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About This Guide

This guide is designed as a training tool for ARCHIBUS V.18.2. The guide may or may not be compatible with
earlier or later versions of ARCHIBUS.

The following represents the estimated time a user will spend reading the document and completing the
included exercises.

Training Topics: Minutes:
Overview :30
Exercise 0021: Explore Real Estate Portfolio Management ..., :05
Exercise 0022: Explore Space Planning and Management ... :05
Exercise 0023: Explore Asset Management L, :05
Exercise 0024: Explore Building Operations :05
Exercise 0025: Explore Capital Project Management ..., :05
Exercise 0026: Explore Strategic Master Planning ., :05
Review :10
Estimated Time to Complete s 1:10
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What is ARCHIBUS?

Facilities and physical infrastructure management is a critical business function. Comprising 25 to 50 percent of
a company’s fixed assets and operating costs, facilities are significant resources that must be efficiently
managed in order for a business to succeed in a globally competitive market.

Facilities information crosses an organization’s traditional department boundaries. For example:
e A CFO evaluating mergers requires accurate real estate portfolio information.

e A CEO generates business plan projections that drive a planner’s space forecasts.

e A space planner allocating resources must integrate data from all departments and communicate the
result to architects.

e A move planner must coordinate data from the facilities, telecommunications, and maintenance
departments.

Facilities information also crosses the boundaries of traditional software applications:
e CAD drawings depict a facility’s structure and areas.

o Databases store alphanumeric data about rooms, equipment, furniture, repairs, and breakdowns.
e Spreadsheets calculate areas, rent, and maintenance costs.

¢ Routed approvals flow through email.

e Web browsers pull casual and remote users directly into the workflow.

As such, to implement facilities management automation, you need a specialized package that understands the
corporate roles and responsibilities, understands the business missions and what each role requires to achieve
them, knows how to validate and flow facility information through an organization, and can integrate diverse
technologies into a unified whole. ARCHIBUS is such a system.

The ARCHIBUS application activities provide directed, best-practice methods for handling the complete range of
facilities and infrastructure functions. These applications run within a unique environment that fuses database,
CAD, spreadsheet, Web, document management, and workflow features into a cohesive whole. The entire
application suite is wholly integrated, driven from a data dictionary, and can be completely configured to reflect
your own business processes and to embed ARCHIBUS within your corporate development environments.

Corporations are global, and their software must likewise be able to provide far-reaching services. Towards that
end, ARCHIBUS is built on enterprise-scalable technologies: client/server database technology to serve large
databases and many users; blue-chip CAD technology to reliably store and retrieve sizeable CAD drawings;
workflow and Web services to interoperate with the rest of your ERP suite; and Web-ready interfaces for
instantaneous global access to all aspects of a facility’s data.
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Components of ARCHIBUS

ARCHIBUS automates facilities management by providing applications for managing all types of facilities
issues, in all types and sizes of facilities, in both the Web and Windows environments. ARCHIBUS is a modular
system: application activities focusing on specific aspects of facilities management run on top of a core
Windows or Web program using a client/server database system.

ARCHIBUS Web Central

Many organizations want to broadly share—both internally and externally—their organizational data by making it
available through the Internet or a corporate Intranet. ARCHIBUS Web Central provides live enterprise access
to organizational data and enables you to easily maintain and distribute facilities information across your entire
enterprise. With Web Central, everyone in your company—from the occasional user reporting a maintenance
issue, to the department manager checking chargeback amounts, to the space planner allocating space—can
access and update organizational data using the familiar interface of a Web browser. These users access and
edit the database without learning the operation of the ARCHIBUS Windows product.

Web Central uses the same role-based security as ARCHIBUS so that when users log on, they access only the
tasks and information relevant to their specific role within the organization. For example, craftspersons see only
the tasks and data for maintenance work at their site; department managers can edit only the rooms assigned to
their departments and can examine space chargeback only for their departments.

ARCHIBUS Windows/Client Server

The ARCHIBUS for Windows application control program runs under Windows and provides an interface in
which you can simultaneously work with databases, business graphics, and reports with embedded floor plan
drawings. You connect your database records to items in CAD drawings to form asset symbols, so that data,
such as a room, is represented both graphically in a floor plan drawing and alphanumerically in the database.
For the graphical components of your facilities data, ARCHIBUS offers both a DWG Viewer and a DWG Editor
for directly accessing drawings in DWG format, enabling you to view and edit CAD drawings from ARCHIBUS.
The program’s analysis tools integrate alphanumeric data, drawings, and business charts to produce all types of
reports, complete with proportional fonts and labels.

ARCHIBUS Overlay for AutoCAD and Revit or ARCHIBUS DWG Editor

Rather than use the DWG Editor available from ARCHIBUS for Windows as their drawing environment, some
users prefer to run the full AutoCAD program. For these users, ARCHIBUS offers the ARCHIBUS Overlay for
AutoCAD. Invisibly residing on top of AutoCAD, the Overlay runs as a client to ARCHIBUS facilities database
and interprets AutoCAD commands run on facilities drawings. It also provides its own tools and commands
specifically designed for automating facilities management.

Application Activities

Application activities focus on a particular facet of facilities management, such as preventive maintenance, room
inventory, personnel inventory, equipment inventory, move management, capital budgets, and emergency
preparedness.

An activity divides its major issues into a series of goals, and providing tasks for accomplishing these goals. An
activity includes tables for recording data in a database, a set of reports and graphic analyses, routines that run
calculations and manipulate data, and specialized dialogs to help you work through the tasks.

Activities can run in both the Windows and Web environments, or exclusively in one of these environments. The
activities are closely connected in that they access the same database. Data you develop with one activity can
be accessed and reused with another.
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WAN-Style Configuration

The typical configuration, the WAN-style configuration, calls for loading the ARCHIBUS Windows program on
each client workstation. This option uses some hard-disk space on the client workstation, but loads ARCHIBUS

quickly.

While you can use this configuration on any network, it is termed the WAN-style configuration because it is

most popular on wide-area networks, which often are slower than local-area networks.

In the WAN-style configuration, project files such as the drawing files are kept on a common file server so that

they can be accessed by multiple people.
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System Requirements for ARCHIBUS Windows

Minimum:

Pentium 111 (or higher) compatible PC, 800 Mhz or faster
512 MB RAM or more

1024x768 SVGA display or better

150 MB free hard disk space (500 MB during installation)

Windows 2000 Service Pack 2, Windows XP Professional, Windows 2003 Server, Windows Vista
Business, or Windows Vista Business Service Pack 1

o ARCHIBUS for Windows will run on 32-bit or 64-bit versions of the operating system.
o ARCHIBUS for Windows requires 32-bit versions of the client database drivers.
o The ARCHIBUS Overlay requires a 32-bit version of AutoCAD or Revit.

Microsoft Internet Explorer 6.02 or 7.0

Microsoft .NET Framework 2.0 (for Crystal Reports 10 support)

Users of the ARCHIBUS Overlay for Revit need Revit Architecture 2008 or 2009.
Users of the ARCHIBUS Overlay for AutoCAD need one of the following programs:

o AutoCAD 2004, 2005, 2006, 2007, 2008, 2009, or 2010
o AutoCAD Architectural Desktop 4, 5, 2006, or 2007
o AutoCAD Architecture 2008, 2009, or 2010
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Organization of ARCHIBUS

The ARCHIBUS system consists of a series of professional domains and activities that focus on specific areas
of facilities management.

Domains

The domains are areas of practice organized by the building lifecycle: Real Property and Lease Management,
Capital Planning, Strategic Master Planning, Space Management, and so on. Each domain consists of a series
of activities.

Activities

Each activity within ARCHIBUS represents a discrete business function or automation goal with a defined
outcome or business benefit. For instance, you may wish to implement the Space Chargeback activity to
improve accountability for space usage. Or you may wish to implement the Horizontal Cabling activity to speed
moves, adds and changes and to maintain your investment in your cable plant.

Processes or Roles

Each activity, in turn, consists of a series of processes or roles that correspond to deployment responsibilities.
For instance, the Move Management activity divides tasks appropriate for Move Requestors, Move
Coordinators, Data Coordinators, and Craftspersons into separate, dynamic menus. When a user logs in, they
see only the tasks appropriate for their role. This approach simplifies the software, increases data security, and
reduces training. Similarly, processes for CAD specialists are separated from processes for facility information
managers. Web processes for remote managers are separated from data development processes. The result is
that the activities remain integrated, but are still accessible from within Windows, within your CAD program, or
on the Web.

Tasks

The task is the actual selection that a user makes to perform an action, such as editing a floor plan drawing,
examining a report, editing a database record, and so forth. For example, a user might select the "Create Work
Request" task and complete the resulting form with a description of required maintenance work.
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ARCHIBUS Domains/Modules

There are a variety of ARCHIBUS domains and activities designed to help organizations track all the information
related to their facilities. When looked at as a group, the domains and activities represent various stages in the
development of facilities from assessments, to building projects, to maintenance, and more. It is good to have a
broader knowledge of how these modules and activities are related to one another to fully take advantage of the
ARCHIBUS system.
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Overview: ARCHIBUS for Windows

ARCHIBUS is a full-featured Windows application for facilities management. It is a complete application that
performs facilities tasks; it is not simply a drawing or database tool. ARCHIBUS provides intelligent integration of
all types of data: drawings, database tables, spreadsheet calculations, business charts, bar code fonts, and
graphics.

In This Document

The goal of this document is to give users the basic skills needed to navigate the ARCHIBUS Windows product
and to get a full appreciation of its functionality. Here some examples of how the information can be shared:
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Windows Feature Summary

Embedded Blue-Chip Technology

ARCHIBUS integrates the power of blue-chip, industry-standard software into one cohesive program for
managing the many aspects of your facilities data. ARCHIBUS’s DWG Editor and DWG Viewer are powered
with Autodesk’s AutoCAD technology and provide direct access to AutoCAD .DWG files. ARCHIBUS also works
with products from the most widely-accepted client/server database vendors: Microsoft, Oracle, and Sybase.
ARCHIBUS transparently integrates these programs into a single interface, so that users do not need to be
concerned with the operation of the underlying programs.
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Task-Oriented Navigators

The first step in designing effective facilities management is to simplify the business of facilities management so
that facilities managers and others can develop and maintain the data they require. The ARCHIBUS Process
Navigator fulfills this need by presenting methodologies and tasks in a linear manner, thereby providing
structure and organization to your facilities management objectives.

The ARCHIBUS Process Navigator shows you the reports you can produce and outlines all the steps required
for generating these reports. By using the Process Navigator to work through the activities, you can focus your
data development on specific reports and reduce the time required for implementing CAFM. Process Navigators
may be organized by role, as per the below image, or by process.
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The Process Navigator takes advantage of the program’s role-based security, enabling system administrators to
provide each user with just the tasks and data that they require for their job. With this streamlined interface,
users are not distracted with irrelevant buttons or data and are better able to efficiently work.
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Embedded Browser Window

With ARCHIBUS’s embedded browser window, you can specify a page to display upon startup of ARCHIBUS.
This page can be any HTML file, such as the ARCHIBUS Learning Path, the Web page of your ARCHIBUS
business partner, or even a customized HTML form.

