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Overview

ARCHIBUS Web Central Space Management Module has been developed to provide more
timely and more accurate building and space data across the University. The Space
Management Module is a web —based application that has been implemented by UNC
Charlotte’s as the standard resource for collecting, maintaining and reporting space and
occupancy data for all buildings and rooms owned, occupied, or otherwise used by the
University.

The ARCHIBUS Web Central Space Management activity provides users a user-friendly

web-based application for managing their space data. This activity is used by a variety of
users including the overall campus for viewing space data information and reports and by
designated University space manager personnel when updating space, approving space

change requests and completing space audit updates.

The Space Management activity provides reports of space and occupancy information and
floor plans highlighted to reflect space and occupancy data. With the full implementation of
the ARCHIBUS Space Management system, the campus will be able to rely on a single
source and set of standards for buildings and room data, thereby reduce arduous
reconciliation and parallel tracking efforts. The occupancy information within Space
Management is collected at the lowest level of organization (Sub-Department level) that
facilitates the use and inhabitants of a room.

Primary and Secondary Space Auditor/Managers have individualized access (via their
NinerNet username and password) to ARCHIBUS Web Central Space Management Module
for viewing and updating space and occupancy data relevant to their organization and
responsibilities, while protecting the data.

This manual describes, in general terms, some of the processes and activities within
ARCHIBUS Web Central's Space Management module including step-by-step instructions
on how to update departmental space, occupants and other room information. In addition,
this document provides information on available reports and drawing views and instruction
on how to view and print this information.

Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
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Section 1: Logging into Archibus Web Central

 Launch your Web Browser

* Enter the web address of ARCHIBUS Web Central.
https://archibus.uncc.edu/archibus

ARCHIBUS

University of North Carolina at Charlotte - Main Campus

Sign In

Sign in to your personalized list of acivibes and join the collaboration now.

NinerNET username:

NinerNET password:

I Sign In
__son

TapL _ Select the sign in button
after entering your
B Remember my username on this computer assigned NinerNet
Username and Password

X

Archibus News & Events:

Upcoming Archibus Training dasses schedule and Archibus information and documentation is now located under the Archibus Home Page
link to the left side of the page on the new Facilities Managemant website. News & Events and Archibus class schedule information is
located on the Archibus Home Page. Any Archibus information and documentation updates zre now located under the Archibus
Documentation subpage. Please sign up to receive news about updates made to Archibus. Also, if you have any comments or suggestions,
please submit customer fazdback 2t our new customer fazdback form.

&R/,

N
L J

» Type your NinerNet User Name and Password on the Login Page.

* Select the “Sign In” Button

Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
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Section 2: Basic Navigation

» Once you have logged into Archibus, the first screen you see will display a list of Archibus
Activities.

* Select the Space Management activity.
% UNCCHARLOTTE

Project Management

Space Management

Building Operations Management

Environmental Sustainability

* Next, a list of space roles associated with the activity will display. Select your Space
Manager role: e.g. Sub-Department Manager.

A% UNC CHARLOTTE

@ Space Management

@ Space Allocation

Processes or Roles:

@ Division Manager

Q College | Admin Unit Manager

@ Department Manager

Q Sub Department Manager

Q Review Space Data

Q System Administrator

* After selecting the Space Manager role, you see a list of tasks will display for selection.

Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
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* Navigation Bar — contains the navigation buttons that allow you to view other web pages,
access context based help, or simply logout. Your available navigation buttons along the top
of the page:

AN RVIESINNTR | ink to the UNC Charlotte Web Site

Displays a list of your assigned activities

My Favorites .
Returns to the user defined home page

Hy Profie Displays your User Profile of ARCHIBUS Web Central

Will Log you out of ARCHIBUS Web Central

Help Takes you to the HTML Help Pages for ARCHIBUS

L P

Y p——

G Comegs  Admn o Manage

— — R Navigation Bar
ETT:’T-:GT‘-H:. Activity ,,_/)

[ Ream Category Gusss . / - 7/ Used to access context-
Space Updste Hegques Dlspl_ays Curr_e_nt / based info, "H8|p" orto
T Archibus Activity ) "Sign Out" of Archibus.
0O vedate Collega / Adswn Unit Spase Ie Space Management ,/

O Agpreve Spate Update Request - el se—
[ Repart Spsce Discrepancy J— "— /
Space Audit " / —
[0 Crests Space Aude /’_ / / /
e | /I F (-—F— |
s
rF

Task List heading and task
items

Displays associated list of
tasks available for selected
Space Manager Role.

]

Wana e Backgrgwnd Dala
(] Mamspe Cepstmant Aparovars
[0 Hamage Su& Copariment Asersvers

Suppart Informaiien
0 c= -

» The Task List heading divides and organizes the list of task for easier viewing and
selection.

Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
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Space Update Request:

Space Audit:

Reports:

Drawing Reports:

Manage Background
Data:

Print:

Support Information:
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These associated tasks provide information on space information
and will be helpful when completing the space update form.

Space Update tasks enable updates to current space, requests
for campus space changes and the ability to report any space
discrepancies to FIS for correction.

Space Audit tasks allow space managers to initiate (Division —
Department levels) space audits, update space items and review
audit statuses.

The reports section allows space managers access to review
specific room information and review audit data to include room
export, room audit and space audit status reports.

The drawing reports section provides space managers access to
view and print specific paginated drawing reports and room
information including employee location using the room export,
room audit and locate employee reports.

The manage background data section is only available on higher-
level space manager roles. These tasks allow assigning of space
department and sub-department approvers

The Print tasks provide several drawing reports that enable
Space Managers to view and print Paginated Reports.
Note: These drawings are also available under the Review
Space Data role.

Support Information tasks provides several informational lists
including Program Codes and description, Grant code data with
associated Index/Fund Account information, room categories and
room disciplines descriptions, etc. You may also view the listing
of assigned space managers.

Prepared By: Pamela A. Duff
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Section 3: Archibus Organizational Structure

The Space Management Module Roles and Approval Authorities correspond with the current
Campus Hierarchical Structure.

Organizational Codes
XX Division
XXX College/Admin Unit
XXXX Department
XXXXX Sub-Department

Every room update is completed on the lower 5-digit Sub-Department level.

5 Digit Org ID Organization Name

10000 Chancellor

10100 Chancellor Emeritus

10200 Board of Trustees

10250 General Counsel

10275 Planned Giv, Pub Event & Info
10300 Business Affairs VC

10400 Business Services AVC
10500 Auxiliary Operations

10600 Dining

10601 Dining-Contractor Billing
10700 Bookstore

10701 Bookstore-Contractor Billing
10800 Vending

10900 Reprographics

11000 49er Card Services

11100 Mail Services

11200 Parking & Transportation Services
11300 Printing

11400 Financial Services AVC

11500 Budget

11600 Controller

11700 Accounts Payable

11800 Cashiers

11900 General Accounting

12000 Payroll

12100 Student Accounts

12200 Sponsored Programs

Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
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Section 4: Reviewing and Updating Space Room Data
» To update your assigned space with room numbers, occupants, etc, select to update space

task associated to your area: e.g. Update College Admin Unit Space, Update Sub-
Department, etc located under the Update Space heading.

* After typing in the search criteria (bldg name, code, room code, etc.), select the down red
arrow to filter the room list.

* The list will filter according to the information entered.

