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INTRODUCTION / OVERVIEW

UNM Space Management Database (FAMIS) is the space inventory database of record for the University of New
Mexico. FAMIS uses AutoCAD Floor Plans to populate the Database with its basic information (Site, Building,
Floor, Room and Square Footage). Once in FAMIS, you can add additional data, such as: Assigned Department,
Room Use, Allocated Department, Functional Use and more.

FAMIS is accessed through the web using a Portal. The Portal is broken into Tabs: Home, Visual Map, Space
Survey, Reports and Discover reports. The Home Tab has information on FAMIS and its access, coding, links,
etc. Visual Map allows you to see and print Building Floor Plans with or without some of its associated data and
pull Basic Report data. Space Survey allows you to see and edit room by room data that is assigned to you. The
Reports Tab has basic reports using FAMIS data and the Discoverer Reports Tab handles complex report needs.

Our goal is to train and inform users and stakeholders on the UNM Space Management Database (FAMIS),
processes, guidelines and procedures to ensure accurate data and floor plans for UNM’s reporting,
benchmarking, and strategic goals.

Access

We want to provide key staff within departments access to their departmental spacial information via the FAMIS
Portal. This allows departments and staff to access their information so that they can accomplish their assigned
tasks and duties. FAMIS has two roles set-up to accomplish this: 1) Departmental Space Coordinator (Editor)
and 2) Departmental Space Viewer (Read-only).

Roles and Responsibilities

Space Management Departments

UNM Departments are responsible for helping maintain the
UNM Space Management Database and notifying Space
Management who is allowed access.

Space Management is responsible for the UNM
Space Management Database of record.

Building Numbers Allocated Department Space Use Codes Assigned Department
Room Numbers Space Use Codes Function Codes (F&A) Allocated Department
Floor Plan Maintenance | Function Codes (F&A) Departmental Access Wall and door changes
Assigned Department Square Footages Departmental location Modular furniture changes
Time

It is important to remember that maintenance of the UNM Space Management Database will require time from
department staff. Departments will need to take a look at current roles/duties and assign a representative(s)
appropriately. People who might require access include, but are not limited to:

e Department Administrator e Financial Manager (F&A) e Building/Space Coordinator
¢ Inventory Monitor ¢ HR Representative e Grants Coordinator

THANK YOU FOR YOUR PARTICIPATION
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INFORMATION

Space Management http://iss.unm.edu/PCD/SM/index.html

Help Desk Phone 277-3800

Help Desk Email space@unm.edu

This information is for your Departmental IT staff personnel who may assist with technical issues with your
computer regarding FAMIS. These are the technical requirements and plug-ins that are needed on your
computer to use the FAMIS Portal.

Operating System

Windows

Internet Browser

Windows Internet Explorer 7 (FAMIS approved)

Windows Internet Explorer 8

Plug-ins

= T Ty
Internet Explorer - Security Warning | % |

Do you want to install this software?

IEI Name: Autodesk MapGuide(R) Viewer ActiveX Control
Publisher: Autodesk Inc.

E] More options I Install ] [ Dan't Install

‘While files from the Internet can be useful, this file type can potentially harm
your computer, Only install software from publishers you trust. What's the risk?

Page | 2



Tab: Home

The FAMIS Portal “Home” tab contains all pertinent information and documentation for FAMIS. Click on the Red
Bars on the Left to switch between web pages.

famis
m Visual Map

FAMIS Xi Portal

‘Welcome: tamis20 famis20

Space Survey Reports Discoverer Reports

Space Database (FAMIS)
Documentation

Access and Training
Schedules

Q&A

Space Management Office

Campus Maps

FAMIS Notices
No notices at this time

FAMIS Support

Email: space@unm.edu [
Phone: 277-3800

Hours: Mon-Fri, 8am to 5pm

format.

FAMIS Upgrade to XiR3

MNew FAMIS Portal

Publisher Reports

Enhanced Visual Map Features
Room Contacts

Employee Names

FAMIS uses AutoCAD Floor Plans to populate the Database with its basic
information: Site, Building, Floor Room and Room Area (SF). Once in the
Database we add additional data such as: space type, space allocation, space
utilization and more. The Datais accessed through the web by using its Self-
Senvice tool which is comprised of the Space Survey & Visual Map and
Discoverer Viewer. Space Survey allows you to edit the data and Visual Map
allows you to view the floor plans with avarity of themes and pull associated
data. Discoverer Viewer hold standardized reports that you can download. All of
this works together provideing consistant data provided in both report or graphic

Famis has been upgraded to XiR3. This upgrade plus other enhancements
occured during the week of October 24th. Some new features of FAMIS are:

Documentation

Space database documentaion is provided for updating and understaning the
space data.

FAMIS Documents

Training Manual (Coming Soon for XiR3)
This training manual is for FAMIS XiR3.

UNM Space Cateqgories Guide {Quick List) Draff A
This quick list is a list of all of the Space Sub-Catergory Codes.

UNM Space Categories Guide (Coming Soon)
This is the complete Space Coding document complete with definations, etc.

UNM Function Categories Guide (Coming Soon)

This is the Code and Instruction documentation for the 2012 Space Survey
which supports the Facilities & Administrative Proposal ( F & A/ Indirect Cost).

Reference Documents

Access and Training
The Office of Space Management provides access to FAMIS as well as on-

hands training clasess located in the John and June Perovich Business Center
(Building #183)

FAMIS Access

FAMIS Authorization Form E}

This authorization form has many purposes. It assignes the following: 1) An
official space contact who is ultimatley responsible for the Space Survey, 2)
Space Org Codes on how the department wants to assign space and 3)

Authorized Coordinators (editors) and Viewers of the Space Management
Database

A suppelmental information to accompany the the authorization form. This
needs to be read by the employees whom are requiredirequest access to the
Space Database

FAMIS Training

THANK YOU FOR YOUR PARTICIPATION

Schedules

The Office of Space Management Database provides data to many reports.
Many of these reporis are on-demand as well as annual. Itis important to keep
the Space Management Database current at all times:

Budgets

Due Yearly - March

Many departments need to provide budget information.requests in April that
incompass the entire University/Campus. Examples of these departments are
Physical Plant, Information Techonolgies, Safty and Risk Services, to name a
few..

Building Replacement and Renewal (B R & R)

Due Yearly - May

The BR&R report is required by the NM Higher Education Department. This
reportis used to get funding for our facilities. The BR&R also assists with the
Operations & Maintenance (Q&M) and the Instruction & General (I&G) funding
formulas.

Space Survey (FY)
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Tab: Visual Map

Step 1:

Visual Map Window

Click on the tab “Visual Map” in the FAMIS Portal.

V¥ Visual Map Tab .
fa,r”' . FAMIS Xi Portal s
Welkome: FAMIS Training Tester FAMIS Training Tester
Home (DEVL] Space Survey Reports Discoverer Reports

Note:

Visual Map (VM) “Section Map”.
When you click on the Visual Map tab you should see this window. Below is a list of the different
window areas by number.

famis Wik

@ Visual Map
Building

Logen se
@ Boundaries A - ALBUQUERQUE » 0010 - BCHOLE-S HALL

@ [@Labek AEEECEEEES ~
4

@ (V] Graphics

4

Copyright® 2010 Accruent, Inc. All Rights Reserved.

5) Overview Box
6) Main and Reports Area
7) Results Area

1) Location Bar
2) Navigation Bar

3) Theme Bar
4) Legends Area (Layers, Themes, Labels) 8) Drawing Area (Floor Plans)

Page | 4



Location

Bar

Note: The “Location Bar” (#1 in the VM Section map). This gets you to what Floor Plan you would like to
see.

Step 2: | Click on each pull down for
“Site, Building & Floor” A - ALBUQUERQUE * 0010 - SCHOLES HALL * All Floors -
2gghchoose a location in A Site pull down A Building pull down A Floor pull down
You should now see the
building floor plan(s) you
requested.

Navigation Bar

Note: The “Navigation Bar” (#2 in the VM Section map). These commands let you move/zoom around the
building floor plan.

Step 3:

Ls QR EDS>
Commands are listed form Left to Right.
Command(s) with their own steps will have an * before them.

Select: Select a space to query information.
Click on a desired room with in the floor plan to view its spacial information. The information will appear
in the Results area (#7 in the VM Section map).

Pan/Zoom: Pan and Mouse scroll zoom in/out

To “Pan” hold down your left mouse button and move side to side when this command is selected.
To “Zoom” move your mouse scroll up to zoom in and down to zoom out when this command is
selected.

Zoom Window: Zooms to a specified location by creating a desired window selection.

In desired location on the floor plan hold down your left mouse button and drag your mouse to create a
window. Once your window is created release your left mouse button to zoom into that choosen
location/window.

T
Ny

]

I

N:
Zoom Out: Zooms out (Floor plans gets smaller/further)
Click the command to zoom out on the floor plan

Zoom In: Zooms in (Floor plans gets bigger/closer)
Click the command to zoom in on the floor plan

Zoom Extents: Zooms out to see all floors
Click the command to see all floors of a building.

Refresh: Refreshes Visual Map
Click the command to refresh Visual Map

Page | 5




*Printable View: Lets you see and manipulate settings for your printable view (print).

Click on command to prepare a floor plan for printing in its own pop-up dialog box.

Measure: Measure distances within a floor plan.

Click on command to click point to point on a floor pan to get measurements. Double click to quit.
Distance Calcuation will apear at the bottom of the screen, here you can also change value type.

20

=k

e N

—

[
L

‘Distan:e: 8.166| fest | v]

IEE_
Printable View Command
. H 13 : — 13 H H
Step 4: S!ICK on the Prcllntatl:rulle P —— 3¢ Fsaeaq Pl",lr_ltatble :_Ilew
Nlae\)ll\l aﬁgfr?rg:: inthe Page Size: Tabloid * Width: 200 Height: 600 ettlngs Instructions.
g ) Height/WVidth values are only valid for the "Image Only™ option
él] After the printable view appears you may:
1. Change the vizible area of the map by right clicking over the map
. " : and selecting pan or zoom from the popup menu
The rowmg pop-up dlalog 2. Change the title and scale by modifying those values directhy in
box should appear with its the title block
default settings.
Note:
“fou may need to adjust you printer settings to ensure that the
printable view appears as desired on the printed cutput
[ Display Printable View |
Step 5: CIICk on “Display 8 hitpe/ 15 3mgl1.unen_edu 008 famis/vmimag.