# ARCHIBUS - http: Mwww.archibus.com/ - [ARCHIBUS - Total Infrastructure and Facilities Management (TIFM)]

[l Ble ¥ew Report EIS Options Tools Window Help

dpocs @processes | Ay ponaie |

Real Property and Lease
Management

@ strategic aster Panming
(8) Capital Planning

e e
B TS T
e

Telecom and Cable Management

(£) Operations Management

Solution Templates

A4SHEDEE C0O0® (BEBO: BT F . AEHA:

News

) ARCHIBUS Integrates Geographic Information Systems

with Facilties and Infrastructure Management
Capabilties.

) ARCHIBUS Announces Latest Release of the #1 Total
Infrastrueture and Facities ianagement Software in
the Worid

) 2008 International ARCHBUS Users’ Conference,
Washington, D.C., Apri 13-18, to Feature New Real
Estate, Infrastructure and Facillies Software that
saves liilons.

> More..

ARCHIBUS Products
Since 1987, ARCHIBUS has been the world's #1
integrated CAFI system and now leads the Total
Infrastructure and Facilties Management (TIFM)
category with 4,000,000 users.
ARCHBUS provdes:
Operations Management (CMMS)

Success Stories

) "We have been able-to save 535,000 & year simply by MBS

iminating a number of tme-consuming adminsirative
taske”
Adam Brockhurst
Facilties Info. Coordinator
Suncorp Metway Ltd. (AUS)
) More...

B LEE

X990 &9 HAPp BERER SDD

Emergency Preparedness

A New ARCHIBUS for 2008
Version 17.1 of ARCHIBUS featy
u

— » ARCHIBUS V.47.1 Walkthrough

2009 International ARCHIBUS Users' Conference  Buxiix & Tuvmsuy

ARCHIBUS
Benefils

ROI
fe| Calculator
Events and

uttl
i
N
L%
ik

GSA Ordering
Infarmation

Newsletter

Users
Conference

SJg ARCHIBUS
Z Awards

b ARCHIBUS Service Desk |
On Demand Work
Product Brochure
» ARCHIBUS Geospatial
Extensions for ESRI
Product Brochure
ARCHIBUS in
Computerwarld

Conference Home
2008 Call for
Presentations

2008 Award Winners
2008 Conference
Sponsors

2008 Photo Gallery

ARCHIBUS in
Banker & Tradesman

Access to a Web page from ARCHIBUS can be handy for quickly linking to other systems. For example, your
site could develop a bulletin board page for distributing facilities information, such as upcoming deadlines or
changes in standards, to ARCHIBUS users. Or, your site could develop a Web page with links to frequently
needed information, such as Human Resources data or security badge information. With the embedded browser
Window, you can automatically see this information each time you start ARCHIBUS, as well as directly access it

from ARCHIBUS.

Database Performance

ARCHIBUS’s use of a client/server database system eliminates network traffic bottlenecks and improves speed.
ARCHIBUS also provides generalized SQL queries and updates that efficiently present your data.
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Linked Drawings and Tables

In order to obtain a high level of CAD-database integration, ARCHIBUS links database tables to a series of
drawings containing related items. Thus, if you request the program to display a database table, it can display
the drawings containing items linked to this table as well; when you issue a report, the program automatically
accesses the appropriate drawings and embeds them in the report. Once you activate linked drawings and
tables, you can see the connections between records and intelligent drawing entities (known as asset symbols).
For example, select an asset symbol and the program highlights the linked record; selecting a linked record
highlights the corresponding asset symbol.
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Round-Tripping between AutoCAD

Many analysis packages let you import AutoCAD data, but with ARCHIBUS you can store facilities data directly
in your AutoCAD drawings. For example, you can bring a structural drawing developed in AutoCAD into
ARCHIBUS to add facilities information. You can then load the drawing in AutoCAD where your ARCHIBUS
facilities information will be available for viewing.

Positional Recognition

When you move an item in a regular CAD floor plan, the floor plan cannot understand the implications of this
move. When you move an item in ARCHIBUS, the program knows which assets have associated data—such as
room assignments—and automatically changes the assignment in the database.

Database-Driven Drawings

ARCHIBUS can drive your drawings from inventory data, including bar code survey data. Thus, you can easily

create furniture and equipment plans from a bar code survey. The process also supports starting an integrated
CAD and database inventory from an existing list of furniture assets.
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Integrated Text and Graphics Reporting

Facilities managers require powerful reports that can be distributed throughout their organizations; drawing plots
or spreadsheets alone typically do not suffice. ARCHIBUS meets this need by using Report mode to integrate
alphanumeric data and facilities drawings, along with other graphics, in ready-to-print professional reports,
complete with your choice of proportional fonts and bar codes.

With a single query you can produce a list of all vacant technical stations and a series of drawings showing
where these workstations are located. Show location plans on your work orders, new furniture arrangements on
your move lists, stack diagrams on your lease vacancy reports, wiring plans on your telecommunication
reports—all without manually formatting the page, manipulating frames, or inserting pictures.
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Bar Coding

Bar codes have several important uses in facilities management, including tagging furniture and equipment
assets, identifying work orders, and identifying employees. ARCHIBUS includes a type of field that can accept
bar code values and display in a bar code font when included in reports. ARCHIBUS ships with an industry-
standard bar code font and also supports other bar code fonts your site may already be using.
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Business Charts

In one image, a business chart summarizes all of the data in a report. With ARCHIBUS’s chart features, reports
can include all types of business charts—including pie charts, bar charts, and Gantt charts—in 2-D or 3-D
format. Space allocation reports can present not only lists of departments and space assignments, but also
charts showing inefficient space usage or the proportions of space occupied by each organizational unit. If a
report does not automatically generate a chart, you can instruct it to include one and then configure its format.
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Pick-and-Place Reporting

In addition to its integrated, flexible report generator, ARCHIBUS provides fixed-format reporting for complex
reports that require a free-form, pick-and-place report definition. These reports are labeled with the phrase

“(Fixed Format),” such as the “Lease Abstract (Fixed Format)” report. Select a fixed-format report, and

ARCHIBUS displays it in a preview window allowing for pagination and variable zoom. From this window, you
can export the report to various formats, including ASCII text, Microsoft Excel, Microsoft Mail, and HTML.
Users with a copy of Seagate’s Crystal Reports™ program can create their own fixed-format reports and access

these reports directly from ARCHIBUS.

Lease Abstract Repoart

Page 1
89042008

Records for Lease Cadz: 081

== Landlord Information ==

Landlord Name: The Stapleton Company Araa - Moas. Usable:

== Aregs ===

Landlord Contact: MR, GLEN STAFLETON Area - Maos. Commonn:
Area - Mags. Reutabie:
== Tenant Information ====—======—  Area - Nag. Rewtable:
Tenaut Nanee: Hantison Corporation
Tauaut Contac: ME. BRIAN SCHWARTZ == Coslg ======================
Amount - Securily Dep.: $0.00
== Desctiption ==================  Date Costs Calculated: 05/01/2005
Laase Type: MET Data Costs Start: 07/01/2004
Building Code: HQ Date Costs End: 063072005
Address I: 1202 Market Street Amount - Base Rent: -$9,000.00
City Code: PHILADELFHLA Amount - Pet. Ront: $0.00
State Code: PA Amount - Operating: 44,400.00
Floor(s) Description: 15th Amout - Taxes: $0.00
Account Code: PROPERTIES W INC. - 001 Amount - Other Cosis: 0.00
Landlord/ Tenant: TENANT .
Space Owued?: Mo Net Income: o
Parent Leasa:
Loase Signed?; Yes Avg. Mounthly Base Rent -$750.51
Space Use: NiA Avg. Mouthly Pet. Rent: $0.00
Occupancy - Total Suite: 2 Arg. Montkly Op. Cosis: 4366 92
Occupancy - Lease: 32 Avg. Monihly Taxes: $0.00
Date Start: 064012004 Avg. Monthly Otker Costs $1,317.57
Date End: 06012014 e
Date Move Fu: 06/01/2004 Avg. Montkly Net Fecome: $2,435.00
Frly Net nc/Meas Rent Area: 274
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Summaries and Cross-Tab Reports

With the program’s View Analysis features, you can use cross-tab analysis to create powerful statistical reports
and then export these summaries to XML or Microsoft Excel format. You can summarize data by multiple criteria
simultaneously to answer such questions as: what is the total cost of work orders by problem type by month?
how many leases are expiring in each of the coming months? within each division, how many employees are
there for each employee standard? within each building, what percentage of room area is assigned to each
room category? Output this analysis to an XML report and you are ready to share this data with any Internet
Explorer user.

View Analpziz Dislog

Sabect mqport nhetis Formaat
' Tewt - ‘Wrike the summany data to & bi file

" Excel - Wirke the surmmary dats bo an s B and daplay the ousmany in M5 Excel

o WML - While thee susmemany data 1o an il il ard display e sumenany in Esowser wandow

Output File ID WPiogram Fisshafm] 4\ Ba'\Wod R equestsByProblam T ppebei orth _I
Seloct hpe of analysis

(™ Camabe & kst epot [susmmarizs by one categony)

" ICapate & croes-tab of trending report [summarize by by categosies|
Seloct tatishics for cooss-lab results

" Court [each cross-tab cell holds & court of recoeds)

" Paicartage Court jasch ciotsab col i & peicartags tha court has of the batsl)
" Sum feach cell & the sum of the values lor all recoeds]

™ Percartage Sum [each oal is the peccantags the sum has of the hotal]

| El|

| ol

Pleass seler bo the help lor examples of using this command lo pedoim slatishics, cross labulation, and
tremdryg teports.

o ] _ceea | He |

Industry-Specific Reports

Targeted features of ARCHIBUS address industry-specific issues. For example, the Space Management
domain provides chargeback analyses that are based on BOMA guidelines or consider government regulations
affecting the education and healthcare industries; the Real Property & Lease domain includes reports
specifically designed for real estate brokers and corporate real estate managers.
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Unlimited-Tier Hierarchies

With the program’s Unlimited-Tier Hierarchy feature, you can create flexible data hierarchies many levels deep
to model complex relationships, such as deeply nested project management tasks, buildings with nested
subsystems, and matrix-based organizational hierarchies. The hierarchies are presented through a tree-control
interface, so that you can visualize and manipulate data while working within one window. For example, you can
establish an unlimited-tier hierarchy to model and roll up data according to a deeply nested global organizational

structure.
m Select Value: Organization -BR

Ogariceim la
+ @ AP Rue and Pacih: Opeistsors
@ CU5 Canachan ared Linbed Slates Opsstons Cancel |
= 4 C5H Conmumm Byusmss
= B 05 Dpesstions Hee |
@ ELF Buseen Siall i:a-
@ BIF bmagng ard Profrg
B Al
dp OFL Fulliment
l\)ﬁ OIEF Srategy ardd Plarrng istain |
+ o T30 Contorres O psestiors
+ @ GPS Gaup S1s ogeie |
& @ SIM Supply Char
~ W SAL Sele Cortan:
+ o CML Crarnesl Operstion: |
+ 3 0P Cushomes Opssstord
+ o MUA Mg Actounts |
+ f ORD Dsder Wanagement
v b GOV Goverment Coaftn |

o MFF Marud aoturrg

+ 4 PUH Publc Sechor

# oy SUP tuencss Supply Dperstions
+ @ EU Eusopsan Opesahon ||
+ @ LA Latn Amenican Opsstabhors -

Application Security and Command Access Levels

The ARCHIBUS program provides several options for controlling the data and program features that each user
can access. These features are initiated by the program’s log-on process. The log-on process establishes that
only authorized users, who supply an appropriate password, are able to access the system. The log-on process
also activates a user’s security role —a setting that controls the data that a user can access. Each field in the
database can be assigned a security group setting, so that only users of defined roles can see or edit particular
fields. For example, if you do not have permission to access a sensitive field (such as salary), the field does not
appear on your view.

