cancer Ctr M_HDF Comprehensive Cancer Ctr C-RESEARCH WET LAB  40.00 1

Add New
Delete  Edit  Staius Updated By «  Division Name Depariment Name PI Name Loaned From Division Name Is Banked Is Hotel Percentage of Space Loan info
X ’ In Progress M_HDF Comprehensive Cancer Ctr  M_HDF Comprehensive Cancer Ctr No No 100.00 =
X #" I Progress No No @ 0.00 =
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Room Details tab- Department/PI Splits panel-
Flag Space as Banked or Hotel

The Banked flag is used at

Space Update Form

=11

H My Room List = Active Space Update Room List = Room Details =~ All Rooms
‘_the_ ContrOI pOInt Ievel to Room Information S ompare  @Save =Withdraw =Submit @Cancel %~
indicate assigned space that paun
a1 Updated  Buildin Fil R R R 5q. Number of

Curre ntly haS no em ployees Or Edit  Stotus ;fgir B]l: - C:::emg Building Nome Cogacef ngz Divsion Name Department Nome C;‘:DeEory T:;;n F.? Wi:a:;:fon: Avail
P I S assig ned to it an d haS an £ i Progress E 2231 Mission Hall Building 06 6657  M_HDF Comprehensive Cancer Ctr M_HDF Comprehensive Cancer Ctr C-RESEARCH WET LAB  40.00 1
intended future use.
The Hotel flag is editable by OmO)

. . . Department/PI Splits Add New
Strateg IStS an d I n d I CateS Delete Edit Status Updated By Division Name Department Name Pi Name Loaned From Division Name Is Banked Is Hotel Percentage of Space Laan Info

1 1 X s In Progress M_HDF Comprehensive Cancer Ctr  M_HDF Comprehensive Cancer Ctr Mo No 100.00 =
ﬁpacl_e that is being used for — v =
oteling.

Note: The Strategist is required to follow the Space Update

process to actively edit the room information. The flag is changed
from No to Yes to indicate a Banked and or Hotel Space. When
submitted, the change is updated to the database immediately.
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Room Details tab- Department/PI Splits panel-
Add Loan Information

. Click on Loan Info Icon at far right

- - Space Update Form s
Of eaCh rOW In Depa.'rtment/.PI SpIItS My Room List = Active Space Update Room List = Reom Details = All Rooms
section to add loan information. Room Information Sxompare | @save | —Withdraw | —=Submit| @Cancel | %+
Fioor | Updated | Bullging Floor  Room Room Room 5:’6 Number of
. The Loan Information window i e e
opens to edit.
. To add selections for Loaned From
DiViSion Name and the Date DD::::HT‘ZWZL:?[I“ Updated By = Division Name Deporiment Name Pl Name Leaned From Division Name Is Banked Is Hotel Perceniage of Space T_j:::; 1
Loan ed Start/End dates hover Over ; :: In Progress M_HDF Comprehensive Cancer Ctr  M_HDF Comprehensive Cancer Ctr No No 1DD.GD®§
. B B In Progress No No 0.00' =l
the far right of the respective fields
for the selection boxes. Filter in

these bOXeS a.S needed and Choose 2781 hiccinn Hall Buildina N& LELT bd HDE Camnarcshonciva fancar e b HOE Camnrshoncive Cancar e C_RECEARCH WET
appropriate choice by clicking on @% =S
your selection. Loan Information @ @save Cancel | @

Assigned To Division Name M_HDF Comprehensive Cancer Ctr Department Name M_HDF Comprehensive Cancer Ctr

. When done entering appropriate e ®
information. Click the Save button to
.. . ; Documents Add New @
retain information. Click Cancel to ¥
not save your changes. No records to display.
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Room Details tab- Department/PI Splits panel-

Add Loan Documents

To add Loan documentation
click on the Add New
button at far right of the
Documents section in the
Loan Information window.

The Add Document
window opens to attach
documents for this

Documents
d|

2294 kdiccinm Hall RBuaildina D& LELT b HNE ramarahanciva Cancar Cre B UNE Camnarahanciva Car

Loan Information

Assigned To Division Mame M_HDF Comprehensive Cancer Ctr Department Mame

Loaned From Division Name

Date Loaned Start Date Loaned End

@)

No records to display.

Arar Tt

C-RECEARMH
=P

©save  @Cancel @

M_HDF Comprehensive Cancer Ctr

Add New @

WET

particular loan.