When in search
windowpane, click on
the p|us (+) or minus MyHome MyFavories ¥y Joos Ty Profie Sign Tt
(-) icon to close or
display the Mini

Ipdate Request [My Space)
lom | Space Updat

2 Reguest (| Review

Console.
@ college12 Sub
Building Building Foor Room Room Department  Department  Dccupant Roo
Name Code Code Code Name Code Code 1 Categ
Informational Guides
0] Brogram Codes Guide =, 3"_‘- DWE | Mennady Dbt o2 VAT2 1250 14186 WP
[ Room Category Guids Seled\[ DWE] Kenn=dy DOD1 (51 108 1250 14500 Y
Celeet V znnzdy 0001 03 COR1 1260 18300 WG
gracellpEiElianes Select DWG) D001 0z CORZ 1350 14200 W&
[ Update Space - All Depariments —
[ Update Space from Drawing Selett DWG) Kennzdy COR2 1250 14200 Wile
= Update College / Admin Unit Space E DWE) Kennedy USing the M|n| Console TR
[ Approve Space Update Request Select ) | DWG) Kennady 012
[ Report Space Discrepancy celect] [owe) Kennedy . . 011
Lislea) fowe), keames After typing in your search
: select] [OWG) Kennedy LT : . iy
Space Audit (sees) mes criteria in the field(s) provided,
0 Creste Space Audi EEY ET3) oozt select the down red arrow to u
[ Space Audit Items Salect DWG| Kennady f|lter the Space Update WA
[ Space Audit Items (DWG) DWE| Kennady . D12
[ Approve Space Audit [tems — . RequeSt IISt' _
[ Clos= Space Audit Kennedy oz
Celect ¥ennzdy 0001 01 140 13250 1l
Reports Select ) | DWG DDD1 (1)} 135 1250 14BDL 011
[ Room Export select ) |Dwe) 01 1124 1250 14300 YyY
[ Room Audit —
Seledt DWG . . 0 310
[ Space Audit Status by Project :] l: Screen MaXImlze
[] Space Audit Status by Sub Department Eled l% L Wid!
[ Space Audit Status by Department E lﬁ Selecting the m|n| arrow W|” po Wl
[ Review Previous Space Audit Select | | DWG] Close the taSk menu and 0 W07
Select DWG . - H 0 010
Drawing Reports (se=2) (o) maximize the viewing and
ol \ . ’
01 Room Details (DWE) Selet) LOWE) working area. Select the arrow ‘ e
O Locate Employee (o) {mmac again to open the task menu e o
[ Occupancy Plan Select DWG| Kennedy 0001 0 w07
[ Room Details select) [DWG) Kennedy o001 03 vaT1 1250 100 w7
{1 Highlight Raoms By Sub Departmant Not all records can be shown. Please use another view or another restriction to see the remaining data
[ Blank Floor Plan
Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
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* Once you have filtered down to the specific room you wish to update, click the “Select”
button to view the Space Update Request (My Space) form.

Select button

MyHome MyFavoites  Mydos  WyProfie  SionCut h=1]

; |
Select displays the Update

et o LSl Space Form for data input AL
Space Update Request || v
Sub-
Building Floor Room Room Department  Department Room
B me Code Code Code Name Code Code Occupant 1 Category
' ws || 230 ' ' ' '
Select | | DWE|_Faclities Management & Police & Public... 0035 02 730 1240 13900 SIMS, DIONTE [dmsims) 310
DWG button
NPT EIE %Ji;"ﬂzg
= Cﬂ e T I Selecting DWG displays the
- 22 || drawing to verify the location
22ZA R
| R S of the room selected for
] .
L T,.. 27 gl updating.
[
STRI
CUI’“ b L H 238 ;|
i Falt 241 .I
210 2490
!! 2‘? e Ta b ._ﬂ_ — — — ] — = Bl S—
18 294 I| 5% |l 03 00
' 2149 1 [ 245 :l =
|! L . oo 57 l_‘ .
‘I e PR FRN& TRE TR oy
= Z15R ZHLU-\I )
| 0 . ] men foreay -
- T | 1 1 Fred
l| = “ - - b 200C 100 z5a || #ama || war = =
3 LY ng =
nnFE il
| = 206 205 0 JI \I =t }—“ ] TRE 295 9% 80 70 277 70
12 = i - L L

 The Space Update Request form will display for room updates. Select the ellispse button
as needed to update required fields: Stations (no. of computer stations, room category (use
of room), program code (definition of space) and room discipline (description of space) and
the Program Code percentage (total will be 100%).

Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
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Approval Level Complete
Provides view of
approval level
needed for changes
before submission

Selecting the
“Complete” button will
save/complete the
room (space) update

Review

Room Category

|

Approval Level || Complete | Cancel

Floor Code:* 02

Building Code:* 0055 Defines the overall
Program Code o ee manmeeme|  TOOM type. |e. Office,
Defines the Room Code:| 23 classroom,
conference room, etc. - —

general use of the Room Area: 50.83 Room Name: [student Lab [--]
space. Ie Department Code! 1340 i Stations:*
Instruction, Facilities Management (Dpt)
general admin etc. Sub Department Code: 13500 i Room Category:* [315 i

‘ Facilities Management AC Office Service o

Program Codex'

Program Coge:* g3

Gen. Admin. and Logist. Srvc

Program Code 2: |

Program Code 3:

Program Code 4: |

Room Occupants

Room Disciphine: |
Room Discipline:

Room Discipline: |

7Disapline:® b?o;

Computer and Informak

]
]
Y

o

...

associated with
research. The grant
code fields will be
completed by
research faculty.

* SIMS, DIONTE (dmsims) B [J prim. Loc. Occupant 6 B O rim toc.
e g Prim. Loc. Qcaupant 7 E I erim. toc.
L3 E 0\ \erim. Loc. E 1 Brim. toc.
N E O Loc. E £ rim. toc.,
Room Discipline Occupant 5 E Cler Occupant 10 (Not Validztzd): leTupenT, 108 E
Qve.ral_l academic Grant Code 1 i Grant Code 1 %: g
discipline for the room = - —
(Classification). I.e. Srant Code 2 a2 Grant Code 2 %: o
Arts & Science, Food |Grant code 3 B Grant Code 3 %: [p
Sel’VICGS Grant Code 4 i Grant Code 4 %: |
Occupant
Select the green ellipse
G Cod button to display data list of
rant Code employees.
Funding inf Selecting the Check box
unding info beside “Prim. Loc.” will

assign the room as the
primary location for selected
employee.

Prepared By: Pamela A. Duff
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Room Category:

UNC CHARLOTTE
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» Room Cateqgory designates the actual use of the room regardless of design intent.
Examples: Conference room, classroom, office, etc.

Select the + to
open the mini
console.

Select the down red
arrow after entering
search data to filter ~ [pr'= 7002 &= 00 700w X yos 2o Al
the data list. pesrriptinn

Flice

&1 TFRATNN ARFAS
Animal Duares
Aanimal Quarers Srer
Apartment

Apartment - Nexigned for Mobilty impairen

Apartment Sarvics

Room Categery: 0[10] (2] 2[3] 3(5] 4[5] &[3] 6[15] 7['2] &[5] 9[77] T[1] W[0] Xi2] ¥[15] Z[1] All
Room Category Description
il Elevator - Paszenger
011 Men's Restroom Equipped for Mobiity Impaired
0z Women's Reztroom Equipped for Mobilty Impaired
013 Unizex Restroom Equipped for Mobilky Inpaired
050 Inactive Area (avaizble but unazsigned)
0300 MNACTIVE AREAS
060 Aleration or Converzion Ar=a
0600 ALTERATION AREAS
070 Unfinished Area
0700 UNFIISHED AREAS
100 CLASSROOM FACLITES
110 Claszroom
115 Classroom Service
200 LAB FACLITES
210 (Clazs Labs
215 Clazs Lab Srve
e} Open Lab
25 Open Lab Srve
2250 Open Laborstory Service
250 RerchiNonclazs Lab
2510 FACULTY/STAFF PROJECT RM
258 RarchiNonclass Lab Srvc
300 QFFICE FACLITES
30 Officg
He Offics Service
&0 Conf. Room
k- Conf. Roem Srve
410 Study Room
- =

Prepared By: Pamela A. Duff
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Program Code

» Program Code identifies the room use and the associated percentage for each program
that is assigned.

* Note: If more than one program is selected, the total percentage of all programs must
equal 100 percent.