ARCHIBUS Login 53
Enter in your uzername and password to log inta the ARCHIEUS

program. If you are a new user, ask your spstem administrator to setup
your ugername and password.

Username:

Password:

oK ] [ Cancel ] [ Change Passward »»

Application-Level Virtual Private ARCHIBUS (VPA)

In addition to application-level security for determining the database fields and program features that a user can
access, system administrators can implement application-level Virtual Private ARCHIBUS features, which
control the particular records that a user can access. With Virtual Private ARCHIBUS, a system administrator
establishes access to database records based on each user’s site, building, department, and/or role within the
organization. This enables all data to be stored in one central repository, but to be accessed only by users who
truly need it.

For example, an employee in the Marketing department has access to Room records assigned only to the
Marketing department. A CAD specialist can access only drawings and data for their site or role. With VPA, you
control data access on a “need to know” basis, resulting in a simpler interface for users, smooth information
flow, and few errors.
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Customization from within ARCHIBUS

If the program’s methods, views, or definition of database tables and fields do not quite suit your needs, you can
easily change them—right from within ARCHIBUS. Editing programs and procedures is not required.

For example, you can change views and create new views by working with the program’s commands and dialog
boxes. From the Domain Navigator's System domain, you can modify entries on the Domain Navigator and
Process Navigator, as well as edit the schema definition tables to change and create database tables and fields.

Ml | NN [ |24 (%2 | 98| @ %o

& Shep Up and Connectoaly
B Web Template Publishirg

B B ||

o Table: A
i Fesldi

& Fasldy by Tiabis
o Valdated Frelds by Table
< Valdstng Tabley snd the Felds thet Reference T hem

& Copy Table

r Copy Fiekdjs)
& Add Field

T Avmwegame [

If you prefer not to edit a schema definition table, you can define a new database field by simply completing a
dialog box. The Add Field dialog box prompts you for all the properties of the new field and then updates the
schema definition to include this new field.

Basic Language Extension

For more advanced customization, you can use the ARCHIBUS Basic language extension, an object-oriented
version of Basic with specific objects for programming facilities management tasks. ARCHIBUS Basic provides
complete control over the ARCHIBUS program and the Windows environment. For example, with the language
extension, you can hide complicated transactions (such as work order close-out or move list processing) under
a single, robust menu pick; you can use the Microsoft Mail API to query facilities data and send the result as e-
mail; you can use DDE to talk to other Windows programs. The ARCHIBUS Basic language extension is
covered in the ARCHIBUS Advanced Training Course, and its documentation is included in ARCHIBUS System
Management Help.
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Basic Skills: Windows Client/Server

All of the functionality described in the previous pages comes standard with the ARCHIBUS Windows
application. In this section, you will become familiar with how to navigate ARCHIBUS to find specific views of
data or reports.

Skill 1: Opening a Project
The first step after opening ARCHIBUS is to choose the project with which to work. A project holds the files you
want to access when working with a particular database. A project can include:

e the database holding your facilities data

e the supporting graphic files

o floor plan drawings
e block drawings that you want to access when working with this database and floor plan drawings

As soon as you select a project, ARCHIBUS starts the database server program and opens the project
database. The right side of the ARCHIBUS status bar displays the name of the open project.

| |l Headguarters | Mo Yiew Open i

To open a project after starting the program:

1. Run the File/Project/Open command. (Or, choose a project icon from the Projects tab of the Explorer
window on the left of your application window.)

2. The system presents a list of database projects. Choose a project from this list by double-clicking on the
appropriate icon.

Project Properties X]
7 ARCHIBUS ()
File EIS ©ptions Tools wWindow Help General
Froject

B[ AlsEE Sm @

dd  dd )

sthema  Headguarters  Héschema

Mame: |hq |
“ QNS eadquarters|

Project Folder: |C:\Pr0gram Filez'afm1 64Projects'Hg |

Preferences File: |c:\program fileshafmlE\projectsihg. apj |

Publish Tao: |C:\Program Fileshafm1 B\Proiects\hq\report:l

Additional Search Folders: B O R 2
C:\Program Files'afm B\ Symbols

Search Subfolders

Databaze

DB Mame: |hCI-db |

DE Falder; | C:\Program Files\Afm1BYProjects\Hg |

Enaine Type: |Adaptive Server Anpwhers v |
Server | Single-User/Authoring v |
Base Units: Unitz:

Inches Imnperial v

il Projects Proce &5 Dorains I

For Help, press F1

[ Ok ] [ Cancel ] [ Help ]
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Skill 2: Using the Process Navigator

To organize the project data, ARCHIBUS provides the Process Navigator which is organized into facilities
management application areas (domains) such as space management, lease management, furniture and
equipment management, building maintenance, and telecommunications management.

Domain ——
Activity ——
ProcessiFole
SPACE BACKGROUMND:
Task —| Bl Define Sites

[ Cefine Buildings
A Cefine Floors by Building
Define Room Standards

add Yert, Pen. and Swc, &rea Room
Categories

Define Room Categaries and Types

ORGAMNIFATIONS:

Define Divisions

Define Departments

LIE] Diefine Denartments by Divicinn

Role-Based

The Process Navigator provides a structure for developing and presenting data in an organized, easy-to-follow
manner, based on your role within the company. Typically a business process owner or ARCHIBUS program
manager will configure the Process Navigator so that it presents tasks appropriate to your role. Your Process
Navigator may look different than that of your co-workers, since you may have been assigned different
processes. Using the Process Navigator to access and develop data helps you focus on just the tasks required
for your job or role, providing an efficient environment for data development and management.

Using the Process Navigator

To access a particular task, click on the activity, the process (or role), and then the task. If you have only one
activity or process, the program will select it automatically for you. Clicking on a task loads the form or report
you need; this is also known as a view into the data. To return to a previous level of the Process Navigator, click
the up arrow icon next to the current process/role, activity, or domain.
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Skill 3: Using the Domain Navigator

This topic describes the various components of the Domain Navigator and explores how to use the Domain
Navigator's buttons and lists to show a domain's details.

Domains

Domain buttons at the top of the Domain Navigator represent the ARCHIBUS domains. Selecting a domain
button activates the domain so that the Domain Navigator can present its activities and tasks. Use the right and
left arrow buttons to scroll through the domain buttons if you cannot see any of them in the ARCHIBUS Explorer
window. You can hide domain buttons you do not use by right-clicking on that area of the toolbar and
unchecking the domain you want to hide.

Activity Classes and Activities
Selecting a domain button causes the Domain Navigator to list the domain's activity classes—the goals of the
domain—in the activity list box (the upper list box). If a domain's activities are not organized into activity classes,

selecting a domain button displays activities in the list box.

34 ARCHIBUS /FM [_ (O[]
“ File EIS Opfions Tools ‘Window Help |

[ als e BB = e > [EE e

W A%

28| ¥,
G N
: : |
: |y 1y -
@ Background Data
@ Service Areas
@ Group Aveas

@ Gross Areas
@ Vertical Penetration Araas
@ Roor Areas LI

Dromain button

Activity class —

Activity list box

A ctivity

il Project | BB A5 Navigator |$_Hotlist ]
|

lalt Headque -

Double-click on an activity class or click the plus sign to the left of that entry, and the Domain Navigator expands
the list to show the activities composing this activity class. To contract the list so that it hides the activities of an
activity class, double-click on the activity class again, or click the minus sign. The Domain Navigator uses
square red bullets to mark activity classes and round blue bullets to signal activities. To expand the activity list
box to see all of the activities at once, drag the border above the domain buttons downward using the mouse.
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Task Category Buttons

To see the details involved in working with an activity, select an activity from the activity list box. In the lower list
box (the task list box), the Domain Navigator outlines a set of tasks required for working with the selected
activity. Rather than list all of an activity's tasks at once, the Domain Navigator organizes the tasks according to
task categories, each represented by a task category button (the Domain Navigator's lower set of buttons).

= ARCHIBUS/FM M=l &=
” Fie EIS Options Toolks Window Help ‘

[R]dalsEeEs e 2| EEmws |

i
| N 824 %2 | 55 P | %o
[ ] Manage Background Data =
# B Establizh On Demand Wk
#H B Flan Preventive Maintenance
B B Manage Active Work,
# B Manage Equipment and Resources
#= B Analyze History and Finances —
[ |
Task category
huttans |
Task zet i’
Task Tazsk list box
< Buildings LI
al Project | B eis &5 Navigator | b Hotist |
For Help, press F1 |fl Headqu: 2

Task Sets and Tasks

Similar to the activity list box, the task list box organizes its items into two levels: tasks and task sets. For
activities that require several tasks of the same category, the Domain Navigator groups related tasks into task
sets, producing a task list that is shorter and more manageable. The Domain Navigator uses round green bullets
to indicate task sets and diamond-shaped yellow bullets to indicate tasks.

Double-click on a task set or click the "+" sign to its left and the Domain Navigator expands the task list to show
all tasks. To contract an expanded task set and hide the component tasks, double-click on the task set or click
the "-" sign to its left. .

Double-click a table or drawing task, and the Domain Navigator loads the appropriate tables and accesses
drawings so that you can create or examine the necessary data. Similarly, selecting a report or query task
instructs the Domain Navigator to open the corresponding report or query view. To expand the task category list
box to see all of its contents at once, drag the border above the domain buttons upward using the mouse.
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Procedure: Exploring the Windows Client/Server

When first exploring ARCHIBUS, you will find it convenient to use the demonstration database that is shipped
with the product. This demonstration software and database comes with suggested configurations, roles, and
standard reports for displaying data. The following process describes how to enter the Headquarters (HQ)
database to navigate to representative reports from each domain. This process will help you become familiar
with generic ARCHIBUS reports, helping you to avoid duplicating the effort of generating reports which already
come standard upon installation.