Printable View”. A new
web browser should
appear.

This is where you will set-
up your Floor Plan(s) for
printing.

Here are three examples
of what you might see.

A) Without a Theme
selected

B) With a Theme selected.

C) With a Theme selected
and a Room Selection

from the Tools pop-up box.

T
wen |

SCHOLES HALL

=
accruent =2
B3

=]
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Red Boxes/Arrows

1) You can edit the Title of
the Printable View.

2) Right Click in the
Printable View to get the
Tools pop-up box. This
box will bring Visual Map
functions to this printable
view for any modifications
that might be needed.
Note: Functions of the Tools pop-
up Box will be explained in
various sections of the Visual
map Training.

3) Use the Select in the
Tools pop-up box to select
room data to appear in the
legend.

SCHOLES HALL

=]
aceruerit W by Allocated Group
E=a = = = =
o= = = o =
e
ma 1 —
el = SCHOLES HALL
SEERE B=a by Allocated Group 1
B3
]

Windows Explorer. -
| Er T | | =) (=l = +H = T
Adjust any necessary =l | =1 i ol | BRI
settings to get desired
print preview before
printing.
Theme Bar
Note: The “Theme Bar” (#3 in the VM Section map) is a pull-down menu that lets you select Themes that will

color code the rooms in the floor plan(s) built on spacial data and create a corresponding legend in the
Legend Area (#4 in the VM Section map).
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Step 7: | Click on the “Theme” pull
down to choose a Theme.

Ne Theme

|Individual Themes
Allocated Group
Allocated Group Level &
Functicn Code
Functicnal Use Source
Space Category

Space Sub-Category

UH Ciost Center

Note : Themes
No Theme: No theme is shown (No color on floor plans)

Allocated Group: Department that occupies the space (Usually Orgs 5, 6, and 7 levels)
Allocated Group Level 5: Rolls up Allocated Group Theme to a Level 5 Org Code.
Function Code: Shows how spaces are used per OMB Circular A-21 standards

Function Use Source: Shows any space that is not Set to Group in the Space Survey in Red. See
Space Survey, Room Info Tab, Add/Change Functional Use Source to correct.

Space Category: Space Use Categories per FICM. The general classification of a room.

Space Sub-Category: Space Use Codes (FICM & UNM). Expanded Space Categories to give a more
detail room type classification.

UH Cost Center: Cost Center space classification used by UNMH for Centers for Medicare &
Medicaid Services (CMS) reporting.

step 8: Once a Theme 1S . Themes ALHUQUEmuE v_ECHOLESH.ALL v_‘m 'C'Etegw |
chosen, the floor plan will @spacecategory | i [ B @ R E WS %
color code and a legend ey o
i ECI- IES‘ce
will appear. Py
700-Support
Facilties
WWW- - -
. Circulation Area
Here is an example of a S0 oy
Space Category Theme. e
lechanical rea - H
.NuVaIue j-E- B
@ [¥]Boundaries | (mm]
# [V] Labels _t L
@ [¥] Graphics EE =
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Legend Area

Note:

The “Legend Area” (#4 in the VM Section map) holds the legends for various functions/data in Visual
Map. Below are some examples and functions for all Legend information.

] Boundaries
@ [¥]Labels
® [] Graphics

A Turns on/off

legend in the drawing

area

Open/closes legend »
information - Open

@ [¥] Themes

@ [¥] Boundaries
@ [¥] Labels

@ [¥] Graphics

A Open/closes

legend information -
Closed

@ [¥] Themes

Space Category
300-Office
Facilties
T00-Support
Facilties
WA=
Circulation Area
HOCK-Building
Service Area
Y-
Mechanical Area

DNEI Value
® Boundaries
® Labels
@® [¥] Graphics

Theme Legend

Step 9:

The “Themes” legend
shows the values for the

Theme selected from the

Theme Bar pull-down
menu.

= [¥] Themes

Space Category
300-Office
Facilities
T00-Support
Facilties
WA=
Circulation Area
HOC(-Building
Service Area
Y-
WMechanical Area

DNEI Valug
@ [V]Boundaries
® [V]Labels
@ [¥]Graphics

Page | 9




Boundaries Legend

Step 10: | The “Boundaries” legend
shows how the space is

calculated.

A) Shows the room/space
outlines. This is what
calculates the room/space
area square feet.

B) Color fill of the
room/space outline.

C) Shows the outline of
the perimeter of the

# [|Themes

= [¥]Boundaries
Space Outling
[¥] space Background
[¥] Floors

® [V]Labels

# [¥]Graphics

C

building. This is what B ‘ B B & ‘
Iculates th .
:gf:r: %Set ; grggzr and Space Outline Space Background Floors
building.
Labels Legend
Step 11: | The “Labels” legend lets

yOUZ @ []Themes

@ [7]Boundaries
A) Floor Plan O [7]Labeks
Control and choose Lo —
predefined labels to
appear on your floor plans. R-Descrpt-5f

i

Click pull-down and e
choose label type.
B) Text Height Floor Plan (Label Types)
Adjust text height of labels. G  —— — — ——

3 [7] Themes
Click pull-down and ® b | ‘ |
choose value type. Then e Lﬂb;r:w > "
type in value number and et | | E: 1 Bosee 5
click Update Text Hgt. I - ﬁ 419 SF 1038

1 -OFFI|

C) Tooltip (7] Tootio [ s I
Control your Tooltip and W g;'n:'ﬁm:éf; T ~N I
the data it shows. = l—| Il = .LL\ |

Click pull-down and
choose tooltip type.

@ [ Themes

@ [] Boundaries

2 [¥] Labels
Floorplan

Room Number  w
¥: Point

Update Text Hgt.

Toolip

Room Number  w

@ [V] Graphics

@ [ Themes
® [] Boundaries
= [V]Labels

Floorplan

Room Number w

|

14z | 144945

ol Fgint

Updste Text Hgt.
Tooltip
Room Number
EREALER Room Number
Labels
Rm-Desopt-Sf
Room and Sq ft

114E

1100
"l

o
110E

FHDA e
Tooltip (Screen Pop-Up Data)

Theme Values
Space Cstegory
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Graphics Legend
Step 12: | The “Graphics” legend - ===l
shows the details of a floor Architectural > o BeAa_ |
plan. ggg
e Architectural ————l
Wall, doors, windows, QLOD Tl = .
COIUmnS, etc. & [_‘_.‘_jﬂuundaries =
. . @ []Labels ql 12 OPEN TO BELOW
e Equipment (not available) 3 [ Crapice | A
Equipment in a space that @) Architectural 1
has been placed in a floor [¥] Equipment 1]
plan (red item in example ?—;”f““t”;l =
to the right). 7] et o L : :
e Furniture e = == e DT T
Furniture (usually
movable) in a space.
e Floor Label (not available) Furniture
Label that gives a floor
title. Equipment Text
e Text
Text in a floor plan, not a
label)
Overview Box
Note: The “Overview Box” (#5 in the VM Section map) is a window located in the “Drawing Area” of Visual
Map that shows where you are located within a floor plan.
Step 13: | The “Overview Box” has a

red dotted frame that
shows your view
relationship to the entire
floor plan. The frame will
change as your zoom
relationships change. You
can click within the
Overview Box to move the
frame to another desired
location within the floor
plan.

=&
B=a

e

Click here to minimize the Overview Box A
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Main (Searches) and Reports Area

Note: The “Main and Reports Area” (#6 in the VM Section map) in Visual Map is where you can do
searches on Data and pull Data Reports from a floor plan. Please note that the buttons grey out then
they are not active, it does not mean they are not available.

Here is the default view of the “Main and Reports Area”
Main button does Searches ¥ V¥ Reports button pulls reports
Search Room Mo -
Filter
Value
Note: Please note that the Search options can change as we develop the FAMIS system.

Main Button - Searches Example 1

Step 14: | Click on “Main” button. Main button »
Search
Filter
Value
Step 15: | Click the pull down for S e reomte || o Search pull down button
“Search” and choose what |
data you would like to kool
Themed Searches
search on. o= e | € Data you can search on
Functicn Code Lis
Sub-Category List
Step 16: | Click the pull down for Room Mo .
“Filter” and choose a filter N <« Filter pull down button
type Site
oL M- <« Filter criteria
Note: For filters, use only “Building” or “Building/Floor”. This will ensure a clean search.
Step 17: | Type the “Value” you :G.: “?H hd
Woé‘lgl!'kke“tcc;’ search on Filter criteria » [ z | € “Go” button
and Click “Go”.
Note: Your search data will Beomllo

appear after clicking “Go”.
You may see more than
one possible choice based
on the data in the
database.

More than one value » |
return example 115

Building/Floor -

115 GO
e —— <« Clear History erases
w0 or 118 your search results
0010- 01- 1154
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Step 18:

Click a returned search
value(s) to:

Zoom to the room/space
Highlight the room/space

View the room/space data
in the “Results Area”

Note: To view a different
returned search value
Click on the value.