Program: 0021 412] 2121 3[1] 4[71 BI7] 6I8] 7141 All[Z4]
Program Program Description
1] Miz=ing
02 Mising
03 HMig=ing
1" Gen. Academic Instruction
15 MiE=ing
21 Institute and Rsrch Cirs
22 Individual or Proj. Rerch
33 Mizsing
41 Library Services
42 Mussums and Galleries
43 Educ. Media Srves
44 Miz=ing
45 Mizzing
a5 Academic Admin.
a7 Course and Curric. Develop.
31 Student Srvc. Admin.
52 Social and Cuk. Develop.
53 Coungeling and Career Guid.
o4 Financial Al Admin.
55 Student Aux. Srvcs
c8 Intercollegiate Athletics
57 Student Health/ked. Srvcs
6 Executive Management
62 Financial Mgt. and Opn=s
63 Gen. Admin. and Logist. Srve
84 Admin. Computing Supp
65 Faculty and Staff Aux. Srvcs
66 Public Rinz/Develop
67 Stud. Recruit. and Admissions
68 Student Records
71 Physical Plant Admin.
72 Building Maint.
73 Custodial Srvcs
76 Mizzing
Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
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Room Discipline

* Room Discipline designates the room academic discipline (Classification of
Instructional Program, CIP); e.g. Art and Sciences, Food Services and Technology, etc.

* A room may serve more than one academic discipline (Instructional Program). Within
Archibus, a room may be assigned up to four different programs; however, at least one room
discipline is required.

Room Discipline: 71151 721211 73[¢] 74141 Up All[=4]

Room Discipline Description

7110 Student Activities

7120 Cultural Events

7130 Student Organizations

7140 Recreation

7150 Intramural Athletics

20 Baseball

7202 Basketball

7203 Boxing

7204 Diving

7205 Fencing

7206 Football

7207 Golf

7208 Gymnastics

7209 lce Hockey

7210 Lacrosse

211 Rowing

212 Rugby

7213 Skiing

7214 Soccer

7215 Swimming

7218 Tennis

217 Track & Field

7218 Wrestiing

7219 Volleyball

7220 Field Hockey

[fa] Softball

7310 Food Services

7320 Health Services

7330 Housing Services

7340 Retail Services & Concessions

7410 Veterans

7420 Foreign Studentz
Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
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Occupancy and Primary Location

» Occupancy identifies the employee(s) associated with the room space. All occupants
may be assigned to the Occupant #1 - #9 validated fields. The Occupant #10 field is a text
field where additional personnel who use the room may be added; e.g. contractors, students,
etc.

* The “Primary Location” box for each field provides the ability to identify the space as
the primary location for the employee.

» Select the check box beside the occupant field to indicate the room as the primary
location for the selected individual(s).

* Note: If an employee has more than one office, the primary location is the one where
he/she spends most of their time.

Primary
Location Check
Box

B O i
l [ priem, Loe. o l I Brim, Lo,
B D eim i pa B D rim iz
B D eim. e pard B O eim o
B Deim. 1oc

1: 515, DIONTE (amsms) | I |9 o, Loc.

Occupant field #10
allows text entry of
individuals not
located within the
Employee/staff table
i.e. students

Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
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» Grant codes identify the funding source associated for room where research is
conducted. Up to four grant codes may be entered with the total percentage of all grants

equaling100 percent.

* Note: Research faculty will complete information for the grants that are associated

with a room.

* To complete the grants section, the faculty member must identify the percentage

associated to each research scholarship.

» External grants that support research will be assigned according to the percentage of
their use of the laboratory to that grant activity.

Grant Code List
Index/Fund Account

501132
501135
501138
501190
3012%
301309
501567
501605
501612
520130
520135
520971
540383
540395
520055

ns |

Account Description

inf |

Secure Info Shanng

Info Assurange Pgm0é

Secure Info Sharing

Info Assurance Pgm05

Information Assurance Program 2006
Information Assurance Program 2007
DOD Information Assurance Scholarsh
Waste Information Modeling (WIM) fo
DOD Information Assurance Scholarsh
Plan PSM in Health Information Tech
PSM in Geographical Information Sai
Analysis for Geosynthetic-Reinforce
Bioinformatics on Hybrid Computing
Information Technology Portfolio Ma
Public Service Fellowship for Infor

Prepared By: Pamela A. Duff
Facilities Management-Facilities Information Systems

2010 ARCHIBUS Space Management

16



UNC CHARLOTTE

SPACE MANAGEMENT MANUAL V1

Section 6: Completing the Form and Reviewing Changes

* Once all necessary room data has been updated on the form, you may select the
Approval Level button located on right of the action bar. A pop up box will inform the level
approval that will be required for changes when submitted. Select OK to close the pop up.

Space update request will require
approval.

* My Level: DP

* Required Approval Level: DV - Department Level

* Once you have completed any other changes and are ready to submit for review and
approval, if needed, select the "Complete" button to save changes.

* A pop up box will display informing of the approval level required for the submitted
changes. Select OK to close the pop up box.

.0

Rooms Approval Level || Complete | Cancel
Building Code:* 0055 Flgar=
Select the complete
nagement & Police & Pu button to update
Room Cede:* 233 changes.
Room Area: S0.83 Room Name: |student Lab =
Department Code: (1240 -] 1
Sub Department Code: 13900 e Room Category:* /315 ]
Program Codes
Program Code:* |53 3 Room Discipline:* |g7p1 . A pop up box will 100
Gen. Admin. and Logist. SrvcliglEE ] inform approval level
Frogr: Code Z: - o i |
caram e = Space update request will require nﬁeded for submitted p
Program Code 3: appl’DVal. changes E D
Program Code 4: 0
* Required Approval Level: DV - Department Level
ROOM Occupants
L: SIMS, NTH oK bant ' O prim. Loe.
B 1 Pom. Loc 7 ! T erim. toc.
! 1 Prim. Loc. ! 1 enm. toc.
' [ Prim. Loc. ! £ erim. toc.
B Oerim. toc. CTEIEERE STUDENT, JOE B
Grant Codee
rant C B Code a
ant n Cnde o
rant C = G Code -
rant Code 4 ] G Code n
Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
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Space Update Request Review Page:

» After closing the pop up box on the request form, the Review page will display providing
an overview of the changes.

* Select the Print Request button to print a PDF of the room changes or select the "Select
Another Room" button to return to the search screen to update another room.

Space Update Request {My Space) finm Select the Print Request to
view and print the
[ information in PDF format.
‘ Select Roam | Space Update Reguest i When completed, you may
= update another space by
Room Seleet Another Room | giPrint Request clicking on the "Select

Another Room" button.

Building Code: 0053 Fioor Code: 02

Room Code: 230 Room Name:

Room Area: 207.66 Satons: 2
Department Coge: 1240 Sub-Department Cooe: 13500
Room Stzndard: Room Category: 310
Room Discipline: Epace Update Request Code: 3066

Program Codes

Program Code 1: 63 Program Code § Room Discplng; 0701 Frogram Code 1 %: 100

Program Code 2: Program Codz 2 Room Discipline: Program Codz 2%: 0
Program Code 3; Program Codz 3 Room Discipline: Program Codz 3 %: 0
Program Code 4; Program Code 4 Room Discipline: Program Codz 4 %: 0
Room Occupants

ccupant 1: SIMS, DIONTE (dmsims) Occupant &

ccupant 2: DUFF, PAMELA (pduff) Occupant 7:

ccupant 3: Octupant B:
QOccupant 4: Occupant 9:

ccupant 5: Occupant 10 (Not Validated):

Grant Code 1 %: 0
Grant Cooe 2 %: 0
Grant Code 3%: 0

Grant Coge 4 %: 0

Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
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Section 7: Updating All Department Space

* In some cases, the Update Space within Area rooms list may not include the latest
acquisitions of space or maybe department personnel have moved to a new building. In this
instance, the space manager may request additional space that the department already
occupies.

* Any space requested outside the area of ownership will require higher-level space
manager approval. The level of approval needed will depend upon the boundaries crossed
by the space changes that are requested.

* To Update Space when the Room is not listed within your Update College/Admin Unit,
select the Update Space - All Departments.

* Note: When requesting space outside “area of ownership”, the same form that is used
when updating own space is used except space outside “area of ownership” will require an
approval process before the space may be acquired.