Step 1. Start the HQ Project

1. Openthe ARCHIBUS Windows application (Enterprise).
2. Double-click on the Headquarters project to connect to the HQ database.

Step 2: Navigate to a task

1. Use the Process Navigator to drill down to a specific domain, activity, and process

# ARCHIBUS - [Sites { 9 records )]

FEHFile Edit View Grid EIS Options Tools Window Help

BF ALeEE Bm @ G

‘ijec‘ts @1Processes l& Darriains l
(?)
SPACE BACKGROUND:
= Enter Sites
M Enter Buildings
[ Enter Floors
M Enter Floors by Building
Cefine Room Standards
Step 3: Select the task
1. Click on a task to produce the desired report, form, or action.
Step 4: View the report
Building Performance Analysis
Page 1
02/25/2009
Building Code: HQ Rentable Area: 30,304.00
Building Name:  Headquarters Service Area: 180.00
Ext. Gross Area: 52000.00 Usable Area: 30,124.00
Int. Gross Area: 3030400  RU Ratie {R/U): 1.0
Ext. Wall Area: 15686.00  Efficiency Rate {U/R): 29.41
Vert, Pen. Area: 0.0o
Floor Int. Gross Rentable Usable RU Ratio Efficiency
Code Area Area Area {R/U} Rate {U/R}
16 0.00 0.00 0.00 0.00 0.00
17 7 576.00 7 576.00 754200 1.00 100.00
18 7 576.00 7 A76.00 74B4.00 1.00 99.00
19 7 576.00 7 576.00 754200 1.00 100.00
RF 7 876.00 787600 7 A76.00 1.00 100.00
WARE 0.0 0.0o 0.0 0.0o n.0o
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Notes
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Exercise 0021: Explore Real Estate Portfolio Management

This exercises will walk you through a sampling of standard reports in the Real Estate Portfolio Management
domain, a domain which helps track the use, key dates, and costs associated with owned or leased portfolio
items like an organizations buildings, land, or structures.

Step 1: View “Property Abstract”

1. Using the Process Navigator, navigate to and select the following task: Real Estate Portfolio
Management > Property Abstracts > Real Property Portfolio Manager > View Property Abstracts.

Property Abstract
Page 1
02/27/2009

Records for Property Code: 1 HARRISON PARK

Grapic - Map Graphic - Property

Property Nawe: Harrisan Corporte Park T m——
Date Purchased: 10401 2001
== Locetion =========== Oate Book Value Assessed:  D1.D112007
Streat: 1802 Market Street Date Maréket Value Assessed 10)01/2008
City Code: PHILADELPHA Purchase Price: $7,000,000 00
State Code: pa Vaiue - Book: $9,000,000 00
Postal Code: 18103 Valute - Market: $7,000,000 00
Site Coda: MARKET Valuta - Assessod Prop. Tax: $7,000,000 00
Country Coda: UsA Vatuto - Assessed Sciool Tax 36,000,000 00
== Descriplion ========= == Areas == e
Description: TaX PARCEL Area - CAD: 20064969
Property Use: COMMERCIAL Land Acres: 5.000
Property Status:  OPME Parking Acres:
Zoning Type: COMMERCIAL Area - Pavcal: 20064963
Vicinity Type: RESIDENTIAL Area - Bidg. int. Gross: 30,304.00
Property Fronts On:  Residential Area - Bidg. Usable: 2301000
Highway Distance: 200 Area - Bidg. Est. Rewtable: 27,000.00
Aftport Distance: 2000 Are - Bidg. Rentable: 26,442.00
Nember of Building: B Area - Parking: 54,141 36
Property Gccupany 2000 Arez - Permeable: 11360080
Primary Coatact:  MS. JANE SWEENY Area - Now- Permeabie: 54141 36
Perceat Owned: 100.00 Area - Lease Measured: 11,081 20
Tax Rate - Property: 0028571 Area - Lease Mogotiated: 17,000.00
Services thed: GAS, ELECTRIC, SENVER, WATER
Comuments :

Step 2: View “Properties by Use”

1. Using the Process Navigator, navigate to and select the following task: Real Estate Portfolio
Management > Property Abstracts > Reports > View Properties by Use Chart.

Properties by Use Chart
Page 1
02127/2009

Count (Area - CAD)

. ADMINISTRATION MANUFACTURING . UNKNOWN
COMMERCIAL [ MIXED USE
W LAnD OFFICE
Property Property Property
Use Code Name Description

Records for Property Use: ADMINISTRATION
ADMINISTRATION EOULEYARD PAR}  Boulevard Industrial Park  TAX PARCEL

Records for Property Use: COMMERCIAL

COMMERCIAL 1 HARRISOM PARF  Harrizon Corporate Park TAX PARCEL
COMMERCIAL BILLBOARD #2222 Billhoard #2222 Billboard
COMMERCIAL CELL TOWER #35€  Cell Tower #3688

COMMERCIAL GEMERAL LECLEF  General Leclerc Park

COMMERCIAL SCIENCE-PARK-W  Science Park West
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Step 3: View “Lease Abstracts”

1. Using the Process Navigator, navigate to and select the following task: Real Estate Portfolio
Management > Lease Abstracts > Lease Manager > View Lease Abstracts (Fixed).

- Lease Abstract

& Page Iof 17
2272009

ARCHIBLUIS/FM

Description

Lease Cole: 001

Builling Cole HQ

Builiing Name Hesdquarters

site MARKET

Lo tation:
Cily: PHILADELPHILA
State P4
Regicn: EASTERN
Cuuntry UsA

Start Dade: 67112004

Nove In Date 67102004

End Date: 6102014

Lease Sigred * Tes

Lease Type WET

LeaserSublease LEASE

Farent Lease:

Space Owmed?
Space Use:

Elours Description:
Landlord Tenant

Landlerd Name:
Landlerd Contact:

Tenant Name;
Tenant Cortact

Lease Decupancy:
Total Suite 0 ccupancy:

Cammments

Ho
i
18t

TENANT

The Staplaton Company
MR. GLEN S TAFLETON

Hanrison Cazporation

MR.BRIAN SCHWARTZ

32
32

Hardeopy of Lease agresment stored in Company Files

Financial Information

RAT Ratio

el Fusome Statement
Kraoad Average Wonttdy Aversge
Security Deposit

Rent Incame: $0.00 $0.00 $0.00
Expese

Rent: $0.00 $0.00

. e Aibingovmation shown i the Mot

Operating:

T 000 $0.00 Insome caleularions ave average
Taxes $0.00 $0.00 o st ovems S o
s o o o castsrevennes based on actu

costsfrevenues incurmed betw een
Tutal Expenses $0.00 $0.00 F1/2008 and &70:2009 & of
prens
NetFuome: $0.00 $0.00
dreas
Negutiated Rentible Ares 3,50000  Measured Remtahle Ares: 3,340.50
Neasured Commnen Aren 73880 Measured Usahle Area: 2,601.70

128

Step 4: View “Vacant Suites”

1. Using the Process Navigator, navigate to and select the following task: Real Estate Portfolio
Management > Lease Abstracts > Develop Suite Inventory > Highlight Vacant Suites. (Note: Go to

page 2 of the report)

Vacant Suites
Page 2
0212712009

Al

Headquarters - 18th Floor

Building Floor Suite Lease Area -
Code Code Code Code Usable
HG 18 003 6918

7.999.71

Area -

Rentable

1,145.0

0020 - 34

For Over 25 Years — The #1 Solution for Real Estate, Infrastructure, and Facilities Management in the World

ARCHIBUS, Inc.



ARCHIBUS Fundamentals Training

Windows Client\Server: Overview

Step 5: View “Invoices for Leases”

1. Using the Process Navigator, navigate to and select the following task: Real Estate Portfolio
Management > Cost Chargeback and Invoicing > Report on Receivables > View Invoices for: Leases.

Invoices by Lease
Page 1of 1
2272009

HECHE G

Lease Code 00
Buiding Code

Invaice Number: 19970000¢
Invaice Date: 41112005

Send to:
ME MICHAEL BERNHART

=

Inveice Details

Date Description

Amount

Total Aot D e

$18,000.00

Step 6: View “Accounts Receivables”

1. Using the Process Navigator, navigate to and select the following task: Real Estate Portfolio
Management > Cost Chargeback and Invoicing > Report on Receivables > View Accounts

Receivable.

Accounts Receivable

A Page 1
0212712009
Send Invoice Date Amount Amount Amount  Date
Te Number Billed Invoice Paid Balance  Due
A-DRAKE 2005000006 $100.00 $0.00 $10000 02728720
Description:
$100.00 10.00 $100.00  Total fo

ALLIED 2005000002 0B/08/2005 $25,000.00 $25,000 00 $0.00 080820
Description: Invoice for sewvices supplied,
ALLIED 2005000004 07/08/2006 $30,000.00 $0.00 $30,000.00  DAMDB/C
Description: Invoice for sewices supplied

455,000.00 125,000.00 $30,000.00  Total fo

Step 7: View “Cost History Summary”

1. Using the Process Navigator, navigate to and select the following task: Real Estate Portfolio
Management > Cost Budgeting and Planning > Financial Planning > View Cost History Summary.

PROPERTY COST HISTORY

A From Year: 2004 To Year: 2009 From: Costs, Scheduled Costs, Recurring Costs|

Incoume - fecome - income Inconre - fecome - Income -

Cost Expeases Expenses Expeases Expenses Expenses Expenses
Category 2004 2005 2006 2007 2008 2009
Recards for Property Code: 1 HARRISON PARK
2D - TELEPHOME -$5,800.00 $0.00 $0.00 30.00 $0.00 30
BUILDING -ELEC/PLUME 30.00 36,850.00 $5,463.00 -§5,572 26 -$5,663 70 $2,533.85
CLEANING - CONTRAC 30.00 .00 $3,000.00 -$32,800 00 $0.00 30
DISPOSITION - EQUIPME 30.00 $5,000.00 $5,500.00 6,050.00 $6,653.00 $7,32050
FEE - ACCOUNTING EXF 30.00 -$808 30 $0.00 -§1,050,00 -§357 3001
INTEREST - CONSTRUC $0.00 $0.00 $0.00 -§198,000 00 $59,612.80 3000
INTEREST - REMTAL INC $12,500.00 $0.00 $0.00 $0.00 $0.00 $0.00
PROJECT - CONSTRUC 30.00 #13,000.00 $0.00 30.00 $0.00 3000
RENT - BASE RENT 30.00 34,500.00 $0.00 3000 30,00 3000
TaX - TAX 3000 -$250,000.00 $0.00 3000 0,00 3000
UTILITY - ELECTRIC 30.00 -$850 36 $0.00 30.00 $0.00 3000

$6.700.00  -$222,306.66 -$2.963.00  -$231.372.26 -$58,998.60  $4.786.65
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Exercise 0022: Explore Space Planning and Management

These exercises will walk you through a sampling of standard reports in the Space Planning and Management
domain, a domain which helps track the efficiency and ownership/occupancy of space within a building.