Click Bar(s) to »
minimize and
expand its data

Main | Reports. d
Room No w | @ [] Themes
BuildingFloor = | @ [7] Boundaries
115 GO | @ [¥]Labels
Clear History & [¥] Graphics
Search:
0010- 01- 115
15
0010-01- 1154
1154
115 ]
Room No: 115
Site: A

Sit2 Name: ALBUQUERQUE
Building No: 0010

Building Mame: SCHOLES HALL
Floar No: 01

Floor Name: FIRST

Space Sub-Category Gode: 31000
Space Sub-Category: OFFICE
Alocated Group Cods: 758
Allocsted Group: VP Bus Fin Admin
Ofc Gen Admin

Group Allocated Area: 373

A - ALBUQUERQUE + 0010-8C

LleTaea@Zbas

1ag | 1144 | 1198
Fd|
1ac | 114114F

ma

1140

Main Button - Searches Example 2

Step 19: | Click the pull down for owe soet= x| < Search pull down button
“Search” and choose what o
data you would like to L
Themed Searches
search on. ncea| <« Data you can search on
Functicn Code Lis|
Sub-Category List
Step 20: | Click the pull down for Owner Group List v .
“Filter” and choose a filter Building/Floor <« Filter pull down button
type.
i <« Filter criteria
Building/Floor
Note: For filters, use only “Building” or “Building/Floor”. This will ensure a clean search.
step 21: Type the “Value” you U Ml Owner Group List
would like to search on Fier Rl
and Click “Go”. Filter criteria » Ml == [ =° | € “Go” button
Note: Your search data will S
appear after clicking “Go”. sl e
You may see more than Clear History <« Clear History erases
one possible choice based |[searcn: 758 your search results
on the data in the Returned search value »
database.
Step 22: | Highlight desired returned Main Rcports|

search value and click
“Show” or “Show Matching
All” to:

Zoom to the room/space

Highlight the room/space

Click to
highlight ),

rooms on the

floor plans

Search Owner Group List

2 [V]Themes

A - ALBUQUERQUE + 0010-¢

Fitter Building/Flacr - [¥] Owner Group List %‘;‘.’ C_l“ Q Q @@é‘j %
vave [ | BE
Clear History [ Jwo vaue

4758

[ show ]
A

Clears color space(s)

on the floor plan

@ [V]Labels
& [¥] Graphics




Reports Button - Reports

Step 23: | Click the “Reports” button [‘Reports” Button
to view report options A\
|2 |Reports|
. . Select a Report...
Step 24: gllck Stn the desired o by Spede
eport. Alloz Thl - Group Report B
P <« Reports available
Reports by Floor
Step 25: | Click on desired S ion O
rooms/spaces to pull
report on.
Note: Hold “Ctrl Key” to pick of s =
various rooms or hold 1004 a
“Shift Key” to select a <« Choose rooms/spaces
group of rooms. 100D
100E
100F
00
100H S
Step 26: | Click “Display Report”. Display Report <« “Display Report” button
Step 27: | New IE web browser New web browser W & rm ol - gasic Report - Tabular
opens and displays the Save to Excel P o e s soasne =)
report Rm Tbl - Basic Report - Tabular 5/21/2010 4:53:57 PM
Report Column Headings » N el e E
A 01 101 )QDOZ:]D:PUBLIC REST 173.00821E
Step 28: | Click column headings to - o M2 feu Tz
. 11500-CLASSROOM
sort report by Headings. i i = SERVICE o
A 01 104 ;‘IESR{,ETC(;ELASSRU oM 107.00 9844
A 01 105 ;ESRQ,E:'CCELASSRO oM 162.00 984A
A 01 106 ]S:ESRD“?IE:[‘ELASSRD oM 163.00 984A
A 01 107 41000-STUDY ROOM 1,913.00 9844
Step 29: | Save data to Excel. P S S el
CI k II down then Cllck A 01 110 :IWLD‘DE&-_CLASSRDDM 699.00 176A
IC pu ’ A 01 "3 UTILITY/MECHANICAL 161.00821E
SPACE
Dlsplay aS E”XCG| Save to Excel (detail) A 01 M4 \Jgﬁl'o;’fMECHANICAL 166.00 821E
Spreadsheet space
. v A o1 15 UTILIMY/MECHANICAL 59.00821E
Then C||Ck “OK" Display as Excel Spreadshest |LJ s‘:’:;;_
. Printable A o1 118 UTILMY/MECHANICAL 58.00821E
Save File as normal on Display as Excel Spreadsheet —
yOUF Computer Display as XML Filter: room _billing_id |N (42428, 42419,42421,42425, 42429, 42427 42430, 42420,42424,42431 42422, 42418, 42428, 42423)
Step 30: | You can also print the SRS Ra=IT -

report from your IE web
browser as normal.

T/ Prin... Crl+P

_ B Print Preview...

| # Page Setup...
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Planning” button to active
Visual Space Planning
options/buttons.

To get out of “Space
Planning” mode click the
button again.

Note: Some accounts are able to do “Space Planning” within Visual Map. This allows you to move
employees around in the floor plan(s). This will not update your data,
Step 1: | Click on the “Space Al

Dutirg Fioar
v 3303 FLAGITS MG SAME CEVELL v I Fléen

acuz

X1 88, ¥ 17 08 (Fosl)

VSP Navigation

Note:

You will see two changes to the menus when in “Space Planning” mode.

Additional
commands/buttons to the
Main (Searches) and
Reports Menu.

|
I Create Scenario
| Edit Scenario Settings

Additional
commands/buttons to the
Visual Map floor plan
Navigation Bar.

New “Scenario Bar”

Scenario Type

ks ﬁ:@ﬁ@&é‘)%lé&lz I

VSP Create Scenario(s)

Step2:

Click “Create Scenario”

Main | Reports
Assign to Dept -
Site -
GO

Cument Info pace Planni

Select Spaces | Update Space

iove Hemove

<« Create Scenario Button

Create Scenaric

Edit Scenaric Settings
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Step 3:

Type in the:
1) “Site”

2) “Building”
3) “Floor”

“Defaults” can remain the
same.

“Organization Source”
needs to remain the same.

Create/Modify Scenario:

C)pﬁon NEW Scenario {select source data below) -
v

Description

Defaults:
A - ALBUQUERQUE w» 0203 - PLANNING AND CAM -
The drawing of the provided Site, Building and Floor will automatically be opened when the scenario is selected

Scenario Source:
Locations/Orgs are only selectable where employes sre found matching that criteria

A - ALBUQUERQUE v 0203 - PLANNING AND CAM -
Organization Source [R5 -

Organization(s) -

Create an "As 15" Soenario:

{Setz the from/to location to the employes’s cument kocation)
Default Planning Group:

{Sets the "Flanning Group™ to the org of the source data)

Create Scenario

Step 4: Click “Option” puII down Create/Modify Scenario: .

and choose Scenario T e s T e el - <€ Option pull down

Option. - NEW 5i io (select data below) g

p EM PTY{D d SL‘E empIDyeE to the scenaric)

Step 5: “Description”: Type in a Create/Modify Scenario:

Name for the Scenario NEW Scenaric (select source dsta below) -

being created 2011-0001

REDMOe ORI <« Description

Step 6: | Click “Create Scenario” Create/Modify Scenario:

Opﬁon NEW Scenaric (select source data below) -

Scenario |ID  [EARREHGE

Description

Defaults:

A - ALBUQUERQUE v 0203 FLANNING AND CAM -

The drawing of the provided Site, Building and Floor will sutomatically be opened when the scenario is selected
Scenario Source:

Locations/Orgs are only sslectable where employes sre found matching that criteria

A - ALBUQUERQUE v 0203 - PLANNING AND CAM -
Organization Source 25 -

Organization(s) -

Greate an "As 15" Soenario:

{Sets the fromyto location to the employes’s current location)
Default Planning Growp:

{Sets the "Planning Group” to the org of the source data)

Create Scenario button
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Step 7: | A pop-up window will Message from webpage W ==
appear.
. £ §.  Scenario 2011-0001 was successfully created
Click “OK” A
NOte: YOU r “ScenariO" WI” now ALEILK}UEHQUE - PMNN\NGAND CAMPUS DEVELC v hxxs - mg Group
appear in the Scenarlo iF‘Ianning 101-F‘CDOption1 Move E mpluyee Data
pu”'down k9 Q& 0E 1Pcuc=pt|on1 Move
VSP Labels

Step 8: | In the Legend Area click

on the “Labels” expand @ [7] Boundaries

button/icon
Expand Button M = |7 Labels
o hElzorolan
P G - -
Step 9: | Click on the “Floorplan” — ﬂ:um |I <« Click pull-down
pull-down. ¥ Foint -
| Update Text Hgt. |
Tl:mrtip

Person (Group) -

3 Graphics

Step 10: | Choose the “Person

(Group)” option. @ [J] Boundaries
= Labels
Floorplan

P Gr -
This will put the existing H::?nm{umﬁ;

employees in the space AT
labels. Gen. Detail

4 Click option “Person (Group)”

Rm-Desorpt-5f
Room and Sq ft
@ (V] Graphics
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Note:

This will put the existing
employees in the space
labels.

|
== = - | E -
el 211
MICHAEL POLIKOFF 0z BRCOOK FINGH
CLALDIA MILLER
2164 /
J 5
210
24 ] 23
[ —
I] —%l F%)
] =
o SMITH, J
;EcU
xa L
6
— o KANESHIGE, 5
KEN RAWLE 28|CU4 AECUS

VSP Move a Person

Note:

Make sure you are in the scenario you would like to do your work in.

Step 11:

Click on “Move” button in

the Menu or “Move a
person from a space”
icon from the Navigation
Bar

Move Icon V¥

Move Button
e ﬁ@@@méﬁ&z

Main | Reports

Assign to Dept -

Site

-

GO

Cument Info

Space Flanning

Select Spaces

Update Space

Maove

Remove

—| Click to Mowve a Person

One person in a room

Step 12:

1) Click on space/label
2) Click Desired location

3) Person will move

R

)
M|c>1 POLIKOFF

-

BROOK FINCH
CLAUDIA MILLER

7
M

2168

=l

T nt -|_LE"_|_ A 1l

25

F Ha ‘[ T- I+
m an
MICHAEL POLIKOFF = o BROOK FINCH
CLAUDIA MILLER
—
— :n:n:n:n:n:E L
2168
T L = 1l 2
|— 1

m
EROOK FINCH
CLAUDIA MILLER
MICHAEL POLIKOFF

[ Ty T
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Move when there is more than one person in aroom

1) Click on space/label " '
2) Click person to move R iy
3) Click Desired location "l 9 = | e g e | e

4) Person will move o ¥

LT T

Move from Planning Group selection

VSP Reports

Note: You can see reports on the Scenario Data.