To add selections for
Document Name and the
Description (both
Required) place cursor in
respective field and type
text. This will be saved for
viewing in list on Loan
Information window.

bdiecian Hall Ruildina 04 b LNE Camarshoncive Cancar £re b HNE Camnrshancive Cancer Cre C_RESE

Loan Information

Assigned To Division Name M_HDF Comprehensive Cancer Ct Department Name M _HDF Comprehensive Cancer Ct

Loaned From Division Name

Date Loaned Start Date Loaned End

Documents
7

Document Name Description

Edit Delete View Document <Enter Document Name> <Enter Document Description>
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Document Mame* |<Enter Document Name>
Description* | <Enter Document Descri pt\@
4
Document *
Save Cancel Delete @

ARCHWET
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©@save  @Cancel | @

Add New @
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Room Details tab- Department/PI Splits panel
Add Loan Documents, cont.

1. To upload a supporting document click

on the Up Arrow Icon to the right of
the Document field in the Add
Document window.

2. The Check In New Document window [ S
opens to attach files from your e
computer for this particular loan.
’ g - —0D
3. To choose the appropriate file to
upload, click on the Choose File o) (o) (Do) @
button. A File Explorer window opens | el —— —
to allow you to locate and select the -
correct file. Once selected, click the omenss CheclcIn New Document @) bover ©
Open button and the file name will f | oo choen o
populate beside the Choose File (3
button . Type in Description field as B
needed. s )
4. Click the OK button when done.
Note: It is recommended to keep the Set Lock @
Status in the default status of Unlocked. S

Miccinm Hall Roildine 04 " HME Comnrehoncie Canear C1r

Loan Information

Assigned To Division Name
Loaned From Division Name

M_HDF Comprehensive Cancer Ctr Department Name

Date Loaned Start Date Loaned End

Documents

Document Name Description

Edit Delete View Document <Enter Document Mame>

" HME Fomnrehonciie Cancor Coe

@save @Cancel @

M_HDF Comprehensive Cancer Ctr

<Enter Document Description>

FRESEARCH AWET
NI=IES

Add New | @
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Room Details tab- Occupancy panel

To view or add occupancy
information for the selected room go
to the Occupancy panel at bottom
of Room Details tab. To add
someone new to the room who is
located somewhere else. Click the
Add New button at far right.

The Add New Occupancy Record
window opens to allow you to
search and select an employee
stored in the system, as well as
indicate if this is the employee’s
primary location. Click on the
ellipsis button in the Employee
Name field to open a new window to
conduct a search for the employee.

The Select Value — Employee
window opens. Filter as needed
and click on appropriate name to
populate Employee Name field.

Click Save when done. The
employee location change is saved
immediately to the database and
interfaced to other systems

Add New Occupancy Record

Ernien _—

Select Value - Employee @

Employee ID: 0507321 9I1) AIZl CHO] S[10] AY(30755]

Employee ID Narme - First
020002440 Meyori
020003034 Juanita
020003109 Roger
020003125 Roman

Not all records are shown.

Name - Last Name - Full

Hazenbos-Shibata  Meyori Hazenbos-Shibata

Buitrago Juanita Buitrago
Abaan Roger Abaan
Abad Roman Abad

STRATL ~ signou  Help
AR_CHIBUS Strategist Home Page Tasks
Space Update Form =TT
My Reom List ~ Active Space Update Roem List = Room Details ~ All Rooms
Room Information Sompare | @Save  =Withdraw =Submit @Cancel #~+ @
Room
Fioor | Updated | Building Floor  Room  Divsion Department | Room Room Area Number of Date Date
Edit  Status plan By Code Building Name Code w Code w Name Name Category Type Sq Ft . Workstations . Availability . Updated.. | Startec
Z n Progress @ 2252 Medical Science Building 13 1364 M_Anatomy M_Anatomy C-RESEARCH WET LAB 3,040.85 54 45 3/10/z
Department/PI Splits Add New = @
Delete Edit Status Updated By Division Name Department Name PI Name Loaned From Division Name Is Banked Is Hotel Percentage of Space Loan info
X 7 inprogress M_Anator M_Anatom No No 3330 =
g o y o o
X 7 inprogress M_Anatomy M_Anatomy Donald Mcdonald No No 3340 =
X 7 inprogress M_Anatomy M_Anatomy Jason Rock No No 3330 =2
Occupancy Add New | Remove @
Name - Full Email Address Primary Employee Location
Mancy Mcnamara nancy.mcnamara@ucst.edu Yes
Maximilian Joseph Eugene Nitschke Maximilian.Nitschke@ucsf.edu Yes
Breanna Allen Breanna Allen@ucsfed Ye:
2252 Medical Science Building 13 1364 M _Anatomy M Anatomy C-RESEARCH WET LAB 3,040.85
@ =11 S
Add New Occupancy Record Save | Cancel @
Employse Name* Primary Employee Location
No v
g 7752 TIEaICal SEIence Bunang. 15 364 T Anatomy F_Anatomy  C-RESEARCH WET LAB S.030E5