Step 1: View “Rooms by Building and Floor”

1. Using the Process Navigator, navigate to and select the following task: Space Planning and

Management > Space Inventory and Performance > Enhanced All Room Inventory > View Rooms by
Floor and Building.

Rooms by Building and Floor
Page 1
021252009
Building Code:  HG Address 2: Philadelphiza, PA 19100 Total Room Dept. Ares  10,445.00
Building llame:  Headuatars Postal Code: 19103 Avg. Area per Floor: 60000
Address 1: 1802 Market Street Total Room Area 11,85000
Building Floor Floor Room Room
Code Code Hame Area Dept. Area
HGQ 16 Mixed Floor 183200 127800
Room Room Division Department Room
Code Standard Code Code Area
101 ACCESSORES SALES 194,95
1024 ACCESZORES MARKETING 14983
1028 ACCESSORIES MARKETING 1683.36
103 OFF-A ACCESSORIES MARKETING 16641
104 OFF-A ACCESSORIES MARKETING 23982
105 OFF-B ACCESSORIES DISTRIBUTION 24528
106 OFF-B ACCESSORIES DISTRIBUTION 24175
107 OFF-B ACCESSORES DISTRIBUTION 259,51
108 24523
Building Floor Floor Room Room
Code Code Hame Area Dept. Area
HG 17 Open-Plan Otfices 3,202.00 2821.00
Room Room Division Department Room
Code Standard Code Code Area
ooo 0.00
101 VHETA-A ELECTROMIC 3% EMGINEERING 9366
102 OFF-C ELECTROMIC S EMGINEERING 14015
103 VWHSTA-TECI  ACCESSORIES MARKETING 7486
104 VWHETA-TECI  ELECTROMIC Sy EMGINEERING 7486
105 VWHSTA-TECI  ELECTROMIC S EMGINEERING 7486
106 WHSTA-TECI  ELECTROMIC 5% ENGINEERING 7488
N7 WKETATEC FI ECTROMIC 2 FNGINEFRIG T4ER

Step 2: View “Highlight Rooms by Department”

1. Using the Process Navigator, navigate to and select the following task: Space Planning and
Management > Space Inventory and Performance > Enhanced All Room Inventory > Highlight Rooms
by Department.

Highlight Rooms by Department

A Page 3

02i25/2009

Headquarters - 18th Floor

o8
148.83

128
ELECD\F‘
7785

757542

Division Department Total Total Average

A Code Count Area Area
ACCESSORIES MARKETING 1 18336 183.36
EXECUTIVE MANAGEMENT 4 1.031.02 206.20
SOFTYWARE APP ENGINEERING b 73314 12219
SOFTYWARE SOLN. ENGINEERING ] 87043 145.07

18 281795 Total
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Step 3: View “Departmental Room Analysis by Floor”

1. Using the Process Navigator, navigate to and select the following task: Space Planning and
Management > Space Inventory and Performance > Enhanced All Room Inventory > Show

Departmental Stack Plan.

Page 1
02/25{2009

A

Departmental Room Analysis by Floor

il

XC 04

Q 500 1000 1500 2000

. ACCESSORIES DISTRIBUTION
ACCESSORIES MARKETING
Il ACCESSORIES SALES
CORPORATE EXECUTIVE MANAGEMENT
[ CORPORATE FINANCE DOMESTIC

2500 3000 3500

MAHNUFACTURING ELECTF
[l MANUFACTURING SOFTW.
[l SERVICES SOFTWARE APl
[l SERVICES SOFTWARE API

Step 4: View “Common Area Rooms”

1. Using the Process Navigator, navigate to and select the following task: Space Planning and
Management > Space Chargeback > Standard Space Chargeback > Highlight Common Area Rooms.

Highlight Common Room Areas
Page 1
02/25/2009

Al

Headquarters - 17th Fleor

WESTA—TECH | WS
‘ 74.86 H

D D 17 L
KSTA—SE
59.20
WKS€A227EEH WKS‘IJAZOTECH e
74,86 74.86 OFF—EXEC
248,75

123,
WKSTA—TECH
74.86

121
WKSTA—TECH
74.86

Highlight Total Total Average
Pattern - Av  Description Count Area Area
Building Common Area 1 74.86 74.86
Floar Common Area 2 14972 74.86
Site Commaon Area 1 74.66 7486

4 299.44  Total for Drawing Name: HQ17
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Step 5: View “Financial Statement by Division”

1. Using the Process Navigator, navigate to and select the following task: Space Planning and
Management > Space Chargeback > Standard Space Chargeback > View Financial Statement by

Division.
Organizational Financial Statement by Division
Page 1
02/25/2009
Total Occupiable  Non
Division Chargeable Chargeable Room Common Commeon
Name Cost Area Area Area Area
Electronic Systems $30584.79 1514.99 1079.75 46038 37028
Total Occupiable
Department Chargeable Chargeable Room Common Common
Name Cost Area Area Area Area
Engineering $30,584.80 1614.99 107375 460.38 1 677.08
Total  Occupial
Building Floor Room Chargeable  Chargeable Allocated  Common Comm
Code Code Code Cost Area  Room Area Area Ar
HQ 17 101 $0.00 0.00 B4.00 0.00 u}
HQ 17 102 $0.00 0.0 45.00 0.0 0
HQ 17 103 $0.00 0.0o 54.00 0.00 u}
HQ 17 104 $0.00 0.0o 64.00 0.0 0
HQ 17 105 $0.00 0.0 100.00 0.0 0
HQ 17 106 $0.00 0.00 64.00 0.00 u}
HQ 17 o7 $0.00 0.0 54.00 0.0 0

Step 6: View “Employees”

1. Using the Process Navigator, navigate to and select the following task: Space Planning and

Management > Personnel and Occupancy > Reports> View Employees.

Employees
Page 1
02/25/2009

Al

Honorific:
Employee Name:
Employee Number:
Employee Standard:

Email Address:
Building Code:
Floor Code:

Room Code:
Division Code:
Department Code:
Employee Graphic:

Employee Graphic

Honorific:
Employee Name:
Employee Number:
Employee Standard:

Email Address:
Building Code:
Floor Code:

Room Code:
Division Code:
Department Code:
Employee Graphic:

Employee Graphic

Employee Telephone:

Employee Telephone:

r

ABBOT, PAUL
54021

ADMIN
9958-6491
pabbott@dc
XxC

04

201

ACCESSORIES
MARKETING
EM-ABBOT-PAUL.JPC

Ms
ABERNATHY , ALISO!

EXEC-SR

338-1011
abernathy_alison@tgd
Ha

17

126

ELECTRONIC SYS.
ENGINEERING
EM-ABERNATHY-ALIt
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Exercise 0023: Explore Asset Management

These exercises will walk you through a sampling of standard reports in the Asset Management domain, a
domain which helps track the value, movement, and ownership of furniture and equipment in a building.

Step 1: View “Tagged Furniture Inventory...”

1. Using the Process Navigator, navigate to and select the following task: Asset Management > Tagged
Furniture Inventory > Manage Inventory > View Tagged Furniture Inventory...

Tagged Furniture Counts by Standard by Department by Building

A Page 1
A

Building Code: HQ City Code: PHILADELPHIA

Address 1: 1802 Market Street State Code: PA

Address 2: Philadelphia, PA 19100 Int. Gross Area: 143 952 66

Furniture Furn. Std. Total

Standard Description Count Std. Cost

Records for Dept Code: 5

ATBEL-LG Large Circular Table 2

CHAIR-CONF Conference Chair 37 $5,550.00

CHAIR-EXEC Executive Ofiice Chair 2 §4,050.00

CHAIR-LOUNGE Chair with arms 1 $450.00

CHAIR-WORKSTATION  “Workstation Chair 1 $130.00

COUCH 2 Seat Couch [ $3,600.00

COUCH-CLOTH 2 Seat Cloth Couch 1 $500.00

CREDENZA Large Credenza 2 $1,700.00

DESK-5TD Standard Office Desk 4 §1,600.00

PODIUM 3 $867.00

TABLE-CONF-120 Canference Table - 10 /. long 1 $5,500.00

TABLE-END End Tahle, 24x24, glass top 7 §1.,050.00

TABLE-SMALL COFFEE  Small Coffee Table 2 $250.00
i) $25,247.00 Totall

Records for Dept Code: ACCESSORIES MARKETING

CHAIR-EREC Executive Office Chair 1 $450.00

DESK-EXEC Executive Desk 1 §1,040.00

2 $1.490.00 ota

Step 2: View “Tagged Furniture Inventory...(by Employee)”

1. Using the Process Navigator, navigate to and select the following task: Asset Management > Tagged
Furniture Inventory > Manage Inventory > View Tagged Furniture Inventory...

" Tagged Furniture Inventory by Employee
A Page 2
Vs
Employee Employee Employee Employee Building Floo|
Name Number Teleph E i Code Codg
BABIC, PAUL 338-1011 436 HQ 18
Furniture Furniture Serial Furniture Furn.
Code Standard Humber Condition Status
FTO1030 CHAIR-EXEC JBEO707 good In use
FT01080 CHAIR-OFFICE 3E7VELS good In use
FTO1081 CHAIR-OFFICE 3S7VE49 good In use
FTO2018 DESK-EXEC 31R4ES2 good Inuge
FTO3002 FILE-LATERALZ KEZ9UET good In use
Employee Employee Employee Employee Building Floo|
Name Number Teleph E i Code Cod
BADAW] DANIEL a HQ 10
Furniture Furniture Serial Furniture Furn.
Code Standard Number Condition Status
FTO2120 DESK-EXEC J396F37 excellent In use
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Step 3: View “Locate Tagged Furniture”

1. Using the Process Navigator, navigate to and select the following task: Asset Management > Tagged
Furniture Inventory > Manage Inventory > Locate Tagged Furniture.

) Locate Tagged Furniture
A

Py Page 1
4 0711412000

Hezdausrters - 15th Floar

—+

=R
A

Furniture Code FTO1001
Furniture Standard:  CHAIR-CONF
Furniture Condition:  fair

Evilding Code: HR

Floor Code: 18

Roam Code: 101

Division Code EXECUTIVE
Departmert Code MANAGEMENT
Purch; Price: F147.20

Step 4: View “Furniture Standards Book”

1. Using the Process Navigator, navigate to and select the following task: Asset Management > Tagged

Furniture Inventory > Perform Survey > View Furniture Standards Book.