Step 13: | Click “Reports” pull-down Reports
in the Scenario Bar and | V'SP Space Data ﬂ < Report Pull-down

choose a report

V5P Employee Data

WSF Space Data <« Choose report

VSP Em ployee Data VSP Employee Data
Report
2404 E\%?',SK 0202 212004 0202 212,00
Th|S W|” ShOW yOU the tWO 2408 Eﬁzzm A 0203 0z 211 212004 0203 0z 21 21200
and from Of every 2408 :TAANS\S,HBE' A 0203 02 2084 112,004 0203 02 2084 112.00
f . 2408 KENRAWLS A 0202 0z 208CU3 68.004 0202 02 208CU3 68.00
employee in the scenario 240 gﬂ:;; A 0203 02 203 118.00A 0203 02 211 212.00
ﬂoor plan 2404 il A 0202 0z 208 111,004 0202 02 206 111.00

JEFFREY

. | | | e | | [ | 9.0

VSP Space Data VSP Space Data 1 15:10:02
This shows ooms wit | (ST SRR T G N N
employees in them 2404 0203 111.00
240A A 0203 uz 2IJGA 112.00
240A A 0203 uz 208CU3 68.00
240A 0203 211 212.00

A
I N S N S Y
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VSP Add

a Planning Group

Step 14: | Expand “Themes” in the Legend
Legend Area. Expand button®»= [V Themes A EIOUERCE
Planning Group .Jmananu Type
Visual Space Plann
[eon S
Click in “Vacant Group” [o vaue k LA
box and type in a group “ . & I
Plus” icon » " <« Vacant Group” box
Org Code or Name under D P
P ing G ” #® [¥]Boundaries :
anning Group © Tllabels LENter @ New Planning Group ]
@ [¥]Graphics
Click “plus” icon
Step 15: | After new Window pops-Up | “Message from webpage W [
click “OK”.
y h Planning Group was added successfully
Step 16: | New group will appear in
the Planning Group 2 [7] Themes
Legend [¥] Planning Group
2404
Planning
Add groups as needed. .. IHa Voo
#
# [¥]Boundaries
# [¥]Labels
& [¥] Graphics
VSP Add / Search for Employee
Note: You can search for Employees to add them to spaces.
Step 17: | Click an “Org Code/Group” | [Main|seporis d
under Themes, Planning AssigntoDept  ~ | 3 [] Themes
Group in the Legend Area. Sae he [#] Planning Group
2
‘Cument Info §Space Flanning PI
404
A list of Employees will e LA DN
. Mowe Remove ._;,—. |:|
appear in the Results

Area.

Create Scenaric

® Boundaries

Edit Scenaric Settings

@ [¥]Labels

(2408

] Graphics

[ ]BROOK FiNCH
[[]cLaupia wiLLER
[]smmH, J

[ ]xen rawLs

[ ]micHAEL POLIKOFF
[ ]kanESHIGE, 5

Search for a name to add

(=)
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Step 18:

Type in a Name/Part of a
Name in the “Search for a
name to add” box.

Click “GO”

Name will appear.

Highlight name.

[ Main|R=ports |

Main | Reports AssignioDept v | @ [¥] Themes
Assign to Dept - Site - Planning Group
Site - = [0
Cument Info_ || Space Planning Dplanmng
GO Select Spaces | Update Space DND Value
Move Remove

Main| Feports

Cument Info

Space Flanning

Create Scenario

s e & Select Spaces || Update Space Edit Scenario Settings
=R Move Remaove 2404
d - []erook Finck
[ GO CeateSoapacin [ eLavnia mier
Cument Info | Space Planning Edit Scenario Settings %SMW'J
KEN RAWLS
Select Spaces | Update Space [QAM :‘MICHAEL POLIKOFF
Move Remave [ ]eROOK FincH [lanestice, s
P T l:l CLAUDIA MILLER Search for a name to add
Edit Scenaric Settings []smm, 4 eI
2408 [ xen RawLs
[ ]erooK FiucH [ micHAEL POLIKOFF

[[]cLaupia wLLER

[]smm,

[ ]xen rawLs

[ ]ranestice, s

Search for a name to add

jD: TABIA1
hiot assigned to a space

® [¥] Boundaries
@ [7]Labels
@ [ Graphics

+

Tabia GO
:lM ICHAEL POLIKOFF
_lKﬁ\NESHlGE, 5 TABIA MURRAY
Search for a name to agd
Tabis| ' @
Select a space to assign this person to
Step 19: | Now Click in a room to 1 | Ii
assign this person to a ’_J.;li.....r ‘
space. il
28
B Sr a2 a:\unm MILLER
MICHAEL POLIKOFF
2164

i

25
TABIA MURRAY
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VSP Change Employee Planning Group

Step 20: | Click on the “Box” next to [Main[Reports |
Name under Org . Search Aszsign to Dept -
Code/Planning Group in o = .
results area.
Value [ GO
Cumrent Infe §Space Planning
Select Spaces | Update Space
Maowve Remove
Create Scenaric
Edit Scenaric Settings
240A
[ ]raBia murrAY
[ ]srook FincH
[ ]cLaupia miLer
[]sum,
| |ken RawLs
“Box” P MICHAEL POLIKOFF
| |kanESHIGE, 5
Search for a name to add
“Box” > @]
Step 21: | New window will appear. | 7@ edit erson - Windows Internet ... L= | =) [l
Click on “Planning Group | ] http://it153fmgOL. unm.edu:8008 famis vpUtil | 5 |
pu"'down” Edit Person
Employee Planning Group
MICHAEL POLIKOFF 2404 - |4 “Planning Group” pull-down
[ Delete Employes late Flanning Group
| 0 Internet | Protected Mode 43 v ®100% -
Step 22: | Click desired “Planning & edit Person - Windows Intermnet .. 0= - - e
Group”
| €] nttp://it153Fmg1.unm.edu:8008 famis/vputil | & |
Edit Person
Employee Planning Group
MICHAEL POLIKOFF 2408 [~]
[ Delete Employes ]
Choose “Planning Group”
ﬂ a Internet | Protected Mode +3 ~
Step 23: | New window will appear. M ﬁom'mhpgl =)

Click “OK”

L Planning Group has been updated

Click “OK”
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Step 24: | Click on the “Planning [Main | Reports| et

Group" that the perSOﬂ Search Assign to Dept - | = Themes
was Changed to. Their Filter Site Planning Group
name should appear. Nialic 240

Cument Infe §Space Planning

DPIanning
Select Spaces | Update Space No palea
b
Move Remove o |:|

Create Scenario = Boundaries
Edit Scenaric Settings ] Labels
[Planning | @ @ Graphics
I:‘ MICHAEL POLIKOFF

Search for a name to add

E3

VSP Delete Employee from Scenario

Step 25: | Click on the “Box” next to
Name under Org SO Assign to Dept
Code/Planning Group in I
results area.

-
Fitter Site -
Value | so

Cument Infe §Space Planning

Select Spaces | Update Space

Move Remove

Create Scenaric

Edit Scenaric Settings

[]cLaupia miLer
[]=mm, g

[]xen rawLs

[ ] micHAEL POLKOFF
[ ]ranesHice, =

Search for a name to add

[eo]

Step 26: | Click on “Delete

Employee” e -
[ httpu//it153Fmagd1.unm.eduB008 /famis/vputil, | 7 |

Edit Person

Employee Planning Group 1

BROCOK FINCH \al |
Choose “Delete Employee’ Delete Employee ]' Update Planning Group ]

€D Internet | Protected Mode 3 ~  #100% ~

L — — —— =
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Step 27: | New window will appear. — fmmwhm’ _ [
Click “OK”
_l'\ Persen has been removed from scenario
Click “OK”
Step 28: | Click on the Name/Org | main | Reports]
Code in the Legend to see Assign to Dept
the data refresh. Site -
| eo
Cument Info §Space Planning
Select Spaces || Update Space
Maowe Remaowve
GeaieSeenatn @ [¥]Boundaries
Edit Scenaric Settings @ Labels
2408 | ® [¥] Graphics
[ ]maBia wurRRAY
[ ]cLavpia miLLer
[ smm, 4
[]ren rawLs
[ Jranestice, s
Search for a name to add
Step 29: | You can run a report to i sl
see that the catae
updated as well. 2408 Gy 0203 02 211 212004 0203 02 211 21200
2408 P, 0203 02 2064 112,004 0203 02 2068 112,00
2404 KEN RAWLS A 0203 0z 208CU3 68.00A 0203 0z 208CU3 68.00
2404 ?E’.‘FE:IEY 0203 02 208 M1L00A 0203 02 208 111.00
2404 LAUBRl:AY A 0203 02 205 112.00
Planning :;"D%:;\DHI;F 0203 02 203 116.00 A 0203 02 21 212.00
. { [ ' [ | [ 600 | | [ [ &0
VSP Additional Scenarios

Step 30:

Add other “Scenarios” to
compare options.

SCcenario

2011-0001-PCD Cpticn 1 Move -

No Scenaric
2011-0001-PCD Opticn 1 Maove
2011-0002-PCDC COpticn 2 Move

COMPLETED - Visual Map Training

THANK YOU FOR YOUR PARTICIPATION
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Tab: Space Survey

Click on the Tab “Space
Survey” in FAMIS Portal.

i< FAMIS Xi Portal e
m's Weloome: FAMIS Training Tester FAMIS Tralning/ Tester

Home (DEVL) Visual Map EIGBERET='M Reports Discoverer Reports

A Space Survey Tab

Parameter Form

Step 3: | The Parameter Form should appear after login.

Home Visual Map Space a8 Reports Discoverer Reports FAMIS Forms Admin Setup Portfolio Discoverer +

Parameter Form
Item - Value - Description Item - Value - Description

Site

L

Cost Center

Building

@

Account

Floor

B

ACCT_SEGMENTE

Room
Department
Employee
Equipment

Batch Name

CORC RO TR T R O

Last Survey Date
{DD-MON-YYYY)

(Leave blank for all)

Parameter Form (Criteria) Search

Step 4: | Enter Search Criteria to find Space Data.

Do not do too broad of a search. Some searches have too much information and become burdensome
for the user as well as the system (example: a search just on the site Albuquerque).

Click on “ @” next to each search criteria desired to see the selection list, then click on criteria from
the list.