Department Nome

Adult Inpatient Nursing
OPERATING ROOM ML
FOOD SERVICES PROCURI

Close
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Room Details tab-
Additional Occupancy information

= An employee’s primary position will by systemically removed from
their current location when the employee is assigned to a new
location as their primary location

» |If you delete an employee from their primary location without

reassigning them they will be orphaned and appear on an error report
for Campus Planning to follow-up

= An Employee can have only one primary location

« Archibus sends an employee’s primary location to other downstream
systems.

« Employee locations flagged as No (not primary employee location)
are not interfaced to other systems
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Room Details tab- Occupancy panel
Non-Primary Location ot New Location Unknown

1. To remove a non primary occupant for

the selected room go to the
Occupancy section at bottom of
Room Details and click the check

Egit  Status Plan By Code Building Name Code = Code Name Name Category Type 5q. Ft. Workstations = Availabiiity = Updated = Sta
boxes of eaCh you W|Sh to remove # inprogress [ 2252 Medical Science Building 13 1364 M Anatomy M Anatomy C-RESEARCH WET LAB 3,040.85 54 45 31
Clicking on the top most check box
will check all of them at once. :
Department/PI Splits Add New | @
Delete Edit Status Updated By Division Name Department Name Pl Name Leaned From Division Name Is Banked Is Hotel Percentage of Space Loan Info
H H X 4 in Progress M_Anatomy M_Anatomy No No 3330 =2
Wlth CorreCt bOXGS CheCked nOW Cl ICk X # Progress M_Anatomy M_Anatomy Donald Mcdonald No No 3340 =
On the Re m Ove button . X 4 in Progress M_Anatomy M_Anatomy Jason Rock No No 3330

Space Update Form

My Room List = Active Space Update Room List

Room Information

Fioor | Updated | Building

Occupancy
incy Mcnamara

Room Details = All Rooms

Floor | Reom | Divsion

Email Address

S ompare

Depariment  Room

Room Area

Room
Number of

Primary Employee Location

@5save  =Withdraw =Submit @Cancel %+

1

b

Date Dot

Add Mew ~ Remove {

The Confirm window opens. ancy menamara@ucsted Yes
Maimilzn Joseph Eugene Nischie Msximilian Nischke@ucstedu Yes
Breanna Alen (- ves
Click on the Yes button to confirm o miene SR -
and remove the selected employee(s) Alexancer e = I S P e e
information from this room. Click on
the No button to not remove the Anato . @ %
checked employee(s). .o CONfirm
[Natg 9y Are you sure yoyssgnt to delete this record?
*Note: Occupancy changes occur </ @
immediately in the database. Yes No

nancy-mcnamara{@ucsr.edu
Maximilian.Nitschke@ucst.edu

Breanna.Allen@ucsf.edu
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Room Details tab- SIS Temp Notes

From the Gear cog icon
of the Room Details tab,
select the SIS Temp
Notes.

Room Information

[l
Edit  Status

The SIS Temporary

Notes window opens. -

# in Pragress

Space Update Form

My Room List = Active Space Update Room List =~ Room Details

All Rooms

SyCompare D Save = Withdraw = Submit @ Cancel =4 ~

Floor Updated  Building Floor  Room  Division Room
Plan | By Code Building Name Code . Code .. Name Department Name Category . Room Type
E 2281 Mission Hall Building 06 6541 M_MEDICINE M_MED-CENTRAL ADMIN CADMIN  ADMIN OFFICE 4

|

This window provides

1 |

Ro)
Art
5q
Fi)

Select Fields
Submit Feedback
Training Resources

SIS Temp MNotes

read only data for 3 fields
from SIS that were NOT
migrated to Archibus:
Primary Occupant,
Contacts, Pl Room
Notes.