*

7 UNCCHARLOTTE

@ Space Management

@ Space Allocation

@ College / Admin Unit Manager

Tasks:

Informational Guides
[ Program Codes Guide
[] Roorn Category Guide

Space Update Request

B Update Space - all Departments

[] Update Space from Drawing

[] Update College / Adrnin Unit Space
[[] Approve Space Update Request

[[] Report Space Discrepancy

» After locating and selecting the space to be updated using the data sheet, the Space
Update Request form will display. Complete changes as needed.

» If you would like to review the approval level required before submitting the change,
select the Approval Level button located in the upper right of the action bar. The pop up box
will display informing of the level of approval required.
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* You may also select the View Existing button to display the Review Existing Space Date
windowpane allowing you to review the current information for that space.

* When you have finished reviewing approval level required or previous changes, select
the "Complete" button to submit the changes for upper level approval.

Select the View
Existing button to
display the Review
Existing Space Data
repott.

Approval Level | View EVasting | Complete | Cancel

UuUL Flonr Coder+ p1

To view the Approval

Kennedy

Hoom Area:

mepartment Code:

Sub Deparlmenlt Cude:

100/~
52.72

Fas0
Mullicullural

28000

fsadernns S

Level required before

submitting changes,
select the Approval
level button.

When ready to submit
changes for upper level
review and approval,

select the "Complete”
button.

Multicultural Academic 5w

Program Cuodes

Program Uode:™

Koom Uiscipline:* 1303

Military o

Program Code 2: Room Disciphine: Program Code 2 Y:

Program Code 3: | Room Disciphne: | Program Code 3 Ye:

Program Code 4: [ Room Discipline: | Program Code 4 %oz

Room Occupante

Cusupanl 1 I Evien. Loc. Cusupanl & [

Cocupant 2 ! Prm. Loc. Cocupant 7i [
O iriem. tae.
'l Prun. Lo,

DOrem. tan

Cusupanl 3 Cusupanl &:

Crecupant 2 Cecupant 9 |

Uszupant b Uzrupart 10 (Net Validated): sruoenT, soe
Grant Codes
Granl Cude 1:

Crant Code P

Granl Cude 3:

= &= =

Crant Code 4

I e
Pt Broe
O e

Il Prun.

Raview Existing Space Data

ROOM DFEFTATE S

Hailelic : Mennedy il amhizz= OOOL

Uleme €omdm: ™ 01 e T 10D0A

Review Existing Space
Data form displays Pies S
space assignment e Sl
information prior to
changes.

Crepartment Code: 1:a0 ub Crepartment Code: 1sme00

sz.72

Hesser 1 3is.

Hoom Category: 215 Room Iype:

ROOM OCCUPA

Chanaard T Chnaaaard B

Sooupant =i Secupant 7i -

Secupant 2: Scoupant 2@
T L

Uccupant L: Gccupant 10 (Not validated): STUDENT, IQE

GRANT CODLCS
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Section 8: Updating Space from Drawing

* View and update space data using the Update Space from Drawing task. Type in search
criteria and select the down red arrow to locate the building using the mini console.

=1 Building Building Name
[0001 [ozl ]

Eg q"""ﬂl Kennedy

L1 0001 Kennedy

o001 Kennedy

"1 o002z Macy

L] o002z Macy

"1 0003 Facilities Management

L] 0004 Atkins

F1 0004 Atkins

* Next, select the check box beside the building name and floor.
* The floor plan for that building and floor will display for viewing and room selection.
» The floor plan will display within the DWG windowpane

d Building Building Name g}g} al@[g ¥ |§ Value
o - : _ 0000 Unassigned Space (Department
J43 TaC
. M . The department I. 1000 Chaneellor (Dpt)
- T i Use the codes and gl pe
-$%5 Facitizz Manggem i buton associated it J'e. ezl ET.E fus {Dpt)
s Facifies anzgen||  to zoom in, highlight color 1040 Business Services (Do)
zoom out, identifies cach 1030 Auwsiliary Operations (0pf)
center, pan etc dept on the - .
1150 Systems Development (Dpt)
S}ellecktiﬁg thfe 1220 Training (Dot}
:h:il ng:nc?r 1240 Facilizes Managemen: (Dpt)
floor will Click the room | 1250 Maintenancs and Opzrations (D
display the bldg on the Drawing . . K
floor plan to select the Ll H0|:|sekeep|ng {FP»]
room for 1230 Police and Public Safety (Dpt)
updating. 1230 Risk Mgmt, Safety & Securiy (D

1300 Academic Affairs (Opf)
3800 Not Anplicablz (Dpt)
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» The drawing windowpane will contain the drawing action buttons located at the top of the
windowpane

» Use the drawing action buttons to manipulate the drawing.

ICON Description of Drawing Action
[:% Select Mode: Allows user to float over a room and retrieve
information, or to double click to bring up a description.
a Zoom in: Zooms in by selecting a window to view
,& Zoom Window: allows user to highlight and zoom into a section of
| the floor plan
IEI.. Zoom out: Zooms out with each click of the map/floor plan
@ Zoom extents: Zooms in or out to the extents of the map (Not
J recommended)
;:E::.ﬂ} Pan: Allows the user to move the map by left clicking and grabbing
e | the map
@ Center: Centers the floor plan within the windowpane
' Isometric: projects the floor plan on a different plane for three-
- J dimensional viewing
Reset Assets: Reloads the map/floor plan including selected rooms
l j or items color
5”'] Clear Assets: clears the map/floor plan selected rooms or item color
Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
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* To update a space item click on the room that needs to be updated.

* When the room is selected, the Space Audit Items “Space Change Request” form will
display allowing updates.

ApprovalLevel | ViewExisting | cCompilete
Bullding Code:* nnss Floor Code:* nz»
Facilities Management & Police & Pu
Hoom Code:* 229
m Area: 17R.47 Room Mame: [ i
Ciepartment Code: |154p l Stations: ¥ |1
i’ac ties Management {(Dpt) )
sub Uepartment Code: [1za00 2 Hoom Category:® [31g i
Fac ties Management AW Office Service B

Program Cods:* 53 n Eoom Discipline:* [g506 n Program Cods 1 %% [1gg
Gen, Adi and Lugisl, Srvu Busiiess Ma aygenenl and Aduinislral .
Program Code 2: | = Roormn Disciphine: | = Program Code 2 %: [p Iom
Program Code 3: l Roorn Discipline: l Prograrm Code 3 % |g
Prograrm Code 4: | u Roaorn Discipling: | u Mrogram Codec 4 % .D

Ronm Ocenpants

i 1 Prim. Loc.

[ prim. Loc. Ouuupant 7 | | 4

Gecupant 1: 4 FEXANDER, WALTER (wa

Cccupanl 2 [

» After updates have been completed, select the “Complete” button to save the changes.

» If the change is within the area of ownership then the audit change will be automatically
in approved status.

» A pop up will display informing the space manager that the space update was completed.

Space update
completed.

Message

Space update request will require approval.

* Requirad Approval Level: Division Level

Approval request will be submitted and the following space managers will be
netified:

» If the request affects space outside the area of ownership a notice will display and the
space request will be sent up the hierarchy for approval.
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Section 9: Space Approval Scenarios

e Scenario #1:
Space Change request occurs within the Business Unit but outside College/Admin Unit.
The approval must occur at the higher BA Division Level. Approvals will follow the chain of
command and must be approved on each level and then be approved at the final approval
level.

= UNC CHARLOTTE

@ Spacc Management

@ Space Allocatlon

Infonmational Guides
| I Mrogramn Codes Cuide
O Room Category Guide

O Update College / Admin Unit Space
O Approve Space Hpdate Reqoest
I Requnrl S Discrequanm:y

Space
Committee/Division
Manager

Business Affairs
Division (XX)

Final Space
Request
approval occurs
at BA Division

Business Affairs
Division (XX)

Space Request
Initiated within Same
Division but outside
College/Admin Unit
must be decided upon
at the Academic
Affairs Division level

Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
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e Scenario #2:
When a space update request is initiated for space owned outside the Division, (i.e.