" Furniture Standards
,F’“t\ Page 14
47N 071142009

Records for Furniture Standard Code: CHAIR-CLUE

Furn. Standard Graphic
Furniture Standard Code:

Furn. Std. Elock Graphic

CHAIR-CLUB

Marufacturer: Knoll

Cat. No.: KN-CH-CLUE
Product Line: Office

Standard Color: Blue

Standard Finish: Cloth

Dranwing Block: cLue

Standard Depth: 000
Standard Width: .00
Standard Height: 0.00
Standard Wieight: 3z
Furn. Standard Graphic: CHRKNOLL.JFG
Furniture Category: CHAIR

Standard Price: F300.00
Std. Cost o Mowve: F3.50
Ergonomically Compliant?: HNo

Description: Club Chair
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Step 5: View “Tagged Furniture Discrepancies”

1. Using the Process Navigator, navigate to and select the following task: Asset Management > Tagged
Furniture Inventory > Perform Survey > Compare Survey to Inventory.

Tagged Furniture Discrepancies with Audits for Survey: 19940201-TF

A
AN Page 1
A 0711542009

Records for Furniture Code: 1000000

Furniture Code:
Inventory Bldg Code:
Inventory Floor Code:
Inventory Room Code:
Inventory Div Code:
Inventory Dept Code:
Inventory Emp Name:
Inventory Furn. Status:

Survey Comparison From:

Survey Bldg Code:
Survey Floor Code:
Survey Room Code:
Survey Div Code:
Survey Dept Code:
Survey Emp Name:
Survey Furn. Status:

1994-02-01-TF

HQ

18

116

FINANCE

DOMESTIC
CAMPBELL, DEBOR#
In use

Audit vs. Inv. Difference: Mot in Inventory

Records for Furniture Code: 1000001

Furniture Code: 1000001 Survey Comparison From: 1994-02-01-TF
Inventory Bldg Code: Survey Bldg Code: HQ

Inventory Floor Code: Survey Floor Code: 18

Inventory Room Code: Survey Room Code: 1B

Inventory Div Code: Survey Div Code: FINAMNCE
Inventory Dept Code: Survey Dept Code: INTERMATIOMAL

Inventory Emp Name:
Inventory Furn. Status:

Survey Emp Name:
Survey Furn. Status:

ABERMATHY, ALISCE
In use

Audit vs. Inv. Difference: Mot in Inventory

Step 6: View “Report on Equipment Costs and Depreciation”

1. Using the Domain Navigator, navigate to and select the following task: Furniture and Equipment >
Create Management Reports > Report on Costs and Depreciation > Reports > Equipment General
Ledger Journal Entry.

Equipment General Ledger Journal Entry

/‘A\ Page 1
X

Closing Log
Month Hame

12/31/2004  Closing December 1995

Equipment Purchase Depreciation Accumulated Current Salvaye Install
Code Price Expense Depreciation Value Value Date
Records for Property Type: COMPUTER EQUIPMENT

Ta1a19 $1,400.00 $55.33 $758.33 $B41.67 $0.00  11/30/2003
To1020 $1.400.00 $55.33 $758.33 B41.67 $0.00  11/30/2003
To1021 $1,400.00 $55.33 $758.33 B41.67 $0.00  11/30/2003
IT04010 $1,200.00 $50.00 $650.00 $550.00 $0.00  11/30/2003
ITO4011 $1,200.00 $50.00 $650.00 $550.00 §0.00  11/30/2003
ITO1005 $2,500.00 $104.17 $1,354.16 $1,145.82 $0.00  11/30/2003
IT01011 $2,100.00 $37.50 $1,137.50 $962.50 $0.00  11/30/2003
IT01028 $5,500.00 §229.17 §2.579.16 $2,520.83 §0.00  11/30/2003
ITO1108 $6,799.00 §283.29 §3,68279 $3,116.20 §0.00  11/30/2003
IT04003 $3,500.00 $145.83 $1,895.83 $1604.17 §0.00  11/30/2003
ITO4004 $3,200.00 $133.33 $1,73333 $1,466.67 §0.00  11/30/2003
ITO4009 $3,400.00 $141.67 $1,841 66 $1,558.32 §0.00  11/30/2003
IT01030 $6,500.00 $270.83 $3,52083 $25979.16 §0.00  11/30/2003
IT01031 $5,500.00 §229.17 §2.979.16 $2,520.83 §0.00  11/30/2003
ITa1001 $2,000.00 $53.33 $1,083.33 $916.67 $0.00  11/30/2003
To1002 $2,000.00 $83.33 $1,083.33 $916.67 $0.00  11/30/2003
ITO1004 $2,000.00 $583.33 $1,083.33 $916.67 $0.00  11/30/2003

$2,149.94  Total for Property Type: COMPUTER EQUIPMENT
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Exercise 0024: Explore Building Operations

These exercises will walk you through a sampling of standard reports in the Building Operations domain, a
domain which helps track the costs and schedules of maintenance, be it preventive or reactive, performed on

building areas and equipment.

Step 1: View “PM Work Forecast by Trade by Building”

1. Using the Process Navigator, navigate to and select the following task: Building Operations > Preventive
Maintenance > Forecast Work and Resources > View PM Work Forecast by Trade by Building.

PM Work Forecast by Trade by Building
A Page 1
07114i2009
PM Building Primary PM Schedule PM Equipment Floor
Date Code Trade Code Pr i Code Code
Records for PM Date: 07/05/2005
0770572005  HGQ HYAD TECHMICIAN 18 AHU-3-MONTH HYAC-AHU14N - RF
07/05/2005 TRADES ASSISTAI 104 FIRE EXT MONTHL ~ SAFO1027
07,05/2005 TRADES ASSISTAI 105 FIRE EXT MONTHL ~ SAF01028
07/05/2005 TRADES ASSISTAI 106 FIRE EXT MONTHL ~ SAF01023
07,/05/2005 TRADES ASSISTAI 107 FIRE EXT MONTHL ~ SAF01030
07/05/2005 TRADES ASSISTAI 108 FIRE EXT MONTHL ~ SAF01031
07,05/2005 TRADES ASSISTAI 109 FIRE EXT MONTHL ~ SAF01032
07/05/2005 TRADES ASSISTAI 110 FIRE EXT MONTHL ~ SAF01033
07052008 TRADFE: ISTAL 111 FIRF EXT MONTH| FO1034

Step 2: View “52 Week PM Work Schedule by Trade Monthly”

1. Using the Process Navigator, navigate to and select the following task: Building Operations > Preventive
Maintenance > Forecast Work and Resources > View 52-week PM Work Schedule by Trade Monthly.

12 Month PM Work Schedule by Trade Starting From Sunday, May 01, 2005
A Page 1
Trade May June July August  eptember October
Code 2005 _ 2005 _ 2005 _ 2005 _ 2005 _ 2005
CARPENTER-I 10 10 10 10 10 1.0
COMPUTER TECH 50 2.0 25 50 2.5 6.0
ELECTRICIAN-I 80 16.0 40 8.0 16.0 4.0
ELECTRICIAN-I 1.0 8.0
EQUIPMENT TEGH. 50 1.0 1.0 1.0 1.0 1.0
HVAC - ENGINEER 30 3.0 30 30 6.0 6.0
HYAC TECHNICIAN 16.0 320 8.0 16.0 320 8.0
JANITORIAL 20 2.0 20 20 20 2.0
MECHANIC 91.0 197.0 530 750 1520 38.0
MULTITRADE Il 240 6.0 16.0 16.0 8.0
TRADES ASSISTANT 35 35 315 315 35 315
187.5 315 122.0 159.5 284.0 105.5

Step 3: View “Generate Equipment PM Work Orders”

1. Using the Process Navigator, navigate to and select the following task: Building Operations > Preventive
Maintenance > Generate Equipment PM Work Orders > Generate Equipment PM Work Orders.

Generate Equipment PM Work Orders |Z|

Group PR Schedules by: Generate ‘Waork Orders
far Equipment Pk
Schedules coming due:

() Equipment Code

(O Equipment Sub-Companents
O Eguiprment Standard To:  |07/21/2009 D
) Site

() Building

() Floar

() Primary Trade

(O PM Procedure

From: | 07/14/2008 ()

0K

Generate New P Schedule D ates

Use Grouping Codes Help
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Step 4: “Create Work Request”

1. Using the Process Navigator, navigate to and select the following task: Building Operations > On
Demand Work > Requestor > Create Work Request.

Create Work Request
Bequested By: ||
Equip. Code:

Eroblem Type:

E] Telephane: .

E] Froblem Location
Bldg. Code:  Floor Code:

v (]

X
Requested: Tue Jul14, 2009
at: 02:28 PM

Fioom Code:

L

Location:

[

Add Problem Degcription Code ] [

Add Telecom [nformation ] [

List Open ‘Work Requests

Froblem D escription:

Charge To

Divizion Code:

Instant Wiork Order:
[ &utoCreate

Department Code:

Aeccount Code:

L L

(o | [ | [ 2 |

Step 5: View “Issue and Print Work Orders”

1. Using the Process Navigator, navigate to and select the following task: Building Operations > On
Demand Work > Supervisor - Generate Work Orders > Issue and Print Work Order(s).