Note: This window will be
available for 9-12 months
from April 2016 to help users
transition to the new Archibus
system.

Sicompare  © save

br Updated | Building Divisian Room

b i

Floor | Room

| Primary Occupant: Kamno, Victoria
Contacts:
= Pl Room Notes:

= Withdraw =]

2]

»
ol o
A x

5IS Temporay Notes @
| Building Code Floor Code Room Code
2281 06 6541
Upde SIS Notes P

Ll

Close
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Room Details tab- Action Buttons

1. When all of your edits are
completed, click on the Submit
button at the top right of the Room
Details tab.

2. If you do not wish to submit your
changes , the Withdraw button will
return the room to My Rooms List
tab in a status of Not Started.

3. The Cancel button returns the room
to the Active Space Update Room
List view and status for the room
stays In Progress.

My Room List = Active Space Update Room List = Room Details = All Rooms

Room Information

Figor  Updated  Building Floor
Edit  Stotus Pian By Code Building Nome Code
Zn Progress @ 2252 Medical Science Building 13

Department/P| Splits

Delete Edit Status Updated By Division Name Depariment Nome
X 7 inerogress M_Anatomy M_Anatomy
X s In Progress M_Anatomy M_Anatomy
X £ n Progress M_Anatomy M_Anatomy

Occupancy
Name - Full

Nancy Mcnamara

Email Address

Sompare | @Save  =Withdraw = =Submit  @Cancel #~ @

Room | Divsion Department | Room Room if;: Number of Date Date
Code « | Name Name Cotegory Type 5q. Ft. = Workstations « Availability = Updated = | Starteq|
1364 M Anatomy M _Anatomy C-RESEARCH WETLAB 304085 54 46 341077
Add New = @
Pi Name Loaned From Division Neme Is Banked Is Hotel Percentage of Space Loon Info
No No 3330 =
Donald Mcdonald No No 3340 =
Jason Rock No No 3330 E|

Add New  Remove @
Primary Employee Location

nancy.menamara@ucst.edu Yes
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Room Details tab- Action Buttons, cont.

To view differences
between the current
room info/PI Splits and
the proposed changes
click on the Compare
Icon in the Room
Information section.

The Compare
Proposed Changes
window opens.

The Current and
Proposed information is
displayed for viewing.

Once done viewing
Current/Proposed
information click on the
Close button to close
the window and return to
previous view.

Space Update Form
My Room List

Room Information

Floor | Updated
Plan By

# In Progress EI

Edit Status

Active Space Update Room List

Reoom Details

Building

All Rooms

S¥ompare  @Save =Withdraw =*Submit @Cancel %~ (

Floor | Room
Building Name Code Code
Helen Diller Family Cancer Research 03 3586

Divsion Name

M_HDF Comprehensive Cancer Ctr M_HDF Compren

N

o

Department Nam)|

Iode— . Auildiaa Name Elaar Cade.

Compare Proposed Ch, <

Room Info - Current

Building Code BUNding Nome

2281 Mjigglon Hall Building
Room Info - Proposed@
Building Code BuNding Name

2281 Mission Hall Building
Pls/Splits - Current
Division Name epartment Name

M_HDF Comprehensive Cancer Ctr M_HDF Comprehensive Cance:

Pls/Splits - Proposed @
Division Name partment Name

M_HDF Comprehensive Cancer Ctr M_HDF Comprehensive Cancer

Floor Cods
06
Floor Code
06
Percentage of Space — Pl
r cur 100.00

0.00

Percentage of Space — Pl
cur 100.00
0.00

Neaartment Mame.

Room Code
6657

Room Category
C-RESEARCH

Room Code
6657

Room Category
C-RESEARCH

Date Occupancy = Laaned From Divsion Name

7/23/2015

Date Occupancy—  Loaned From Division Name

Da

Dat

te Loa

te L

Room Type

DRY LAB

Room Type

WET LAB

ned Start

oaned End

humher of Warkstations

Net:
[a
Not:
d
Date Loaned End = | Is Banked « | Is Hote,
No No
No No
d
Date Loaned Start « | Is Banked = | Is Hotd
N N
N N
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My Room List tab- Replace PI

Space Update Form
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additional on instructions how to Select PI

My Rooms List- Replace Pl

. Click on the My

Room List tab.