Example:
Site @ <« Sample Search Criteria Box
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Select Site

Site Description
ALBUQUERQUE
CAPILLA
GALLUP
LOS ALAMOS
RIO RANCHO
SEVILLETA
VALENCIA
REMOTES
YOUNG RANCH

<« Sample Selection List

= =< H e @m0

Note: Not all search criteria are available at this time (Employee, Equipment, Last Survey Date, Cost Center,
and Account)
Note: You can type “Ctrl + F” to get search/find box (this can float or attach to your web browser tab).
Find: | ' | Options - |
Ex: You do not know the building number, but you know the building name.
Step 5: | Once all Criteria are selected click “Submit”.

If a change is required, change as needed with “ =B or click “Clear” and re-enter criteria.

Parameter Form
Item - Value - Description Item - Value - Description
Site A & ALBUQUERQUE (Cost Center =1
Building 0047 ) EsTUFA Account =

Floar

Room
Department
Employee

Equipment

(OO RO O O

Batch Name

Last Survey Date
(DD-MON-YYYY)

(Leave blank for all)

[ Submit | [Clear <« Submit and Clear Button

Select Room (Room Listing)

Step 6: | Select Room should appear after criteria are submitted. This is a room listing from your search
criteria.
Select Room
Site=A, ALBUQUERQUE : Bldg=0047, ESTUFA : < SearCh Location
Batch ID/Name:
Site Building Building Diescription Floor Room Room Desc Area Allocation Employee  Allocation Group  Survey Date
A 0047 ESTUFA 01 102 35500-CONFERENCE ROOM SERVICE 92 UNKNOWN DEPT-TB -
A 0047 ESTUFA 01 101 35000-CONFERENCE ROOM 521 UNKNOWN DEPT-TB < Room List
Note: Select Room is a list of rooms pulled from the Space Database using the criteria entered. It must have

a Site, Building, Floor and Room No assigned to be in the Space Database and this information must

Page | 26




have an Allocation to appear in the Space Survey.

Step 7:

To view details of a specific room, click desired “Room” from list.

If you would like to re-enter criteria click “Return” to go back to Parameter Form.

¥ Room
Site Building Building Description Floor Room Room Desc Area Allocation Employee  Allocation Group  Survey Date
A 0047 ESTUFA 01 102 35500-CONFERENCE ROOM SERVICE 92 UNKNOWN DEPT-TB
A 0047 ESTUFA 01 101 35000-CONFERENCE ROOM 521 UNKNOWN DEPT-TB

[Rewn | g Return Button

Room Information

Step 8: Edit Room Location should appear after desired “Room” was clicked.
Edit Room Location
Site=A, ALBUQUERQUE : Bldg=0047, ESTUFA : Floor=01, FIRST : Room=102, 35500-CONFERENCE ROOM SERVICE 4 Search Location
< Room Location Header
A Tab Building Nasr:z ‘:STIJFA Buﬁ:j gg‘”
. Room 102 Room Status OPEN 4 Room Detall
Last Modified/Survey Date Area 92
Cancel | <« “Cancel” Button
Note: To back out or go back to the Select Room screen (Room List), simply click “Cancel”
If you have READ ONLY rights the Save/Preview and the Save/Return buttons will be grey since you
cannot edit the data.
What you see in the room location header will depend on the type of rights you have. The Graphic in
Space Survey Step 6 shows all available, but the minimum should be Location, Room Info, Space Sub
Cat, Groups, Employee, Functional Use, Room Contacts and Summary.
Step 9: | Click desired Tab in Edit Room Location Header to see its information or the “Summary” tab to view
all the information for that room.
Note: Location: Functional Use:
Site, Building Name, Room, Last Modified/Survey | Group, Employee, Functional Use Code,
Date, Building (Bldg No), Floor, Room Status, Description, Percent, Area
Area

Room Contacts:
Room Info: Contact Type, Contact, Contact Full Name
Room Name, UH Cost Center, Functional Use

Source, Comments, Alternate Room Name, UH M o
Cost Center Not available at this time

Accounts:
Space Sub Cat: NPT I
Space Sub Cat, Description, Percent, Area Not available at this time
Groups: - C .
Group, Description, Percent, Area All information listed above in a summary
Employee:
Group, Allocation Employee, Full Name, Percent,
Area

COMPLETED - Space Survey: Information and Basic Navigation
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Step 1: | Click the “Space Survey” tab in the FAMIS Portal.
Step 2: | Type in Username FAMIS Self-Service Login
. Please enter your username and password. “Additional Instructions
Type in Password —
CI|Ck “Login” button Password
Lookup Password
Change Password
Parameter Form
Step 3: Enter the following Query Parameter Form

in the Parameter Form.
Site: A

Building: 0279

Floor: 01

Room: 101

Click: “Submit”

Item - Value - Description Item - Value - Description

Site A S Cost Center

Building 0273 = Account
Floor 01 =]
Room 107| =
Department =
Employee =l
Equipment &
Batch Name @

Last Survey Date
(DD-MON-YYYY)

{Leave blank for all)

Select Room Listing

. 1 13 ”
Step4: Click Room “101 Select Room
Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD

Batch ID/Name:
Site Building  Building Description  Floor Room Room Desc AreaAllocation Employee  Allocation Group  Survey Date
A 0279 CASITADE MILAGROS 01 101 WWWOO0-CIRCULATION AREATBD 47 UH UNM HOSPITAL

Location Tab

Note: You will start at the Edit Room Location

“Location” Tab.

This Tab gives you the
basic information/stats of
the room

Nothing can be edited on
this tab.

Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD

(K10 ] Room Info | Space Sub Cat | Groups | Employee | Functional Use | Room Contacts | Equipment ]| Accounts | Summary

Site A Building 0279
Building Name CASITA DE MILAGROS Floor 01
Room 101 Room Status OPEN

Last Modified/Survey Date Area 47

l Save/Preview ” Save/Return ”Cancet]
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Note:

Do NOT click Save/Preview or Save/Return until the second to last tab (the tab before the
Summary tab). If you click “Summary” tab your work may disappear. This will also ensure
fewer error messages, since some tabs are dependent on others for information.

Note:

Save/Preview,
Save/Return and Cancel
Buttons

Cancel button: Cancels out of the update.

Save/Preview button: Saves your changes and goes to the Summary
Tab

Save/Return button: Saves your changes and return to your query
(select room view / room listing)

Room Info Tab

Step 5: | Click on the “Room Info” | EditRoomnformation
Tab Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD
Location |IBLLTLRLIGE] Space Sub Cat | Groups | Employee | Functional Use | Room Contacts | Equipment | Accounts | Summary
Room MName WWWOO-CIRCULATION AREATED ~ Alternate Room Name
UH Cost Center - i 4
Functional Use Source  Group -
INITIAL DATA LOAD -
Comments
l Save/Preview H Save/Return ][Cancel]
Note: Room Info There are 6 fields that can be edited on the “Room Info” tab, but only 4

will be allowed to be edited.
They are:

UH Cost Center, Functional Use Source, Comments, and Alternate
Room Name

Add/Change UH Cost Center

Step 6: | Click the “UH Cost ECE RO oo
cente r” pu” down bUttOﬂ . Site=A, ALBUQUERQUE : Bldg=0273, CASITA DE MILAGROS : Floor=0M, FIRST : Room=10M, WWW00-CIRCULATION AREA TBD
Room Name  \WWWOO-CIRCULATION AREA TBD - Alternate Room Name
“UH Cost Center” pull down »  wcestcener 1] e T
Functional Use Source -
ATA LOAD -
Comments
Scroll to or type in the =
correct “UH Cost Center”
number. [ Save/Preview |[ Save/Retum | [ Cancel |
Note: UH Cost Center The UH Cost Center field is for space that uses Cost Center information

to provide to the “US Department of Health & Human Service” “Centers
for Medicare & Medicaid Services” (CMS). This option is currently only
available to UNM Hospitals Orgs.
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Delete UH Cost Center

Step 7: | Click the “UH Cost
Center” pull down button.

Scroll to the end of the list
and select the Blank
(Empty) option.

<« Blank (Empty) Option

Add/Change Functional Use Source

Step 8: | Click the “Functional Use | FditReomInformation
Source” pu" down button Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWWU00-CIRCULATION AREA TBD

Location JGLJuRLI{A] Space Sub Cat | Groups | Employee | Functional Use | Room Contacts | Equipment | Accounts | Summary

Room Mame WWWO0-CIRCULATION AREATBD ~ Alternate Room Name

UH Cost Center - k2

“Functional Use Source” pull down P Funciional Use Source | Group ~

Room & LOAD X
Employee

Comments Gn)u !
I Save/Preview ” Save/Return I [ Cancel ]
Note: The Functional Use Source must be set to GROUP. If it is not, the Functional Use tab will NOT appear.

This will also ensure proper reporting with in FAMIS.

Add/Change Alternate Room Name

Step 9: | Click “Alternate Room Edit Room Information
Name” bOX Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD

Location JBL5uRNIGE] Space Sub Cat | Groups | Employee | Functional Use | Room Contacts | Equipment | Accounts | Summary

Type in the alternate room Room Name WWWOO-CIRCULATION AREATED ~ Alternate Room Name
i UH Cost C -
hame desired. e Alternate Room Name A
Functional Use Source  Group -
INITIAL DATA LOAD -
Comments
[ Save/Preview ][ Save/Return H Can:el]
Note: Alternate Room Name Alternate Room Name can be used to show:

What is actually on the room sign
What the room is actually called by its daily users
Etc.

Note: Do NOT put any sensitive information in this field.

Delete Alternate Room Name

Step 10: | Highlight “Alternate
Room Name” text.

Hit the Delete button on
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your keyboard.

Alternate Room Name

Space Sub Cat Tab
step 1 1 : Clle on the “sPace Sub Edit Space Sub Cat Information
catu Tab Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD
Location | Room Info | EIRITLY®: 4] Groups | Employee | Functional Use | Room Contacts | Equipment | Accounts | Summary
Space Sub Cat Description Percent Area Select
WWWoo CIRCULATION AREA TBD 100 47.0 =
Total 100 47.0
-
[ Save/Preview ][ Save/Return ][ Cam:a\l
Note: Space Sub Cat You can do three things in the Space Sub Cat tab:
Add a Space Sub Cat
Change the percent of a Space Sub Cat
Delete a Space Sub Cat
Note: Do NOT enter in more than one “Space Sub Cat” code for a room/space. This helps with reporting and

audits. If more than one Space Sub Cat is desired, please contact Space Management.