Work Order Code:

1999000016
TR

Racords for PM Procedure: AHU-6-MONTH - 6 Month Air Handling Unit P4

Work Request Code:

Date to Perform:
Equipment Code:
Equipment Standard:
Work Request Status:

Work Description:

950000150
LR

01/2252008
HWAC-AHU1S
AIR-HANDLER-30HP
Issued and In Process

SAFETY:

1. Lock out and Tag out unit prior to work

Building Code: H2
Floor Code: RF
Room Code:

Date Work Completed:

Additional Comments:

Trade Date Trade Estimated Date Straight time
Code Assigned Hours  Finished Trade Hours
MECHAMIC 0142242003 g.00 0.00
Additional Comments:

MULTI-TRADE Il 01/22/20038 g.00 0.00
Additional Comments:

Part Date Part Quantity  Parts Quantity
Code Assigned Esti 1 Status Used
BELT-FAN-42-5 0142242003 2000  Motin Stock 0.000
Additional Comments:

FILTER-24X36x2 0142242003 1.000 Resered 0.000
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Step 6: View “Work Summary”

1. Using the Process Navigator, navigate to and select the following task: Building Operations > Work
History and Finances > Review Work Summary and Labor Analyses > Review Work Summary.

oy Work Summary from Sat Dec 30, 1899 to Tue -Jul 14,2008
/d\ Page 1
Jﬂ
Problem : Req Avy. Resy Esti 1 Actual Cost of Cost of  Estimated Total
Type Count Time (Hrs) ibor Hours Labor Hours Labor Parts  Total Cost Cost
AN EMERGEMCY 1 243.0 0.00 2.00 $28.00 §0.00 §0.00 $28.00
CEILING TILE 1 865.0 0.00 0.00 §0.00 §0.00 §0.00 $0.00
DOOR 1 BE75.0 0.00 1.00 $9.00 §0.00 §0.00 $9.00
ELECTRICAL 1 124.0 0.00 §.00 $144.00 $0.00 $0.00 $144.00
INSTALL 2 339.0 000 10.00 $225.00 $2.00 $0.00 $230.00
LIGHTBULEB 1 793.0 0.00 1.00 $25.00 $12.00 §0.00 $37.00
SAFETY 1 793.0 0.00 1.00 $15.00 §0.00 §0.00 $15.00
TEMP. ADJUSTME 1 625.0 0.00 0.00 §2.00 $0.00 $0.00 $2.00
9 0.00 23.00 $451.00 $14.00 $0.00 $465.00 Total
965.9 Average
9 0.00 23.00 $451.00 $14.00 $0.00 $465.00 Total
565.9 Average
PREVENTWE hAIN 36 11201 92.00 57.00 $1.478.00 $144.00 $2,056.00 $2,022.00
36 92.00 87.00 $1,478.00 $144.00 $2,056.00 $2,022.00 Total
1,120.1 Average
45 92.00 110.00 $1,929.00 $158.00 $2,056.00 $2,487.00 Total
627.5 Average

Step 7: View “Craftsperson Workload Levels”

1. Using the Process Navigator, navigate to and select the following task: Building Operations > Work
History and Finances > Review Work Summary and Labor Analyses > Review Craftsperson Workload

Levels.
A Craftspersons Workload Levels
/{A\ Date Assigned From Wednesday, July 01, 2009 To Friday, July 31, 2009
Page 1
. g
18.0Hrs. 1
16.0 Hrs, + Monthly Workload {hrs)
14.0Hrs. + g
120Hrs. + &
10.0 Hrs. + ?3
8.0Hrs. + & o a
B.0OHrs, +
8
40HE + 8 g g 3
2.0Hrs. T+ a
2
0.0Hrs. a a a L ?1] g f
2 ‘ 2 ‘ 2 ‘ 2 ‘ 2 ‘ z ‘ z ‘ 2 ‘ z ‘
f=} f=} (=} (=] (=] = [=3 =] p=}
o [ o o~ ™~ o~ [ o ™
= E = & = & F i @
o & = = by by by by =
= = g g =y = = = (=3
L=l L=l (=] (=] (=] = (=3 [=] o
AF MATTHEWY SANTOS TERRY TRAM
IGNACIO ITERSON SONYA SHARPS
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Exercise 0025: Explore Capital Project Management

These exercises will walk you through a sampling of standard reports in the Capital Project Management
domain, a domain which helps track the conditions and sustainability of building areas and equipment, and

helps prioritize the cost and effectiveness of repairing or replacing building components and buildings.

Step 1: View “Edit Condition Assessments”

1. Using the Process Navigator, navigate to and select the following task: Capital Project Management >

Manage Condition Assessments > Edit Items.

Filter M Clear | Cancel Help Close Wincow

Project: ASSESSMENT-HQ-17-2003-QTR2 Building:
Pssessed By Floor:
Site: Room:
Assessed Site: Building | Floor Room E quipment Prablem Dessrinti ~
By Code Code Code Code Code Lacation SSCIpHion
MARKET HO Ceiling Ero 3
MARKET HQ 17 1o Ceiling Ceiling tie missing L
Inspectar C MARKET HO 17 102 Eastw/al Marks on wall
Inspectar C MARKET HO 17 102 Eastw/all Wall has extensive cracks.
Inspectar C MARKET HO 17 103 Flaor Carpet i 4 bit tam up, threads are peeling.
Inspector C MARKET HO 17 103 Floor Carpet is a bil toin up, threads are pesling
Inspectar C MARKET HO 17 104 Wwiest Wall Water staing on wall
Inspectar C MARKET HO 17 106 Morthwmest Wwéall window is stuck shut
Inspectar C - MARKET HOQ 17 106 Floor Carpet has holes in it.
Inspectar C MARKET HO 17 108 Floor Carpet has holes in it
Inspectar C MARKET HO 17 106 Walls Black marks on all walls.
Inspectar C MARKET HO 17 107 Walls Black marks an all walls.
Inspector C - MARKET HO 17 108 Back comer ne Hole in wall
Inznectar MARKFT HI 17 1R Rark ramer ne Hole in wal b
< >
I Assessed BY Ingpector C ! Conditions Priority [Compary Image -
Site Code (yARKET ! Conditions Yalue [F 5 -
I Building Code [Hg ! Recommended Action [Foplacs -
Floor Code 17 A Description &dd Standard Description
Room Code 101 ! Broken ceiling tile
Problem Location [Ceilin ]
Equipment Code !
| >

Step 2: View “Scoreboard”

1. Using the Process Navigator, navigate to and select the following task: Capital Project Management >
Manage Condition Assessments > View Scoreboard.

Condition As

MNT-HG

Unsuitable

Life Safety

Code Compliance

Facility Loss

sessment Scoreboard

R2

Poor Fair Good  Very Good Not Entered

Environ. Code

Mission Support

Delayed Priority

Cost Effective

Def. Renovation

Company Image :

Maintain

Not Entered
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Step 3: View “Condition Assessment Items by Level 3 Classifications”

1. Using the Process Navigator, navigate to and select the following task: Capital Project Management >
Management Reports > View Equipment Assessment Items by Level 3 Classifications.

Page 1
07115/2009

A

Equipment Condition Assessments by Level 3 Classifications

Equipment Code: HYAC-COND-02 Conditions Priority: Maintain

Equipment Standard: CONDENSER Conditions Value: Fair

In-Service Date: 06/10/2000 Status: AR

Classification Code: Condition Rating - Avg: 30
Site Code: MARKET Facility Index - Awvy: 2000
Building Code: HO Cost - Est. Baseline (Exp.): $100.00
Floor Code: RF Cost - Est. Baseline {Cap.): $0.00
Room Code: Cost - Estimated Total: $100.00
Problem Location: West Wall Cost To Replace: $500.00
Action ltem 1D: =15 Useful Life Remaining - Avg: 1
Date Assessed: 05062003

Description: Cooling coils dirty.

Step 4: View "Building Conditions Summary”

1. Using the Process Navigator, navigate to and select the following task: Capital Project Management >

Management Reports > View Building Conditions Summary.

Summary for view Building Conditions Summary
D] [

Cost - Est.
Baseline

Conglition | Facility Cost - Est.

(=ERETTR) (=RTIETRE Rating - Index - Baseline

Code

(Exp.) (Cap.)
HQ Headguarters 558.1| $21,665.00| $119,000.00
Total 558.1| $21,665.00| $119,000.00

Cost -
Estimated
Total

140,665.00|$570,455.00
140,665.00 | $570,455.00

CostTo
Replace
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Step 5: View "Rooms with Issues of Life Safety”

1. Using the Process Navigator, navigate to and select the following task: Capital Project Management >
Operational Reports (Drawings) > Highlight Rooms with Issues of Life Safety.

Highlight Rooms with Issues of Life Safety

Y
' ;”\\ Page 1
/7Ny 0711512009
b SN

Headquarters - 17th Floor

Euilding Floaor Rioorm Room Mumber Ciost - Estimated

Code Code Code Area of Issues Total

HQ 7 127 17588 1 F500.00
Action Conditions Cost - Est. Cost - Est.
term 10 Description Friority Bazeline [Cap.) Baseline [Exp.]
106 Grounding bypassed. Life Safety F0.00 F500.00
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Exercise 0026: Explore Strategic Master Planning

These exercises will walk you through a sampling of standard reports in the Strategic Master Planning domain,
a domain which helps plan and forecast the use of space, and capture historical space use trends.

Step 1: View “Compare Budgets or Periods”

1. Using the Process Navigator, navigate to and select the following task: Strategic Master Planning >
Space Programming and Forecasting > Forecast Space Needs > Compare Budgets or Periods.

b Space Budgets Comparison: Budget of Departmental Room Area | Programmed
A versus Budget of Departmental Room Area | Current Year Forecast Q3
Page 1
A
Department Buildir  Floor al Room Area tal Room Area  alue minus First Second Area: Area: rea Change:
Code Aloca Alloca Progr: 1 i Forecast O3 1stValue 3Space Cost Space Cost First Second Second
ACCOUNTING Ha 17 20.0 300 10.00 40,000.00 £0,000.00 2,000.0 3,0000 1,000.0
ADMIMISTRATION — HQ 17 250 400 15.00 50,000.00 80,000.00 2,500.0 4,0000 1,500.0
EMGIMEERING Hz 16 100 1a0 5.00 20,000.00 30,000.00 1,0000 1,500.0 500.0
MARKETING H2 19 50 100 5.00 10,000.00 20,000.00 5000 1,0000 500.0
QPERATIONS-MAR  HE 17 3.0 50 200 £,000.00 10,000.00 300.0 s00.0 2000
PRODUCTION H2 18 5,000.0 8,050.0 105000 100,000.00 121,000.00 5,000.0 80500 1,050.0
R AND D Hz 18 30 a0 0.o0 £,000.00 £,000.00 300.0 3000 0o
SHLES Ha 19 10.0 140 4.00 20,000.00 28,000.00 1,000.0 14000 4000
252,000.00 355,000.00 12,600.0 17.750.0 5,150.0

Step 2: View “Forecast Counts at the Department Level”

1. Using the Process Navigator, navigate to and select the following task: Strategic Master Planning >
Space Programming and Forecasting > Forecast Space Needs > View Forecast Counts for:
...Department Level.

Department Level - Costs For Budget of Dept. Employee Counts

A Page 1
A

Department Room Value: Programmed  ir Forecast 02  ar Forecast Q3  ar Forecast Q4 i Forecast Q1

Code Standard ogrammed Space Cost Space Cost Space Cost Space Cost Space Cost

Records for Division Code: ACCESSORIES

DISTRIBUTION PECPLE 13.0 26,000.00 30,000.00 34,000.00 38,000.00 42,000.00

MARKETIMG PECPLE 16.0 32,000.00 34,000.00 36,000.00 38,000.00 40,000.00

SALES FEOFLE 30 5,000.00 §,000.00 §,000.00 10,000.00 12,000.00
64,000.00 70,000.00 78,000.00 86,000.00 94,000.00

Records for Division Code: ELECTRONIC S¥YS.

ENGINEERING PECPLE 21.0 42,000.00 42,000.00 42,000.00 42.000.00 42,000.00
42,000.00 42,000.00 42,000.00 42,000.00 42,000.00
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Step 3: View “Historical Trend Analysis: Department Level”

1. Using the Process Navigator, navigate to and select the following task: Strategic Master Planning >
Space Usage History > Manage Space Usage History > View Historical Tend Analysis: Department
Level.