. The Replace PI

button is at the top
right of the view.
Click on the Replace
Pl icon.

. The Replace Pl view

window opens
allowing you to start
the process.

. To close or minimize

this view utilize the
Minimize/Close
icons at the top right
of this view.

to Replace

Spargﬂme Form =1

My Room List = Active Space Update Room List = Hoom Detzils All Rooms

Room Information Replace Pl | #|Download XLS | Update Rooms ~ £+

Building Code: 2[€017] 3[3285] A|l[301]  Page1of94 Next>»

) Floor
Stotus Plgn | Building Code Building Nome Fioor Code Room Code BU MName Division
In Progress @ 2011 50 Kirkham 5t 01 101 SHARED SHARED
In Progress @ 2012 Kalmanovitz Library 01 144 SHARED SHARED
In Progress @ 2282 Medical Science Building 13 1328 M_5chool of Medicine M_Anato

¥ Not Started @ 2252 Medical Science Building 13 1331 M_School of Medicine M_Anato
Approved by Space Strategist @ 2282 Medical Science Building 13 1332 M_5chool of Medicine M_Anato
Approved by Space Strategist @ 2252 Medical Science Building 13 1333 M_School of Medicine M_Anato

¥ Not Started Space Update Form

My Room List | Active Space Update Room List = Room Detalls | All Rooms
¥ Not Started v pace TR

)

iin
<A @

In Progress Replace PI e .
Select Pl to Replace

1. Select the P! you wish to replace.

N O t e . Read th e teXt d iS p I ayed th at p rOVI d eS 2. A list of rooms where they are currently assigned will appear. Select those where the Pl should be replaced. Note that any rooms currently In Progress or

Pending Approval for an update will not be selectable.
3. Select the new P! for the selected Spaces.

Current P|
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My Rooms List- Replace PI, cont.

Start by selecting your
current PIl. Hover over the
far right of the Current PI
field and click on the ellipsis
button that appears.

The Select Value — Current
Pl window opens for you to
filter as needed to locate
your choice.

Click on the line containing
the name of your current Pl
that you wish to replace.
This will populate the
Current Pl field.

To close this window without
choosing a PI click on the
Close button at the bottom
right.

Space Update Form =11

My Room List = Active Space Update Room List =~ Foom Details ALl Rooms

Replace PI =TT

Select Pl to Replace G
1. Select the Pl you wish to replace.
2. A list of rooms where they are currently assigned will appear. Select those where the Pl should be replaced. Note that any rooms currently In Progress or

Pending Approval for an update will not be selectable.
3. Select the new Pl for the selected Spaces.
Current P @

My Room List Active Space Update Room List Room Details AllL Rooms
=
Replace Pl =
Select Pl to Replace [
1. Select the Pl you wish te replace.
s S R - -
1 Select Value - Current PI@ =
Employee ID: 021331 9I2] All[1134]
Employee ID Name - First Name - Last Name - Full Department Name
[ ] [ ] [ (]
99999999 Pl Assignment Pending Pl Assignment Panding
028848133 Zena ‘Werb Zena Werb M_Anatomy
020595716 Jason Rock Jason Rock M_Anatomy
025484445 Donald Mcdenald Donald Mcdonald M_Anatomy
025936063 Keith Mostov Keith Mostow M_Anatomy
023181548 Evan Feinberg Evan Feinberg M_Anatemy
021003512 Nirao Shan Mirao Shah M_Anatomy
020462131 Allan Basbaum Allan Basbaum M_Anatomy
029224318 Carolyn Larabell Carolyn Larabell M_Anatomy
028661064 Rushika Perera Rushika Perera M_Anatomy
029727690 Jeroen Roose leroen Roose M_Anatomy
024350627 Saul Villeda Saul Villeda M_Anatomy
027139955 Steven Rosen Steven Rosen M_Anatomy
023550908 Nancy Mcnamara Nancy Mcnamars M_Anatomy
024545378 Todd Nystul Todd Nystul M_Anatomy
025301540 Andrew Brack Andrew Brack M_Orthopaedic Surgery
026053264 Derek Harmon Derek Harmon M_Anatomy
026255018 Peter Ohara Peter Ohara M_Anatomy
022100788 Annemarie Donjacour Annemarie Donjacour M_Anatemy
028406023 Kimberly Topp Kimberly Topp M_Physical Therapy
Not all records are shown.
Close
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My Rooms List- Replace PI, cont.