Academic Affairs owned space) then the final approval must come from the higher Division

levels.

Space Requested is
located outside
Division; therefore,
final approval must
occur at the highest
level among the
Divisions

£
12

Final approval for
space requested
occurs at the highest-
level, the Academic
Affairs Division (XX)
who owns the space.
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When space approval requests occur within the same Division, but across different

UNC CHARLOTTE 26
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departments, then the next highest level who owns the space, the College / Admin Unit,
must complete the final approve the space change request.

Space Requested is
located within the
same division, but
outside the
college/Admin Unit,
then approval occurs
within the
college/admin unit

|

EF

Sub Dept
XXXXX

Final approval for
space requested
occurs at the
College/Admin Unit
(XXX) who owns the
space that is being
requested
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Section 10: Approving Space

* When lower level space items are changed or updated where changes affect areas
outside the space managers’ area of approval, then the space item will be sent for upper
level approval.

* When the item is submitted to the higher level approver queue (department level and
higher), then the space manager will review submitted space items and either approval or
reject the space change request.

» To review and approve or reject submitted space item requests, the Assigned Space
Manager/Approver access the Approve Space Update Request task to review and approve
the submitted space change.

7 UNC CHARLOTTE

@ Space Management

(&) space Allocation

@ Division Manager

Tasks:

Informational Guides
[ Program Codes Guide
[] Room Category Guide

Space Update Request

[ Update Space - All Departments
[ Update Space from Drawing

= Approve Space Update Request
[ Report Space Discrepancy

» The Space Change Request Approval screen displays. Select the specific room to be
reviewed from the list of requested changes.

» The form with the submitted change request data displays for review within the right
windowpane.

Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
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MyHome MyFavortes Mylbs  MyProfe  GonCut Heb

Select Room Refresh ~ Space Change Request
Building Room Name: Faclites Management & Bolicz & Public Safety  Bulding Code:® 0035
Status Code Ro i
- : ul] Room Code: 205 Requestor:* BUFF, BAMELA [pduff)
) a0l

Select the room
from the list.
The Space

Sfztue:
Reguested Changes

Change Request Change Ttem

o The room
Wllrll C_)W}fane = details along
will display with requested

Hpprover:

Current

Change
Value = CurrentValie Etails

changes will
display.

View Exisfing i Anprove !| Reject !| Updste | Cancel

Dtz Reguested\

iz o] The action bar
provides the
option of Viewing
Existing room
status, approving

Change Level the request,

rrr tino the

clites Maragement & Folce B Pubc Safety

Reguesior:™ CHAMPION, DAVID {dchampd)

Sratens

= Currest Valse Details

Apprtwer:

- Change Valoe = Change Value Details

Maragers Office Submitted CHAMSD
050 [ractrve Anes (avaidable but urassigned) Submited CHAMSION, DAVID (dchampsd)
Submitted  CHAMPION, DAVID (dchampsd)

Grart Code 1 501013 Strategies F/Suctess 1019
ODetupant 2 o DUFF, PAMELA {paufT) Submitted
Occupant 10 (Not Vieldated) RONE New Gy Submitbed

ewlestng | Approve | Reject | Upame | Canced

oM, DAVID (Schampss)

» The requested changes listed in horizontal format within the windowpane will be
highlighted identifying each request according to the type of change.

Orange

COLOR STATUS/IDENTIFIER
Department or Sub-Department Changes
Light Yellow Room Name or Stations Changes
Yellow Room Category Changes

Grant Code Changes

White

Occupant Changes

» Approve Space Request Action Items: The actions bar located in the upper right of the

windowpane provides several options for the space manager who is approving the changes:
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» View Existing: allows the approver to view the details and the status of the room before
any changes are implemented. After selecting the View Existing button, the form displays
the details of the current assignments.

Review Existing Space Data

1IOOM DEIAILS

Sacilities Managament & Police & Suhlic Safeby

Koom Liscipline: Hoom Standards

Room Cateqery: Ull Room Typs:

ROOM OCCUPANTS

Uccupant 1: FISHER, MARY nklisher ) ©ccupant Lt
Ciecnpant 7 iemipant ]
Cuaupant 3: Ouuupanl 8:

Qoccupant 2 b pant

Ceripant 5 nant NNt A

GRANT CODES

» Update: the update option allows the approver to update the requested changes and make
corrections before approving the request.

* When the Update button is selected, the “Rooms” pop up windowpane will display allowing
the space manager to review and update the requested change information, as needed.

* Using the Room windowpane view, the space manager may select new information using
the ellipse buttons to correct all inaccurate data fields.

Tave | Cancel [Ee

Requestor:* CHAMPION, DAYID (dchampid) Date Requested: 04/2/2010

Building Code:* poss Floor Cods:* 01

Facilities Management & Police & Pu...
Hoom Code:= 109
Rocm Area: 93.NA Select the SAVE
button to save the
updated to the
audit space item.

Department Code: gy
Unassigned Space {Dizpartment)
Sub Department Code: popoo .
Unassigned Space (Sub-Department)

Program Codes

Program Code 1:% 53 i Room Discipline:* [p1gg Pragram Code 1 %:% |jppg
Capable of Use {inactive/unassigned... Other, Specfy
Program Code 2: | i Room Discphne: | i Program Code 2 %: |p LS
Program Code 3: | i Room Discipline: | i Program Code 3 %: |g
Program Code 4: | i i Program Code 4 %: g

Select the ellipse
button beside the

Moom Occupanta

. - 1 fields to be 1

Jczupant 1 im. Lo B O erim. oo
= = cotrected to filter —

Jezupant 2 and select from B O erim. voc.

the validated list. >
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» After making the necessary changes, the space manager selects the Save button.

» A pop up displays requiring confirmation of the changes and informing the space manager
if additional approval required. Select “Yes” to confirm.

7J space update request has been submitad but will requirs spproval.

Pemcpinmed Agrpacrend | sl Dhivinivans | vl

» Approve: the Approve action button allows the space manager to approve the requested
changes.

» Request Approvals requiring additional Higher-Level Approval. When a space request item
has been approved at a lower level and requires additional higher-level approval, a pop up
will inform the approver that the request has been submitted to the next level for approval.

* When any request is approved at the current approval level but requires higher level
approval, then it will be submitted for higher approval. An email notification will be sent to the
requestor and the approval levels

Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
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Section 11: Reviewing Audit Items

* When an audit is generated, the space audit managers will receive an email notification
that an audit has been generated requiring them to log into Archibus to review, verify and
update space audit items as needed.

» To update space audit items, the space audit manager will log into Archibus select the
Space Management tab and then the Space Audit Items task within their role.

% UNC CHARLOTTE

Iasks:

@ Space Management

Informartlonal Guldes
[0 rrogram codos Coaide

@ Space Allocation M1 Ronm carcanrs Coide

Space Update Reguest
[ vpdare spacc all Deparrments

Processes or Roles: M1 tndare

M update Crepartment Space

Acc from rrawinn

M approve Space Update Request
M ®eport Space Discrepancy

@ Division Manager

Space Nudit

] M1 “reate Space audit
- - M Space Audit Items B
@ College | Admin Unit Manager M1 =pace Audit stems (LW Space Audit
O mepeprove Space Audit ltems Tasks
Ruozgrasnis
Department Manager M meom Lepor
O room audit

O Spauve Audil Status by Hroject

Ll Spauve Audil Slalus by Sub Deparlinent
Sub Department Manager ) St el S et (oo (Bemrer o

L Mezwiezww Prozwiemes Shpesea: Saarhil

Drawing lieports
Review Space Data LI Rouvin Delaile (BWS)

[ Froopslosy s

[0 room Dotails

@ System Administrator M1 Hiahliaht Roams By Sih Geparment

1 2lank Floor rFlan

Prepared By: Pamela A. Duff 2010 ARCHIBUS Space Management
Facilities Management-Facilities Information Systems