Add Space Sub Cat

AUSUD - FUBLIL HED | KV - UNISEA W DWW

Step 12 Clle “sPace Sub cat” Edit Space Sub Cat Information %0400 - TRASH ROOM
puII down button. Site=A, ALBUQUERQUE : Bldg=0279, %ﬁ;;g&f&?}iﬁﬁﬁ@;ﬁf 1, WWWOO-CIRCULATION AREA TBD
i i -FUEL ROOM
Click appropriate Space
- UTILITY/MECHANICAL SPACE
Sub Cat. Space Sub Cat :ﬁ; wamgg: gzzgg 'E!LEECCH Eent Area Select
Wwoo GROULATION A MEGH SPAGE - ELEY EQ ‘ ‘ diy 40 ©
Y0404 - UTILITY/MECH SPACE - BATTERY E e S
YYY00 - MECHANICAL AREA TBD , 100 470
Add Space Sub Cat button »
Click “Add Space Sub [ Saveipiesen || ssveireun | [carce A SPAce Sub Cat
Cat” button to add the pull down
Space Sub Cat to the list.
Note: As soon as you click the pull down, you can type a number to jump to that section in the codes.
Example: type a 3 to jump to the Office category 31000.
Step 13 TWO Space SUb Cats are Edit Space Sub Cat Information
now Shown Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD
Then unused one must be | TN EERTEE  soee v co| Y ) TS EESERE® v Percent Field
deleted See Step 13 Space Sub Cat Description Percent Area Select
Y0200 FUEL ROOM 0 0 [}
VW00 CIRCULATION AREA TBD 100 470 [}
TS — w o 470
-
[ Save/Preview ” Save/Return ][ Cancel]
Note: You will not see the change in the Area unless you click on another tab and then click back to the
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Space Sub Cat tab.
Delete Space Sub Cat
step 14: CIiCk “Select’! bOX for EditSpaf:,e Sub Cat Information
S S b C t( )th t Site=4, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWWOO-CIRCULATION AREA TED
pace su ays) tha . _
needs to be deleted. Lo o o ISR v lre| i e e onc | Easmn s summan]
Space Sub Cat Description Percent Area Select
Click “Del Space Sub HiE TR G
Cat” button. — - _.‘_a; ....... . ‘_I'_n < seIeCt Box
Add Space SubCal | Dl Space Sub Cat
Savapiovon_ [ Savamonn | [ Cocol A Del Space Sub Cat button
Note: YOU WI” have tO le the Edit Space Sub Cat Information
percentage after deleting a Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD
Space Sub Cat. Lo coom o I oo ey o e L o SR N
Percent |S 100%, because Space Sub Cat Description Percent ercenf—\rea e Select
only one Space Sub Catis | "™ FuE. Room 2 o u
allowed Tota 0 b
-
[ Save/Preview H Save/Return ][ Cance\]
Groups Tab
Step 15 Clle on the “Groups” Edit Allocation Group Information
tab Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD
. Group Description Percent Area Select
Unlike the Space Sub Cat UHO1 UH UNIM HOSPITAL 100 470 ]
codes, you CAN have
Total 100 47.0
more than one Group to a
. __Add Group - __De\Group
room. Their total percent
0
mUSt equal 100 /O [ Save/Preview ][ Save/Return ][ Cancel ]
Note: Groups You can do three things in the Groups tab:
Add a Group
Change the percent of a Group
Delete a Group
Groups must total 100% when added together.
Add Group
Step 16 Clle “Add Groupu pu” Edit Allocation Group Information RE;:KE;E;T“EHE,EBEN
down. Site=A, ALBUQUERQUE : Bldg=0279, CASITA ﬁgﬁ:igﬂ;g‘ggi%%:? hom=101, WWWO0-CIRCULATION AREA TBD
AF - AF[VP HEALTH SC
AFB - AFBIHS LIBRARY
AFD - AFDICOLLEGE OF
. . Croup Deseription | AFE - AFEICOLLEGE OF Area Select
Click appropriate Group. UHO1 UH UNM HOSPITAL ﬁgg:ﬁgg}fggﬁﬂ&g@g 100 470 ]
BAA - BAAJUNM MEDICAL E
UHO1 - UHD1|UH UNM HOS E . 470
Add Group button » -
[ Save/Preview ” Save/Retumn l A Group pu" down
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Click “Add Group” button
to add the Group to the
list.
Note: As soon as you click the pull down, you can type a number to jump to that section in the codes.
Example: type a 3 to jump to Groups that start with a 3.
Change Group Percent
Step 17 TWO GrOUpS are now Edit Allocation Group Information
Shown Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD
Highlight each one of the | [EEE) (X ISP v (ENENES) CEPMIP W9 ¥ Percent Field
percentages Separately Group Description Percent Area Select
. BAA UNM MEDICAL GROUP o 0 =
Fa)ggcteynpte In CorreCt UHO1 UH UNM HOSPITAL 100 47.0 (=]
Total 100 47.0
The percentages for these -
Groups need to be
adJUSted to make a tOtaI Of [ Save/Preview ” Save/Return ][ Cancel ]
100%.
Note: You will not see the change in the Area unless you click on another tab and then click back to the
Groups tab.
Delete Group
Step 18: CIICk “select” bOX for Edilﬂllofzation Group Information
G ( ) th t d t b Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWWIN-CIRCULATION AREA TBD
roup(s) that needs to be
deleted.  Locotion | Room ino | Space sub Cat [LRRR Empioyee | Funcional s | Room Contact | Equipment | Accouns
Geoup Description Parcent Aana Select
H (13 ” BAA LUNM MEDICAL GROUP 50 ]
CIICk Del Group bUtton' UHO1 LIH UNM HOSPITAL | 470 4 Select Box
B — —
| Add Group | « | DelGroup
Save/Fraview Save/Reum Cancel A Del Space SUb Cat button
Note: You will have to fix the percentage(s) after deleting a Group.
Employee Tab
Step 19 C||Ck on the “Employee” Edit Allocation Employee Information
tab Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD
Group Allocation Employee Full Name Percent Area Select
[ Addaloc Emp ] - - [ DelAloc Emp_|
[ Save/Preview H Save/Return H Cancel]
Note: Employee You can do three things in the Groups tab:
Add a Employee
Change the percent of a Employee
Delete a Employee
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Add Employee

Step 20 Clle on the uAdd A”OC Edit Allocation Employee Information
' Emp,, 1st Pull Down Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWWO00-CIRCULATION AREA TBD
button.
Choose one Of the Group Allneation Fmolovas Full Name Percenrtr 777777777777 — Select
allocated groups shown. 1% Pull Down V¥ 0 0
BAA - BAAJUNM MEDICAL
UHO1 - UHO1UH UNM HOS
iew Save/Return Cancel
Step 21: | Click on the “Add Alloc Edit Allocation Employee Information \‘j:ﬁé\é;?gﬁﬁlé;?géﬁivmgzWUELHUJ
» and Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE Mit|VINCENT LEONARD (VLEQNARD) ILATION AREA TBD
Emp 2"° Pull Down VITO CAPOBIANCO (VITOC)
WAYNE SULLIVAN (SULLIVAN)
button. WILLIAM BOWDICH (BBOWDICH)
WILLIAM WILHELM (BWILHELM)
Choose one of the Group Allacation Employee YOLANDA SANCHEZ (YMSANCHZ) A Select
VONNE MENDOZA (YMENDOZA) L
WONNETSANCHEZN TS ; (3
employees shown. 0
Then click the “Add Alloc BPA-DANURMNEDEAL. - -
” ) nd
Emp bUtton Add G A b tt [ Save/Preview ” Save/Return ” Cancel] A 2 Pu" Down
. rou utton
Do this for each employee P
in the space.
Note: As soon as you click the pull down, you can start typing the name to jump to that section in the codes.

Example: Type “Sm” to jump to the area Smith would be in.

Change Employee Percent

Step 22 Three Emp|0yees are now Edit Allocation Employee Information
ShOWﬂ fOI’ tWO groups Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD
Highlight each one of the | [ [ FSEPETem (0P e NS XX P ¥ Peercent Field
percentages Separately Group Allocation Employes Full Name Percent Area Select
and type in COFreCt BAA YMENDOZA YVONNE MENDOZA 25 =
BAA YTS YVONNE T SANCHEZ 75 i}
percent. T
0
The percentages for these
Emp|oyees need to be UHO1 BUWILHELM WILLIAM WILHELM 100 ]
adjusted to make a total of e —
100% for each group. : :
[ Save/Preview ][ Save/Return ][ Cance\]
Note: You will not see the change in the Area unless you click on another tab and then click back to the
Employee tab.
Note: Employee Percent An Employee for each group is not required, but if a group has an
employee(s) it must total 100%
Note: Employee Any Employee can be connected with any Group.
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Delete Employee

step 23: CIICk “Select" bOX for Edit Allecation Employee Information
E I ( ) th t d t Site=A, ALBUQUERQUE : Bidg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWWOO-CIRCULATION AREA TBD
mployee(s) that needs to
be deleted.  Locaion | Room e | Spoce Sub Cot] Groups |TRITA Funcionat Use | Room Contacts | Exuipment | accounts | Summary|
Group Allocation Employee Full Mame Percont Area Select
H 113 ” BAA YMENDOZA YVONNE MENDOZA 25
glljlﬁ:gn Del Alloc. Emp BAA VTS YVORNE T SANCHEZ % « Select Box
0
UHO1 BWILHELM WILLIAM WILHELM 100
0
(AdaAios Emp ) . - [ Deinios Enp. ]
Save/Prevew | | Sove/Remn | [ Cancel A Del Alloc Emp button
Note: You will have to fix the percentage(s) after deleting an Employee(s).

Functional Use Tab

Step 24: | Click on the “Functional

Edit Functional Use Information

’ Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD
Use” tab
Location | Room Info | Space Sub Cat | Groups | Employee JIRTLISIT EIRUEE] Room Contacts | Equipment | Accounts | Summary
Functional Use Source = Group
Group Employee Functional Use Code Description Percent Area Select
0 0
Add Fn Code - - Del Fn Code

[ Save/Preview ] [ Save/Return ] [ Cancel ]
Note: Functional Use You can do three things in the Functional Use tab:

Add a Function
Change the percent of a Function.