5. The Pl you selected to

H Space Update Form

replace is shown in the — ‘ , o
) My Room List = Active Space Update Room List = Foom Detzils Al Rooms
Current PI field. E
6. The rooms currently
. . Select Pl to Replace
aSSIg n ed to th at PI WI II 1. Select the Pl you wish to replace.
. - - . 2. A list of rooms where they are currently assigned will appear. Select those where the Pl should be replaced. Note that any rooms currently In Progress or Pending Approval for an update will not
display in a list in the S s
R . Select the new P for the selected Spaces.
Rooms to Reassign - e oo (5)
section.
. Re i
7. To select the appropriate (i ““'g“F_@W eparmer
. Status Plan Building Code Building Name Floor Code Room Code Division Name Name PI Code Room Type
rooms to reassign to a
new PI, click the check s Dow e fr e e e e
boxes . The top most Mot Started E 3009 HSIR West 13 1303 M_Anatomy M_Anatomy 028348133 WET LAB SUH
Check bOX WI I I Check a" Not Started 3009 HSIR West 13 .‘.1.304 M_Anatomy M_Anatomy 028848133 WET LAB SUH
available rooms when Select New P! Ossie | @ancal
Checked . Pl Name Date Qccupancy
8. If you do not wish to
make changes at this Close
time click on the Close

button. _
Note: Only Rooms in a Not Started Status can be

selected to Replace Pl because the may be under edit
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My Rooms List- Replace PI, cont.

9. Your choices of rooms

t . t h Space Update Form i,
O reaSSIg n m US eac My Room List = Active Space Update Room List | Hoom Details  All Rooms
be checked. s
10. Hover over the far right Replace PI i
Select Pl to Replace [0

Of the P I Nam e field and 1. Select the Pl you wish to replace.

CI I C k 0 n th e e I I i psis l 2, JA i;'srbff rooms where they are currently assigned will appear. Select those where the Pl should be replaced. Note that any rooms currently In Progress or Pending Approval for an update will not
. Select the new Pl for the selected Spaces.

button to bring up the

window of PI names

and click on the desired |

one to replace the | "

Current Pl |Zena Werb

bms to Reassign @

W < Fipor Department
Status Plan Building Code Building Name Floor Code Room Code Division Name Name BI Code Room Type
current Pl. The Pl name
1 1 ¥/ Not Started E 3009 HSIR West 13 1301 M_Anatomy M_Anatomy 028848133 WET LAB
will populate the field - -
M« Not Started E 3009 HSIR West 13 1302 M_Anatomy M_Anatomy 028848133 WET LAB SUP|
once Ch osen. # Not Started AT 2009 HSIR West 13 1303 I Anatomy M Anaromy 078248133 WET | AR SLIP)

11. Hover Over the far right SELe:t New pl ................................................. @Save @canceL Q
Of the Date OCCUpancy @ PI Name |Michael Abel Date Occupancy

field and click on the 1
calendar icon to bring ) e L0, -
up the Calendar window e Y e
and choose a date. : . e
[Today Ciose
Note: You are limited to 1 e 0
todays date or a past date. -

Future dates re not allowed.
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12.

13.

14.

My Rooms List- Replace PI, cont.

When completed with your
changes, click the Save
button at the bottom right.
A popup message will
appear confirming your
successful edit. Click on
the OK button to
acknowledge save. The
room(s) previously
checked have their check
box(es) grayed out now.
You can now make other
replacements of the rooms
in the list by checking
those boxes as desired.
Click the Close button to
exit the Replace Pl
function.

My Room List

Replace Pl

selectable.

Status

¥ Not Started
| ¥ NotStarted

¥ Nor Started

Select New PI

Space Update Form

Active Space Update Room List | Room Details  All Rooms

Select Pl to Replace

1. Select the Pl you wish to replace.
2. A list of roems where they are currently assigned will appear. Select those where the Pl should be replaced. Note that any rooms currently In Progress or Pending Approval for an update will not b

3. Select the new Pi for the selected Spaces.

Current Pl |Zena Werb

Rooms to Reassign

Floor

Plan Building Code Building Name Floor Code Room Code
@ 3009 HSIR West 13 1301
@ 3009 HSIR West 13 1302
EDJ 2009 HSIR West 13 1303

Pl Name Michael Abel

i
<N @
e B

Department
Division Name Name
M_Anatomy M_Anatomy
M_Anatomy M_Anatomy
M Anatomv M Anatomv

Date Occupancy

Message

| @ oK

The selected rooms have been successfully edited

i
51

@
PI Code Room Type
028848133 WET LAB
028848133 WET LAB 5UP
078848133 WFT | AR SLIP

@save @Cancel @

@

v

Close
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All Rooms Tab

Space Update Form
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Overview of the All Rooms tab of the Space Update Form

The All Rooms view provides a
place for you to view the
Department/P1 Split and Occupancy
details of any room within the
system.