Department Level Historical Trends Analysis
A Page 1

8,000 — 8,000
= ELECTRONIC S¥S, ACCOUNTING
7,000 7,000
6,000 6,000 — E| ECTROMIC 55, ADMIMISTRATIC
5,000 5,000
AR 4000 — ELECTRONIC SYS. ENGINEERING
S 3000 | EoTRONIC SYS. MARKETING
2,000 +— — 2,000
e
1,000 s et S 1,000 == ELECTRONIC S¥'S. OPERATIONS-N
0 _——é= 0

- o oy = - - ELECTRONIC SYS. PRODUCTION

# 8 # ¥ & £

oL =T o1 oL oL o

— o o - 1 (=

T 3 = z 3 = = ELECTROMIC S¥S. R AND D

T 5 5 I 5 T

o o [~ o o o

b 3 z = = z = ELECTRONIC SYS. SALES

& g & = & &

Step 4: View “Affinity Mapping”

1. Using the Domain Navigator, navigate to and select the following task: Strategic Master Planning >
Allocation > Actions > Enter Affinities.

B Departmental Affinity Mapping for Budget of Departmental Room Area

Division:

ELECTRONIC 5'S. E

Chooze Alffinity

() Strong ||

O Moderate [

O Meutral [

() Awerse =

O Strongly Averse |
ACCOUNTING
ADMIMNISTRATION
ENGINEERING
MARKETING
OPERATIONS-MAINT

FPRODUCTION

RAND D

—
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Review Questions: Windows Client/Server Overview
1.) ARCHIBUS includes which of the following software components?

A. Web-based software
B. Windows software
C. CAD software

D. All of the above

2.) Why are ARCHIBUS domains broken down into activities?

A. To allow the Web and Windows applications to communicate with a single database
B. To group tasks appropriate to a specific business function and role

C. To allow the CAD and Windows applications to communicate with a single database
D. All of the above

3.) What can happen when a user selects a task?

A report appears

A form appears

A drawing appears
A dialog box appears
All of the above

moow>»

4.) Which benefit is not specifically a result of the ARCHIBUS integration with CAD?

A. Drawing-embedded reports

B. Web and Windows users see updated room areas instantly when CAD plans are modified

C. Arole-based navigator

D. CAD objects accurately retain organizational data and get updated when re-positioned or modified

5.) What word does ARCHIBUS use to describe the combination of a single database with its associated files?

Database
Project
Process
Activity

ooy

6.) How does ARCHIBUS organize business-oriented functionality on its Process and Domain Navigators?

Domains, Activities, Processes, Tasks
Modules, Processes, Activities, Tasks
Domains, Categories, Tasks

Modules, Categories, Processes, Tasks

oow»

7.) Of the following business-related functions, which are not official ARCHIBUS domains?

A. Space Planning and Management and Building Operations

B. Real Estate and Portfolio Management and Capital Project Management
C. Workplace Services and Move Management

D. Financial Accounting and Inventory Management

8.) Which report is not available in the ARCHIBUS Space Planning and Management domain?

Highlight Rooms by Department
Departmental Stack Plan
Highlight Common Area Rooms
Room Budget by Year

oowp
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Appendix:

Windows Client/Server Overview

Contents:

e Single-User Enterprise Installation

e Review Solutions

Further Reading:

For a better understanding of ARCHIBUS Enterprise, users should
research the following topics using the ARCHIBUS Help text:

e Installation

e Domain and Process Navigator References

| Contents

Eiwvelcome
B Acknowledgements
8 Feference for the Systerm Module
Systern Admin -- Application
(3 Systern Adrmin - Installation
E1'what 5 Mew
([ single-User Installation
B ARCHIBUS for windows
B ARCHIBUS wWeh Cen‘.za.l:
B call Centerwizard  [ARCHIBUS for W
General Installation Issues for ARCHIE
Installation Trouhleshooting
ClientServer Datahase and Metwarkim
Syhase
Oracle
Microsoft SGL Server
ARCHIBUS YWeh Central
Call Centeriizard

Contents
ARCHIBUS \Web Central

(1 ARCHIBUS far Windows

([ windows Users

(0 Warking with ARCHIBUS

B overview
£ what is ARCHIBUS
[E Starting ARCHIBUS
B opening a Project
a ClientiServer Architecture
Q The ARCHIBUS Application YWindo
Bl Menus
QApplication Window Toolbars
[E1 Status Bar
Q The ARCHIBLIS Explarer YWindow
Bl Report Tasks
B Using the Reportwindow
B Fixed Format Reports
Q Repors that Emhbed Drawings
Q Controlling a Report's Drawing Hig
Q The Process Mavigatar
Q The Process Mavigatar's Tasks
E1 online Help
Q The Help System Browser
Q Searching for Help Topics
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Single-User Installation of ARCHIBUS Desktop Client

This topic covers the basic, single-user, Windows installation procedure.

Step 1 — Copy License File to Computer

1. Insert the ARCHIBUS license file CD.

2. Open the license file CD.

3. Copy the license file to your desktop.

Step 2 - Install ARCHIBUS

1. Shut down all other programs.

Place the product CD in your CD ROM drive. The Setup Path should start automatically. If it does not,
use the Windows Explorer to navigate to the CD, and double-click on the AutorunPro.exe program.

3. Onthe Setup Home Page, click Start ARCHIBUS Setup and then ARCHIBUS Single User.

Contents

DRSS ORI

| svorem manscement wer A |

) System Admin - Installation

ARCHIBUS

R

SYSTEM MANAGEMENT HELP A |

ARCHIBUS Setup Paths

Welcome to ARCHIBUS, the #1 solution for Total Infrastructure and
Facilities Management in the ward

Please select the Setup Path appropnate for the edition of
ARCHIBUS that you have purchased. All af the options below,
axcept for the Express option, provide a step for installing Web
Central

ARCHIBUS Enterprise Single-User /
ARCHIBUS Web Central Application Administrator

>> ARCHIBUS Enterprise Multi User

>> ARCHIBUS Facil-o-tor 100 Single-User

>3 ARCHIBUS Facil-o-tor 300 Multi User

>> ARCHIBUS Express

- Search

'L Favorites

ie:///Dfoep-rstalaton heb 1/ Content/setp_path/SngeUsersetp hom

2 My Computer ®I00% -
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4. Click Install ARCHIBUS (Windows), which will run the Windows Setup/Setup.exe program. By default,
setup will install the ARCHIBUS application and the Sybase Single User/Runtime database server.

5. ARCHIBUS Installation

Click below to install ARCHIBUS (Windows). If
only installing ARCHIBUS Web Central, click
here, choose the Custom optien and install only
the database

>> Install ARCHIBUS (Windows) [Disk 1]

5. Inthe Customer Information dialog, verify your Windows user name (Setup completes this field by
default). Optionally, you can install ARCHIBUS for use only by the default Windows user (the default
user name entered by Setup) by selecting “Only for me” in the Customer Information dialog.

ARCHIBUS Installation Wizard

Customer Information
Please enter your information.

User Name:
el

Company Name:
[aRCHIBUS. INC.

Install this application for:

@ Anyone who uses this computer (all users)

€ Only for me [Jaworski)

<Back New> |  Cancel |

6. Choose a destination location for the ARCHIBUS program (such as, c:\program files\afmxx\).

ARCHIBUS Installation Wizard

Choose Destination Location
Select foldet where Setup will install files.

Setup will install ARCHIBUS 17 in the folder below.

To install to this folder, click Next. To install to a different folder, click Browse and select
another folder.

Destination Folder

C:\Program Files\Afm174 Browse...

<Back [ Mew> |  Concel |
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7. Browse to the location to which you have copied the license file in Step 1.

ARCHIBUS Installation Wizard
ARCHIBUS License File

Please browse to the location of the ARCHIBUS license file (afm-licenses. xml). This is
typically the root folder of your product CD. You do not need to enter the license file name.

|E:'\Du|:umen(s and Settings\jaworski\Desktop

Browse...

< Back Next > Cancel

8. For Setup Type, choose Custom.

9. Inthe Select Features Dialog box select Next without making any changes.

= ARCHIBUS Installation Wizard
Setup Type ‘ *
S:eclyl:e Setup Type to install \ ‘

Click the type of Setup you prefer, then click Next.

 Multi-User Server
ﬁ Install ARCHIBUS server program on the database server computer.

" Multi-User Client Workstation
@ Install ARCHIBUS client program on the client computer.

' Custom

Choose which program features you want installed. Recommended for
advanced users.

<Back IWI Cancel |

ARCHIBUS Installation Wizard

Select Features
Choose the features Setup will install

Select the features you want to install, and clear the features you do not want to install.
I8 ARCHIBUS Program Files| A [ Description
Overlay files This component includes the
[v|Schema files ARCHIBUS 17 executable

Documentation and other files that go to the
: Bin folder.
[v) DbClient files
[w]MS SQL Server 2005 Express HJ demonstrat
[¥|Sybase Hq database
[ Sybase schema files
aWsnl o mtime fles b
< >
Space Requiredon C: 640184 K
Space Avaiable on C: 4344276 K
< Back ,WI Cancel

10. Select Finish after installation ends.
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Review Solutions: Windows Client/Server Overview
1.) ARCHIBUS includes which of the following software components?

A. Web-based software
B. Windows software
C. CAD software

D. All of the above

2.) Why are ARCHIBUS domains broken down into activities?

A. To allow the Web and Windows applications to communicate with a single database
B. To group tasks appropriate to a specific business function and role

C. To allow the CAD and Windows applications to communicate with a single database
D. All of the above

3.) What can happen when a user selects a task?

A report appears

A form appears

A drawing appears
A dialog box appears
All of the above

moo

4.) Which benefit is not specifically a result of the ARCHIBUS integration with CAD?

A. Drawing-embedded reports

B. Web and Windows users see updated room areas instantly when CAD plans are modified

C. A role-based navigator

D. CAD objects accurately retain organizational data and get updated when re-positioned or modified

5.) What word does ARCHIBUS use to describe the combination of a single database with its associated files?

Database
Project
Process
Activity

oow>

6.) How does ARCHIBUS organize business-oriented functionality on its Process and Domain Navigators?

Domains, Activities, Processes, Tasks
Modules, Processes, Activities, Tasks
Domains, Categories, Tasks

Modules, Categories, Processes, Tasks

oow>

7.) Of the following business-related functions, which are not official ARCHIBUS domains?

A. Space Planning and Management and Building Operations

B. Real Estate and Portfolio Management and Capital Project Management
C. Workplace Services and Move Management

D. Financial Accounting and Inventory Management

8.) Which report is not available in the ARCHIBUS Space Planning and Management domain?

Highlight Rooms by Department
Departmental Stack Plan
Highlight Common Area Rooms
Room Budget by Year

oow»
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