Delete a Function

Note: Functions must total 100% for EACH of the Allocated Groups.

Add Functional Use

Step 25: | Click “1° Fn Code” pull
down (left side).

Click Appropriate Group.

Click “2" FN Code” pull
down (right).

Click appropriate
Function for that group.

Edit Functional Use Information

Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD

Location | Room Info | Space Sub Cat | Groups | Employee JIRTUISIIEIRUER] Room Contacts | Equipment | Accounts | Summary

Functional Use Source = Group

Group Employee Functional Use Code Description Percent Area Select
0 0
st A
1> Function pull downp uroi - [ DelFnGade
UHO1
L]

[ Save/Preview ][ Save/Return ][Cance\]
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Click “Add Fn Code”
button to add the Function
to the list.

Add Fn Code button »

32-OTHER SPONSORED ACTIVITY

4.1-LIBRARIES

4.2-DEPARTMENTAL ADMINISTRATION

4.3 - MUSEUMS AND GALLERIES

5.0-STUDENT ADMINISTRATION & SERVICES

- GENERAL ADMINISTRATION

-PUBLIC RELATIONS/DEVELOPMENT/ALUMNI AFFAIRS
- SPONSORED PROJECTS ADMINISTRATION

7.0 - OPERATION AND MAINTENANCE OF PLANT - ELIGIELE

Edit Functional Use Information
Site=A, ALBUQUERQUE : Bldg=0279

RCULATION AREA TBD

Accounts | Summary

Group Employee Funi7.5 - OPERATION AND MAINTENANCE OF PLANT - INELIGIBLE Area Select
9.0 - AUXILIARY ENTERPRISES
99.0- TBD 0 0
Add Fn Code UHOT - Del Fn Code

[ Save/Preview ][ Save/Return ][Cancsl] 2nd

A
Function pull down

Change Function Use Percent

Step 26 FUnCtion(S) are now Edit Functional Use Information
Shown Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD
Highlight each one of the _
percentages separately I ¥ Percent Field
nd type |n Correct Group Employee Functional Use Code Description Percent Area Select
a BAA 9.0 AUXILIARY ENTERPRISES 100 ]
percent. | T ]
0
UHO1 11:1 CLINICS 40 =
UHo1 9.0 AUXILIARY ENTERPRISES 60 ]
0
- -
[ Save/Preview ” Save/Return ][ Can:e\]
Note: Functional Uses are assigned by Groups. You must enter Functional Use Code(s) for each Group in a
room and EACH Group code(s) must total 100%.
Note: You will not see the change in the Area unless you click on another tab and then click back to the
Functional Use tab.
Delete Functional Use
. H 13 (1] Edit Functional Use Information
Step 27' EIIth. se(le)ct:] :)OX fgr t Sive=4, ALBUGUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=107, WWWOO-CIRCULATION AREA TBD
unction(s) that needs to
be deleted.  Locoion | oo ko | paco Sub at | Grovps | Empioyeo IR Room Contact: | Eqvipmont | ccount | Summary
CII k “D I F ’ Growp Emplayee Functional Use Code r""‘*’"ﬂ|“=°-5°"o'::=;:::v Percen Ares Salect
C e n Code BAL a0 ALKIARY ENTERFRISES < Select Box
button. -
UHO1 11 CLNCS 40
UHD1 a0 AUMILARY ENTERFRISES &0
AdiFrCode | vines | < Del Fn Code button
Sove/Preview || Save/Reten || Cancel
Note: You will have to fix the percentage(s) after deleting a Function(s).
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Room Contacts Tab

Step 28 C||Ck on the “Room Edit Room Contacts Information
Contacts” tab Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD
Location | Room Info | Space Sub Cat | Groups | Employee | Functional Use RGNy ReGIEI ] Equipment | Accounts | Summary
Space Coordinator
Contact Type Contact Contact Full Name Select
I - | -
[ Save/Preview H Save/Return ][ Cancsl]
Note: Room Contacts You can do three things in the Room Contacts tab:
Add a Contact
Change a Contact.
Delete a Contact
Note: Room Contact Type Some Room Contact Types will allow more than one of the same

type.

Add Room Contact

Step 29:

Click “1** Add Room
Contact” pull down (left
side).

Click Appropriate Contact
Type.

1%t Add Room Contact pull down

Click “2"* Add Room
Contact” pull down (right).

Click appropriate
Employee Name for that

Edit Room Contacts Information
Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD

Location | Room Info | Space Sub Cat | Groups | Employee | Functional Use JRLNReGDIEIGEY] Fquipment | Accounts | Summary

Space Coordinator

Caontact Type Contact Contact Full Name Select

l Add Room Contact 1 m -
BUILDING CONTACT

ROOM EMERGENCY CONTACT
ROOM PRINCIPAL INVESTIGATOR

VIL T URIA VAR 1INEL UE LA U[VUELAU)
VINCENT CHAVEZ(BCHAVEZ)

Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=g VNCENT LEONARD(VLEONARD) BD

VITO CAPOBIANCO(VITOC)

Edit Room Contacts Information

WAYNE SULLIVAN(SULLIVAN)
WILLIAM BOWDICH(BBOWDICH)
[ZILTCG L ETRUERY WILLIAM WEST(WWEST)
WILLIAM WILHELM(BWILHELM)
YOLANDA SANCHEZ(YMSANCHZ)
YVONNE MENDOZA(YMENDOZA)
YVONNE T SANCHEZ(YTS'

Location | Room Info | Space Sub Cat | Groups

Space Coordinator

|

Contact Type_ Contact Type Contact Belect
ROOM PRINCIPAL INVESTIGATOR ~
Add Room Contact button A A

Click “Add Room
Contact” button to add to
the Room Contact list.

[ Save/Preview H Save/Retumn ” Cancel ]an Add Room contact
pull down
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Step 30 Continue Addlng “Room Edit Room Contacts Information
Contactsn Site=A, ALBUQUERQUE : Bldg=0279, CASITA DE MILAGROS : Floor=01, FIRST : Room=101, WWW00-CIRCULATION AREA TBD
Location | Room Info | Space Sub Cat | Groups | Employee ] Functional Use JRLLLReGIEIREY] Equipment | Accounts | Summary
Space Coordinator
Contact Type Contact Contact Full Name Select
EC TRAVMILL TRAVIS EVERETT MILLER
PI WWEST WILLIAM WEST
Example > PI Y18 YVONNE T SANCHEZ
Add Room Contact - -
DelRoom Contact |
‘ Save/Preview H Save/Return H Cancel
Delete Room Contact
- H [13 th Edit Room Contacts Information
Step 31 - CIICk SeIeCt bOX for Sie=A, ALBUQUERQUE : Bldg=0379, CASITA DE MILAGROS : Floor=0, FIRST : Room=101, WWWOOCIRCULATION AREA TBD
Room Contact(s) that
needs to be deleted.  Locaion | Room ino | space sub Cat] Groups | Emptoyee | Funciionat s [P covipmen | ccounts | summary
Click “Del Room Contaet Type = Contact FullNasha —
Contact” button. = et i <« Select Box
2] Y75 YVONNE T SANCHEZ
Add Room Contact -
sareemcenss. | < Del Room Contact Button button
Save/Proview Save/Rodsn Cancel
Equipment Tab
Note: Equipment Tab This tab is unavailable at this time.
Accounts Tab
Note: Accounts Tab This tab is unavailable at this time.
Save Changes
Step 32: | Click on the “Save/Return” button OR | Click on the “Save/Preview” button
This will save your changes and take you This will save your changes and take you to the
to your query (select room view / room Summary Tab for review of your changes.
listing).
COMPLETED - Space Survey: Editing Data

THANK YOU FOR YOUR PARTICIPATION
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Tab: Reports (Publisher)

Step 1: | Click the “Reports” tab in the FAMIS Portal.
yc- FAMIS Xi Portal
m's Welcome: FAMIS Tralning/ Tester FAMIS Training Tester
Home (DEVL) Visual Map Space Survey Discoverer Reports
A Reports Tab
Note: All FAMIS authorized users are able to see Reports. These Reports are based on the rights of each

individual. The Portfolio Folder has the basic reports all FAMIS users can access.

Basic Navigation

Note:

A
G (5} | Roport Data (Refesn ) (Bcst [ Prnasie |[Fites ) nepor oy r
Auto Display |
[7] select MuttipleMeports Active Buildings
|_a« | B
Buildings ENGINEERING AND SCIENCE
A 002 COMPUTER PO CPEN BUILDING Y
A ooo4 CARLISLE GYMNASIUM OPEN A OWN
| InActive Buildings A ooog BANDELIER HALL EAST OPEN o OWN
A ooog MARRON HALL OPEN N OWN
A 0010 SCHOLES HALL CPEN Y OWN
A o011 ANTHROPOLOGY QOPEN . OWN
A 0012 ANTHROPOLOGY AMNEX OPEN X OWN
SCIENCE AND MATHEMATICS
A o014 LEARNING C QOPEN BUILDING T OWN
1) Directory Area 5) Navigation Bar
2) Search Area 6) Report Area (plus Features)
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View Reports: Selecting Report(s)

Directory Area

Note: The “Directory Area” (#1 in report/view navigation) contains the “Context” pull down, its “Folders” and
their “Reports”.
Step 2: | Make sure the Context pull 2. FAMIS Xi Portal
down is set to “Portfolio”. fa""s Waloms FANS Trabg Teser FAMSS Tramg Testar
Home (DEVL) Visual Map Space Survey L% Discoverer Reports
Step 3: | Click on the “Buildings” o e
folder.
e (9] Report Data
. H H H 1 uto Dig| epol
Step 4: glelcséstn desired BUIIdIng D:e:ectDME::I:RZp:ns | Please click on a report name in the menu
' Fortlic - 4Context Pull-down
[ sites
Buildings Folderp| [Sewsns Folders
Active Buildimgs |
InActive Buildings Reports
Step 5: | Desired report should =

appear in the “Report
Area” (#4 in report/view
navigation)

Search
Auto Display Report
[ select Hutiple Reports.

Portfolio -
Buildings

inActive Builings

Report Data e o

|j

roup

OPEN BUILDING.