@ Space Allocation

@ Sub Department Manager

Informational Guides
] Program Codes Guide

| | Room Category Guide

Update Space

[] Updats Space - All Depariments
[] Update Space from Drawing

[ Updats Sub-Depariment Space
[] Report Space Discrepancy

Space Audit

= Spacs Audit Itzms

[] Spac= Audit Tt=ms (DWG)
[ Al Space Audit Items

Space Audit Project Code

Space
10191

The data list may also be
filtered to locate specific
items for bulk selection
and update using the
mini console and filter

UNC CHARLOTTE
SPACE MANAGEMENT MANUAL V1.0

Audit Name

fm_audi2010

Select the Survey by
clicking on the
highlighted survey name
to review the list of audit
item to be completed

Building Hame

o “Requested” audit items

H|  will display in blue

Bl highlight. Other highlight

H|  colors are identified as:

o| “Completed” items = Light
O Green; “Completed No
Changes” = Dark Green;
Dl “Submitted” for approval =
O] yellow; College/ Admin

0| Approved = Purple; “Dept
0| Approved” = Orange; and
O “Rejected” = Red

(]

T [ [

TG TS Ty S
Department = I

Kennedy

Faciiies Management & Polics & Pubic Safs)|

Faciiies Management & Police & Public Safety
Facliies Management & Pofics & Public Safely
Faciities Management & Police & Public Safely
Facliies Manapement & Police & Public Safzty
Faciiies Management & Police & Public Safety
Faciities Management & Police & Public Safety

Faciities Management & Police & Public Safely

Deadline
SI22010

NoChange | Refresh

Selecting the
DWG button
will display
the bldg
drawing to
view room
location.

Ll jFal

0 124

13800
T30
]
13600
il
T30
]
13600
el
13800

13600
13600

13800

RN @ a|® T 4T

FatTs

Lo e o S
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2 UNC CHARLOTTE

Idi p o BT Al i
O suldmg - suainf5[%]Q) | RIQIAIR|E) 4|2 Value
0055 =ubmitted
= Department Aporoved
=% 3 acilitie: Culleue/Adimin Unil Approved
= 0055 Facilitic: Rejected

Complcted
Completed No Changes
Hequestsd

Status Represents the status of the space item for a particular room. If the field or room is blank (has no
color) then a request is not associated with the room. The status of a room can be:

Yellow — the space survey request has been submitted pending status meaning a Space Mgr
has submitted a request but the Upper Level Space Administrator has neither approved
nor denied the request.

Orange — the space survey item has been approved at the Department Level.

Purple — the space survey/request item has been approved at the College Admin Unit Level.
The request may require

Red - the space survey request has been rejected or denied by an upper level Space
Administrator.

Lt. Green —the space survey item/request has been completed by a Space Administrator.

Dark Green — the space audit item was completed without changes by the Space Audit Mgr.

Blue — a space audit item awaiting review and updates by the area space audit manager.

Value
Submitted
Cepartment Approwved
College/admin Unit Appro
| Rejectad

Compl=ted

Complatad No Changes
Reguastad
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Section 12: Viewing and Printing Room Export

» To view and print the Room Export Report from within the Space Management Module,
first log into Archibus using your NinerNet Username and Password.

* Next, select the Archibus Space Management tab and then your Space Manager Role.

* Once the task list displays, select Room Export task located under the Reports heading.

@ Sparce Managerrrenil
@ Space Allocation
@ Dreprar Linrenil Marsages

Tashks:

Informartional Guideas
1 Pregram Codes Suide

[0 Room Category Suide

Space Update Reguest

1 update Space - All Departments
1 update My Space

1 update Space by Drawing

1 Approve Space Update Request

Space Audit

[0 Crecate Space Audit

[0 Spacc Audit Items

[0 Approwve Spacc Audit Ttems Room EXpOft
Manage Background Data .
The Room Export view

allows viewing and printing
selected room exports in
~| PDF format

Ll Manage Suh Neparfment Approwvers

Reports
W Ruumn Exporl
M1 Ruwrm Aadil
1 Ruurm Delails by Drawing

[0 Lucale Ermmpluyce

0 Spave Audil Slalus by Prujecl

0 Spave Audil Slalus by Sub Deparlinent
[0 Spave Audil Slalus by Deparlinenl

» After selecting the Room Export task, the search console will display allowing you to
select Building Code, Sub-Department, etc. to narrow the search for your report details. By
selecting the green ellipse button beside the field, you may search the data list.
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o= Sub-Department Code:

|
B anmn Flismipline- - -
Suls
O 8337 _ Room s Select the green 23527 | sub Department Name 23527 | ped
1 A0z23 o1 . . 14200 Facilities Management Zone < 1250 ™Mai
O aoas = ellipse button beside = oy —— e raci
= AD2S o1 eaCh f|e|d tO VieW the 20200 Athletics Admin/Support 2e00 Atk
= ADZ1 o1 zas00 ITS-Telecommunications. zos0 ITs
[} AcoF o1 data list and select 25000 University Center 2es0 uni
=1 A0oS o1 . . 20000 Universi ty Center 2650 Uni
= Ao11 o1 your criteria. 13500 Facilities Management AVC 1240 Faci
(] AD10 o1 zs000 University Center 2660 Uni
[ ] ADO08 o1 0049 Milimore-Wallis Center 29200 Student Fee Commission 2670 Stu
=1 ADos o1 ooas Miltimore-Wallis Center 1250 Main
[ ] A1Z2T oz o004as Miltimore-Wwallis Center 30900 Athletics Admin/Support 2900 Athl
|l | A11S8 oz o049 Miltimore-wallis Center 31450 Athletics - Women's Sports 2920 Athl|
[ ] Al128 o2 0049 Milktimore-Wallis Center 20900 Athletics Admin/Support 2900 Athl
| | Al121 o2 0049 Miltimore-Wallis Center 30900 Athletics Admin/Support 2900 Athl
m Al11s oz 0049 Miltimore-Wallis Center 31450 Athletics - Women's Sports 2920 Athl
| il | Al11S oz 0049 Miltimore-Wallis Center 1250 Main]
[ ] A1l o2 0049 Miltimore-Wallis Center 20900 Athletics Admin/Support 2900 Athil
|l | Al138 oz o004as Miltimore-wallis Center 30900 Athletics Admin/Support 2900 Athl

Select Value -

Building Code Building Name
‘onss

[+ q \;- Campu=

o001 Kennedy

ocooz Macy

0003 Select the red down Facilties Management Storage Building
nnns arrow to filter the data  |=*=

o0os | t after entel‘in our Cone University Center
o006 IS A A g y Heating Plant

o007 search criteria. 0il Storage Tanks
o003 Denny

o009 Garinger

o010 Winningham

0011 King

o012 Smith

0013 Belk Tower

o014 Receiving/Stores
0015 Summer Programs
o016 Barnard

o017 Belk Gymnasium
2ols lsmera el

» Selecting the down red arrow filter button will filter the list according to the information
that was entered. Select your building code/name to populate the search console.

» Filter the room data list further, if needed, by selecting a department, sub-department
code, room category, discipline, etc. After completing the search criteria, select the Search
Now button located in the upper right corner of the windowpane.

Select Value -
Building Cede: 0[1]
Building Code

AllT1
Building Name

Qas3s

.U 055

Faciiti=z Management & Police & Poblic Safety
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Search Console Search Now | ShowAl
Building Code: pss I Sub-Department Code: 3900 I Deparmert Code: yuap I
Faclites 'n'a“':;ETE“:ki:m Faclities Management AVC Facites Wanagement {Dpt

Raom Category The building and i Room Cemdiion; v

department names will
display below each field.

Search Conzole [ Search Now | | Show Al

Once you have entered
your search criteria using -
e —— the ellipse buttons, select @reor | s
Building the Search Now button to Department
Cole =) Sl Mame filter the room details. Code

0049 Hiltimore-wallis Center 14

0045 Milbmore-Wallis Center 13500 Facilities Management AVC
S 01 ooag pited ar=lie . L -

OO

» After the Search Now button is selected, the Room Details Export area will display the
information associated with the selected Search criteria.