1. To access the view click on the
Space Update Form link in the
Tasks bucket at the top of the
homepage.

2. Utilize the Gear Cog Icon to
select the columns you want to
view.

3. To filter list utilize the Index Filter
for the Building Code OR each
column has a filter at the top to
type text in to restrict the
selections as needed. The
symbol to sort
ascending/descending is
available for each column as
well.

4. Once you have found the room
in the list for which you wish to
view additional information, click
anywhere on that line to open it.

@ ARCHIBUS

View All Space Requests
Space Conscle

Report Reader Home Page

Space Update FOIE Departments/Occupancy

Department By Building

Building By Department

Space Assignment and Occupancy by
Department

Pls By Department

View All Rooms

Occupancy

026442210 ~

=9

ites

Drag a task here to add. m Submit Feedback
Training Resources
Campus Planning Website

Sign Out

Help

Report Reader Home Page

jloor

Han Building Code Building Name

E 2003 1322-24 3rd Avenue 00
E 2003 1322-24 3rd Avenue 01
@ 2011 50 Kirkham 5t 00
lage 1 0f 391 Next >>
Department/Pl Split
ivision Name Department Name Pi Name
| CLS AVC F_CLS Hsg Housing
Pecupancy
lo records to display.

Floor Code

uilding Code: 2[24618] 3[14443] 9[4] TI27] ALE%092]  Page 10f391 Next>>

Room
Room Code BU Name Division Name Department Name Category Room Type
001 F _Finance & Administration F_CLS AVC F_CLS Hsg Housing C-CEN SERV ANIMAL QTRS
101 F_Finance & Administration F_CLS AVC F_CLS Hsg Housing C-HOUSING APT 4+ BEDRM
001 F Finance & Administration F CLS AVC F CLS Hsg Housing C-HOUSING APT STUDIO
Percentage of Space Date Occupancy Is Banked Is Hotel Loaned From Dep. Name Date Loaned Start Date Loaned End
100.00 No No

Room Area 5q.
A

905.00
79942

1,170.88

Loan Info

Numbe)
Station:

=
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Overview of the All Rooms tab of the Space Update Form, cont’d

5. The room chosen has the
line highlighted.

6. With room chosen a
section opens displaying
the Department/PI Split
information.

7. Occupancy section also
opens displaying any
employee occupancy
information, if available.

All Rooms
Rooms
Building Code: 2[24618] 3[13443] @[4] A[L[39065] Page 1 of 351 Next >>
Floor
Plan Building Code Building Name Floor Code Room Code
@ 2003 1322-24 3rd Avenue 00 001
@ 2003 1322-24 3rd Avenue 01 101
@ 2011 50 Kirkham 5t 00 @ 001
@ 2011 50 Kirkham 5t 01 101
@ 2012 Kalmanovitz Library 01 100
@ 2012 Kalmanovitz Library 01 101
@ 2012 Kalmanovitz Library 01 103
Page 1 of 391 Next>>
Department/PI Split
Division Department B Percentage of Date Is
Name Name Name Space Occupancy Banked
F_CLSAVC  F_CLS Hsg Housing 100.00 2/8/2012

Occupancy @

No records to display.

No

BU Name Division Name

F_Finance & Administration F_CLS AVC
F_Finance & Administration F_CLS AVC
F_Finance & Administration F_CLS AVC
F_Finance & Administration F_CLS AVC
E_Executive Vice Chancellor E_Library
E_Executive Vice Chancellor E_Library

E_Executive Vice Chancellor E_Library

s Loaned From Dep. Date Loaned
Hotel Name Start

No

Date Loaned
End

ul

LA

i

Departmen

F_CLS Hsg
F_CLS Hsg
F_CLS Hsg
F_CLS Hsg
E_Library
E_Library
E_Library

(

Loan In|
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You have completed the
module
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