Active Buildings

ENGINEERING AND SCIENCE
COMPUTER PO

CARLISLE GYMNASIUM
BANDELIER HALL EAST
WARRON HALL

SCHOLES HALL
ANTHROPOLOGY
ANTHROPOLOGY ANNEX
SCIENCE AND MATHEMATICS
LEARNING C

OPEN
OPEN
QPEN
OPEN
OPEN
OPEN

owN
owN
own
OWN
owN
own

> >rPPPr >
=]
< <k <<

OPEN BUILDING. owN

Search Area

Note: The “Search Area” (#2 in report/view navigation) allows you to search for reports.
. [13 ” £ H
Step 6: | In “Search” field, type ina | |search acive [sc| 4Search Field
search criteria. Click “Go” _
to submit search and see [¥] Auto Display Report
list of reports. [C] Select Multiple Reports
Portfolic -
Leave “Search” field empty | Buikings
and submit “Go” to see a
complete report listing.
Step 7: | List of Reports appear. e s
Parent Folder| Folder| Type] _Name _|Description] Display
CI|Ck on “Report" tO VieW. |PDrthI|D 'Elmldlngs |0THER |Adwe Buildings I
Reports > [Pnrtfulln |E|um:nngs |0THER iIn;\kl:tr'.re Buildings ErY
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Step 8:

Desired report should
appear in the “Report
Area” (#4 in report/view
navigation).

E==) Portfolio

Search [s9)
Auto Display Report

[7] Select Mutiple Reports

Fortfelio -

Buildings
iia

inActive Buildings

ReportData ey

+ [ repmiomeen ]

Active Buildings

B »

R _

ENGINEERING AND SCIENCE
COMPUTER PO
CARLISLE GYMNASIUM

> PrEP>PPr >
&

BANDELIER HALL EAST
WARRON HALL

SCHOLES HALL
ANTHROPOLOGY
ANTHROPOLOGY ANNEX
SCIENCE AND MATHEMATICS
LEARNING C

OPEN BUILDING.

OPEN
OPEN
OPEN
OPEN
OPEN
OPEN

E R

OPEN BUILDING

% Ownership Responsiblg
own

owN
owN
owN
own
owN
owN

owN

View Reports: Report Detail
Note: Some reports have hyper links to see additional data
Step 9: | Example Report Data [ Revzn |[=xcel || Prmabie |[Fites ] Report only + [__Repon Desarpion |

Click on the “Hyperlinks”
to see building detail’

Not all reports have extra
detail.

Active Buildings

Building Code

=
=
=
(=]

=
=
=
=

=
=
=
=

=
=
=]
=]

=
=

=
=
X}

> pPEPPPP P
=
=
=

=
=
4

>

Hyperlinks

ENGINEERING AND SCIENCE
COMPUTER PO

CARLISLE GYMNASIUK
BANDELIER HALL EAST
MARRON HALL

SCHOLES HALL
ANTHROPOLOGY
ANTHROPOLOGY ANNEX
SCIENCE AND MATHEMATICS
LEARNING C

OPEN BUILDING L

OPEN X OWN
OPEN i OWN
OPEN X OWN
OPEN i OWN
OPEN X OWN
OPEN i OWN
OPEN BUILDING i OWN

2 Ownership Responsibld
S N N i
OWN

Reports Navigation

Step 10: | Report Data tools are:
Report Data [ Refresh | Excal |[ Printable ][ Filters | Report Only v [ Report Desciption |
1 2 4 5 6
1) Refresh 4) Filters
Refreshes the report Allows you to filter data in a report if a filter was built into
a report
2) Excel 5) Report Type/Output
Let you Export the Report to Excel Allows you to choose how to see your report if other
output report types where created
3) Printable 6) Report Description
Lets to print from your web browser in a Gives you a description of the report if entered
printable format/view
Export to Excel
Step 11: | Click “Excel” in the e e m o ————

reports Data bar

Report Data | Refresh || Excsl || Printable || Filtes | Report Only

|

Report Description |

A

Excel button
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Step: 12

Save document as usual.

Fibe Download

Home Report.dds
Type. Meurosoft Office Excel 972003 Worksheet, TAIKE
From: IELSIPWADL snm. edu

|

) (o]

7] Mewrrys sk bedore cpening thia type of fie

-0

Do you want to open or save this file? r

Filter
Step 13: | Click “Filter” in the —
reports Data bar Report Data | Refresh | Excel || Printable || Filters | Repart only + |  Report Desoiption
Filter button
Step 14: Choose Filter and CIle Report Filters [ Dsfault Filter ][ List Valic Filters 8

“Use Selected Filter”.

Currently there are no
reports that use filter.

Awailable Filters

Single Filters

Use Selected Filter

Report Type/Output

Step 15: | Click “Report Type” pull- : : —
p down in thpe repoyr?s D:ta REPDI'I Data [ Refresh ][ Exczl ][ Printable ][ Flltel's] Report OnlyA - [ Report Description ]
bar. Report Type button
Step 16: | Choose Report Report Only -
Type/Output to view data. Report Cnly
Chart Only
Maps Only

Currently there are no
reports that use filter.

Report, Chart and Map
Report and Chart
Report and Map

Style Sheet X5L)

Report Description

Step 17: Click “Report —
Description” in the Report Data [ Refresh || Excel || Printable || Filters | Report Only + [ Repont Dp_r.;.ptmn |
reports Data bar. Report Description button

Step 18: | View Report Description Report Description <)

information.

Currently there are no
reports with descriptions.

»
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Tab: Discover Reports

Step 1: | Click the “Reports” tab in the FAMIS Portal.

fa""'s FAMIS Xi Portal

Wekoome: famis20 ks

Home Visual Map Space Survey Reports

ATab
Note: All FAMIS authorized users are able to see Reports. These Reports are based on the rights of each
individual.
Step 2: | Login: famis FAMIS Xi Portal

Weloome: FAMES Tralning/Tester FAMIS Tralning Tester

User Name: Home {DEVL) Visual Map Space Survey Reports isco\rerer Reports
Your UNM NetID

ORACLE Discoverer Viewer Access to Discoverer Reports Viewer h

Business Intelligence

& Connect Directly

Password: ....................................... S T BT S
Your UNM NetID Connect to Oracle Bl Discoverer
PaSSWOFd To connect to Oracle Bl Discoverer, click on a connection name or enter your connection details directly.
Choose Connection
| Create Connection
D t b Details Connection Description Update Delete
atapbase:
BANP :
Connect Directly @® Return to Top
Enter your connection details below to connect directly to Oracle Bl Discoverer.
* |ndicates required field.
Click “Go”

Connect To Oracle Bl Discoverer -
* User Name

* Password

* Database

End User Layer

Locale Locale retrieved from browser

Al nights reserved.
1130
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Note:

ORACLE' Discoverer Viewer
Business Intelligence

Preferences Exit Helg

Connect >

Worksheet List

Search

Type in a search string to find a specific workbook or result set. Use the drop-down menu2choose between Database and Scheduled Workbooks.

Search All Workbooks - (Co)
Result List
Expand All | Collapse All
_:.
Focus Name Owner Last Modified
¥ Discoverer Workbooks
& ¥ % FAMIS Building Contacts DOSCHEMA Tuesday, July 19, 2011 1:13:14 PM MDT
Sheet 1
& B % FAMIS Space Orgs and Managers 2 DOSCHEMA Friday, April 22, 2011 10:4930 AM MDT
Lt > 2 GROUP_LVL_2_6_Hierarchy_rhe DOSCHEMA Friday. April 01, 2011 12:01:58 PM MDT
& > @ Major Space Use Category Summary DOSCHEMA Tuesday. August 30, 2011 1:00:25 PM MDT
& B 2 UNM_SpaceAssignmentB YLevel DOSCHEMA Monday, May 16, 2011 2:53:13 PM MDT
L2 > 2 WIP_Room By Room_Detal W_FunctionCode_v0.3 DOSCHEMA Thursday. July 14. 2011 4:34:19 PM MDT
& B 2 WIP_Room By Room Detail WO FunctionCode v03 DOSCHEMA Thursday, August 04, 2011 522242 PM MDT
& > 2 WIP_SpaceUseCategorySummary_v0.5 DOSCHEMA Tuesday. January 18, 2011 11:58:38 AM MDT
€ > @ WIP_SpaceUseSub-CategorySummaryv0.5 DOSCHEMA Wednesday, Jarmary 19, 2011 93848 AM MDT
& B 2 WIP_UNMBuildingListv0 9 DOSCHEMA Friday, July 01, 2011 11:22:23 AM MDT
Lt ¥V & WIP_UNMBuidingSquareFeet DOSCHEMA Friday. May 13, 2011 3:04:07 PM MDT
Building Sq Ft
(Refresh )
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References

The UNM Space Management Database needs locations of various levels to track its space and report properly.
The levels are:

Site, Building, Floor and Room

Sites

UNM has many sites. Site is usually based on a city that UNM has more than one building in.

A: Albuquerque R: Rio Rancho X: Remotes

C: Capilla S: Sevilleta Y: Young Ranch
G: Gallup T: Taos

L: Los Alamos V: Valencia

Building Numbers

Building numbers are 4 digits long and can have an alpha after it. Building Numbers are associated with a Site. So
you can have a building number 1 (0001) at each site.

The UNM Albuquerque Site is large in size, so its building numbers are placed in groupings to help identify its
location within Albuquerque.

North: North Campus is all buildings north of Lomas Blvd. Buildings on the North Campus are
numbered 200 thru 299.

Central: Central Campus is all buildings south of Lomas Blvd and along Central Ave. Buildings on the
Central Campus are numbered in 1 thru 199.

South: South Campus is all buildings South of Coal Ave and North of Gibson Blvd. Buildings on the
South Campus are numbered 300 thru 399.

West: West is all buildings along I-25. West buildings are numbered 400 thru 499

Off-Site: Off Site is all buildings scattered through-out Albuguerque that are not on the standard
campus location. Buildings on Off Site are numbered 800 thru 899.

Buildings that UNM leases are numbered 1000-1999.

Please note that there are exceptions/inconsistencies in building numbering due to history and the growth of the
campus.
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