Room Details Export =PDF | xs
Sub-
Room Room Floor Building Department Departmen

(] Code Name Code Code Building Name Code Sub-Department Name Code

Il 144 01 Q035 Facilities Management & Paolice & Public... 14800 Housekeening 1260

I 119 01 D055 Faciliies Management & Police & Public... 13900 Facliies Management AVC 1240

] 145 01 0053 Facilities Management & Police & Public... 13900 Facilities Management AYC 1240

I 146 01 D055 Faciliies Management & Police & Public... 13900 Facliies Management AVC 1240

O 112 o1 0055 Facilities Management & Police & Public... 14900 Recycling 1270

O 105 01 0055 Faciliies Management & Police & Public... 13900 Facilities Management AVC 1240

] 109 01 0053 Facilities Management & Police & Public... 13900 Facilities Management AYC 1240

I 108 01 D055 Faciliies Management & Police & Public... 13900 Facliies Management AVC 1240

O 106 01 0053 Facilities Management & Police & Public... 13900 Facilities Management AYC 1240

O 104A 01 0055 Faciliies Management & Police & Public... 13900 Facilities Management AVC 1240

] 104 01 0053 Facilities Management & Police & Public... 13900 Facilities Management AYC 1240

I 103 01 D055 Faciliies Management & Police & Public... 13900 Facliies Management AVC 1240

] 179 01 0055 Facilities Management & Police & Public... 99000 Not Applicable 9500

O 1478 01 0055 Facilities Management & Police & Public...

O 100A 01 Q035 Facilities Management & Paolice & Public... 14000 Labor Serviczs 1240

O 151 01 0055 Facilities Management & Police & Public...

* Next, select the room items from the list within the Room Details Export that you wish to
display in your report. If you wish to select to view all the data, select the first check box in
the column heading.
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Room Detals Export PDF | L5

Individually select the check box Sub-
poom  Room | Of the items you wish to view in Department Departmen
[ Code = Namg/ Your report. Code Sub-Department Name = Code
144 Public... 14800 Housekeeping 1260
119 01 1055 Facilities Management & Police & Public.. 13800 Faclities Management AVC 1240
145 0 0055 Facilities Management & Police & Public.. 13500 Faclities Management AVC 1240
[T 16 01 0055 Facilities Management & Palice & Public... 13900 Faclities Management AVC 1240
O u2 01 0055 Facilities Management & Police & Public... 14300 Recycling 1270
[J 105 01 1055 Facilities Management & Police & Public.. 13800 Faclities Management AVC 1240
0 19 0 0055 Faciities Management & Police & Public... 13900 Faclities Management AVC 124D
[] 108 0 0055 Facilities Management & Police & Public.. 13500 Faclities Management AVC 1240
[0 1 01 0055 Faclities Management & Police & Public... 13800 Faclities Management BVC 1240

You may also bulk select all the
items by selecting the first
checkbox in the field heading

Room Details Expor

Sub-
a TTOUT Department Departmer|

Code Name Code Code Building Name Code Sub-Department Name Code
144 01 0055 Facilities Management & Police & Public... 14800 Housekseping 1260
119 01 0055 Facilities Management & Police & Public... 13900 Facilities Manapermert &vC 1249
145 01 0055 Facilitie Fadities Management & Police & Public Safety g Facilities Management AVC 1240
146 01 0055 Facilities Management & Police & Public... 13900 Facilities Managemnent AYC 1249
112 01 0055 Facilities Management & Police & Public... 14900 Recycling 1270
105 01 0055 Facilities Management & Police & Public... 13900 Facilities Manapermert &vC 1249
109 01 0055 Facilities Management & Police & Public... 13900 Facilities Management AVC 1240
108 01 0DOSS Faclbes Management & Police & Public... 13900 Faclbes Management AVC 1240
106 01 00ss Facilities Management & Pelice & Public... 13900 Facilities Management AVC 1240
1044 01 0055 Faciliies Management & Police & Public... 13900 Facliies Management BVC 1250
104 01 0055 Facilities Management & Police & Public... 13900 Facilities Management AVC 1240
103 01 0055 Facilities Management & Police & Public... 13900 Facilities Managemnent AYC 1249
179 01 0055 Facilities Management & Police & Public... 939000 Mot Applicable 9300
1478 01 0055 Facilities Management & Police & Public...

100A 01 0055 Facilities Management & Police & Public... 14000 Labor Services 1240
151 01 0055 Facilities Management & Police & Public...

100B 01 0033 Facilities Management & Police & Public... 24300 1TS-Telecommunications 2080
100C 01 0055 Facilities Management & Police & Public... 99000 Not Appdicahie 3500
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* Next, select the PDF button located in the upper corner of the Room Details Export
window to view/print the information in PDF format. The report will automatically display for
viewing/printing if the report is 80 pages or less.

* Note: If the report is larger than 80 pages, you will need to select a page button in 80-
page increments before viewing and printing the report. After selecting the Page button, i.e.
“Page 1-80", the pages will display in PDF report format.

[ Page180 | [ Pagest-160 |[ Pagets1240 |

For reports over 80
pages, select the page
button to view / print your
report in 80-page
increments.

* Once the Room Details report displays in PDF format, select one of the icons[E; ﬂ
located within the upper left corner of the report to print or save the report.

* Repeat these steps to print and view the remaining pages of the report, if needed.

T = T ————

- Gt twithy O & & & [% - 0 Glodbewn- P i Y i

20

Room Detail

™
UNC CHA
SeleCt the prlnt or save Police & Public Safely Room Code|144
icon to save or print your e e
room detail report. Siih Dapartmant Coda | 14800
Drasion Code | 1280
Drivision Mame | Houscleeping (Opt) e | 153014
FRuorm Condilion Roormn Calegroy | 310
Foom Discipline R oo Discipline Descriplion
Irrospresrn Cloneds 1 Prrograrn 1 Descrphion | £3
Program Cods 2 Praogram 2 Dascriplion
IPrograrm Codes I'rogram 2 Descrplion
Program Coclh:4 FProgram 4 Description
Craril Cods 1 Zranl 1 Descriplion
Grant CocdeZ Grant 2 Doscription
Grant Codal Grant 3 Dascriplion
Grant Coch:4 Grant 4 Doscriplion

* Note: The room details may also be exported into an Excel Spreadsheet. After using the
search console to filter the room information and selecting (using the check boxes) the room
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information for the report, select the XLS button located in the upper right corner of the
filtering the Room Details Export window.

Room Details Export '@POF | xLS
Sub-

Room Room Floor  Building Department

Code = Name = Code = Code Building Name Code Sub-Department Name
0 cod ode = Cod Id d b
144 01 0055 Facilities Management & Palice & Public... 14800 Hausekezping
119 01 0055 Facllities Management & Police & Public... 13300 Facilities Managemey
145 01 0055 FaditiesManagement 8 Poice & Pubic.. 13| YOUr Selectroom details

information can be exported to
[T 146 01 0055 Facilties Management & Police & Bublic.. 133] @ XLS spreadsheet format for
_ . viewing and printing by

0 01 0055 Faclities Management & Police & Public.. 148] selecting the XLS button.
[T 105 01 005S Facilities Management & Police & Public.. 13500 Facilities Manapement AVC 1240
0 19 0n {055 Faclities Management & Police & Public... 13500 Faclibies Management BVC 1240
[] 108 01 00SS Facilities Management & Police & Public... 13500 Faclites Management AVC 1240
[T 104 01 1055 Faclities Management & Police & Public... 13500 Facilities Management AVC 1240

* When the File Download displays, select the Open button.

* The Room Details Export will display. Select the Save button located in the upper left
corner of the window to save the report.

false [.._ .

x|

Do you want to open or save this file?

@ j Mame: uncc_room_export_details08-20-06. xls
il Type: Microsoft Office Excel 97-2003 Worksheet, 30.0kE

From:  archibus.uncc.edu

[ Open [ Save I[ Cancel I

[¥] Always ask before opening Ihs/ file

s Whils fils fram

g' hamyourcond  Select “Open” to open
~ =Y and view the data in
spreadsheet format.
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Eéj; Ha -e-3 )+ Microsoft Excel
- llome Insert
" = P Select the save
: button to save your
1®) uncc_room_export_details08-20-06 [Read-On| Spl"eadsheet_ - =%
A B E F i

1 |Room Demﬂ's!Export

2

3 Room Code Room Name Floor Code Building Code Building Name Sub-Department C:

4 101 01 0 Facilities Management & Police & Public Safsty 13300

5 "200 02 Facilities Management & Police & Public Safsty 13300

6 200A 02 Facilities Management & Police & Public Safsty 13300 =

7 228 02 Facilities Management & Police & Public Safsty 13300

8 120 01 Facilities Management & Police & Public Safsty  "13300

9 250 02 Facilities Management & Police & Public Safsty 13300

10 139 (]l Facilities Managsment & Police & Public Safsty 13300

11 M114 01 Facilities Management & Police & Public Safsty 13300

12 COR3 02 Facilities Management & Police & Public Safsty 13300

13111 (]l Facilities Managesment & Police & Public Safety 13300

14 "15 01 Facilities Management & Police & Public Safsty 13300

15 7201 02 Facilities Management & Police & Public Safsty 13300

16 217 02 Facilities Management & Police & Public Safsty 13300

17 27 01 Facilities Management & Police & Public Safsty 13300

18 222 02 Facilities Management & Police & Public Safsty 13300

19 210 02 Facilities Management & Police & Public Safsty 13300

20 104A 01 Facilities Management & Police & Public Safsty 13300

217233 Storage 02 Facilities Management & Police & Public Safsty 13300

22 229 02 Facilities Management & Police & Public Safsty 13300

23 222D 02 Facilities Management & Police & Public Safsty 13300

24 M33 01 Facilities Management & Police & Public Safsty 13300

25 138 01 Facilities Management & Police & Public Safsty 13300

26 M40 (]l Facilities Managsment & Police & Public Safsty 13300

27 M37 01 Facilities Management & Police & Public Safsty 13300

28 21 01 Facilities Management & Police & Public Safsty 13300

29 "30 (]l iliti ement & Police & Public Safety 13900

20 F404 T Coilitic o Blosococnont @ Miolica @ Meblic Oofoi. Fyonnn

H 4 b M Sheat1 7]
e —
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Section 13: Printing Paginated Drawing Reports

» After logging into Archibus, select the Space Management module tab and then the
specific assigned role. Next, select one of the tasks located under the Print heading to view

and print drawing: e.g. Occupancy Plan, Room Details, Highlight Rooms by Department, etc.

&

2 UNCCHARLOITTE

-

@ Space Management

@ Space Allocation

@ Department Manager

Tasks:

Print

~ Occupancy Plan

~ Room Details

+# Highlight Rooms By Department
~ Blank Floor Plan

 In the fields provided, enter the Building Code, floor code, etc, then select “Show”.

Highlight Rooms by Department Par Floor fam

iter show || Ciear | paginatea Heport
—

Highlight Reome by Department Per Floor

NENOECEV e

_

» The Building information will display in the Select Floor window. Click the plus sign (') to
expand the list to the floor level and then select it.
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Highlight Room= by Departmeant Per Floor

Filles

Eulnding —odc: |ooss

m@ 0055 Facilities F.ianaq_ernent & Police &

bl T im e

Enter Building
info for filtering

Surmmanry by epartmeent

=i 0066 Fauililice Manausmenl & Pulice &
Public. Safety
02 COSSTIOZ

1240-13900

* Next, click the floor information in the Select Floor window to view the drawing for the
building selected. i.e. 2nd floor, Bldg 0055. The drawing will display.

Select Floor Highlight Rooms for Floor: 0D sartment: 1240-13900
5 0055 Faciiies Management & Pobce 8 Frows T
Public Safety a & i
=02 D035
-~ 1240-12500 . i
Drawing & detail
P — =
e
=== buttons
viam  cof =
28 | 1 )
- =1
21
Select Floor :
. S50
windowpane _— _ e -
= =3 Y =3 =
i ] - 1o
e = E.'.S wese mﬂ =t
=
= e =0 20 x5 || =2 -
L - Eod=d
i Pk 2057 |Geg 03
s o > g
I N Y 2l )
=B " =
N - 1 5 1250 Pl | e =s wsl wEm
Summary window . e R = e
i S E el Erses ™= i
el m | | = [E 205
sl B el e |

Legend Division Code Department Code

. 1220 13800

37 £,082.15 164.38
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View Occupancy Plan ® & m

Fliter show | cicar | Paninatod Report

;- DOSS Fon i Mesrsprwsd 2 Pular &
Pl Satery
oo s

* Note: Use the buttons available in the drawing window to pan, zoom in or out, select, etc
on the drawing details.

%4 8R4 K E 2

* Note: Some views such as the “Highlight Rooms per Floor” task displays a Summary by
Department window along with a legend that identifies the department by a highlight color.

» Select the Paginated Report button located on the action bar in the upper right corner to
open and view the drawing for printing.

® & m

Show | Clear | Paginated Report

o APaginated Report View window will display along with the progress bar. Once the
report has generated 100%, select to view the report by clicking the link that displays.
ie.Highlight_rooms_by department_per_floor_2009...
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Paginated Report View

Paginaten Repart Progress

Reemull View ur File Fulimalesl
Haport or Farcant klapsad Lime
Job Name Link will be enabled when job finishes. Complete Time Remaining

Highlight Roems by Department Per Floor  highlight-rooms-by-departmeni-per-floor-2009-10... 100%: 00:00.03 00:00.00

Job Complctc  100% Complctc

If you leave this window, your report will continue generating. You can access it lster from the My Jobs view.

* Next, click “Open” or “Save” on the File Download pop up window.

File Download

Do you want to open or save thiz file?

(i ] Mame: ...-rooms-by-department-per-floor-2009-10-20.docx
Type: Microsoft Office Word Document, 113KB
From: archibus.uncc.edu

[ Dpen J[ Save H Cancel ]

Always ask before opening this twpe of file

harm your computer. If pou do not frust the source, do not open or

| g) While files from the Internet can be useful, some files can potentially
- save this file. 'What's the risk?

. After selecting the Open or Save button, the drawing and any building and room details
will display for printing in Microsoft Word Format.

- Note: To resize the floor plan for printing purposes, click on the drawing and use the
resize arrows to ensure the floor plan prints to an 8 %2 by 11 page format.
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Drvision Code  Department Code  Totsl Count  Total Arem  Awersge Bres

1240 13300 37 6,082 164
1249 14000 1 1a5 185
1250 14200 3 214 i
1250 14300 1 970 970
1260 14800 g 14553 276
1280 15000 3 712 132
1290 13115 1 155 155
1300 15100 1 120 12d

55 10090 183
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Section 14: Reporting a Space Discrepancy

» Changes may occur to space of which we are unaware; for example: room numbers
being changed.

» The Report Space Discrepancy form provides ability to report any issues or
discrepancies with space, drawings, etc.

* Note: Once the form is saved, an email notification will be sent to Facilities Management
— Facilities Information Systems personnel for resolution.

= UNC CHARLOTTE

@ Space Management

@ Space Allocation

@ Sub Department Manager
Tasks:
Infoermational Guides

[] Program Codes Guide
[] Room Category Guide

Update Space After entering the
[ Update Space - All Departments required field data,
[] Update Space from Drawing select the SAVE button
[ Update Sub-Department Space to submit the form. An

email will notify FIS of
the discrepancy.

B Report Space Discrepancy

Space Discrepancy Notification Save | Delete | Cancel
Building Code:* ggss !
Facilities Managerment & Police & Pu..
Floor Murnber:®* gz u
Room Wumber: [z33 =2 Select Drawing
Description:* pgam number u

Reported BY: DUFF, PAMELA (pduf [
Date Reported: 02/22/2010

Discrepancy Details:®* This room is now divided into two sections (two office
spaces) instead of one.|

additional Information:
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