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Foreword

This User Guide has been designed specifically for the purpose of training
appointed Space Reps within the University who have been granted access to
Web Central.

The Web Central functionality provides the ability to view drawings and related
information over the WEB. This should, in turn, make the task of keeping room
information and drawings up to date less onerous.

Role of the Space Rep

Each College and Support Group has nominated Space Representatives who will
have access to the Web Central. The Space Contacts are responsible for checking
the areas and related room information for their appointed buildings, and should
update/amend the information online to reflect current allocation/position and
layouts, returning all updated information to the Space Manager, at
Space.Management@ed.ac.uk

First Line Support

If you require assistance on security or Web Central access please email
Ebisusers@ed.ac.uk in the first instance. Only urgent enquiries should be
directed to the EBIS Support Desk on 650 9683.

Space Management

For further information about the Space audit and Space Management at
University of Edinburgh, click on the following link;

http://www.ed.ac.uk/schools-departments/estates-buildings/what-we-do/space-management/system

Central Teaching Updates —

As per the new process distributed among the Departmental and School ‘bookers’;
any changes to centrally managed rooms should be reported to Registry in the
first instance, with a copy to

Space.management@ed.ac.uk
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Section1 - Getting Started through MyED

Please note - - Web Central is supported by Mozilla Firefox, not Internet Explorer as
there are incompatibility issues with L. E. 10.

On your desktop double click on Mozilla Firefox and copy and paste in the following web
address:-

https:!//www.myed.ed.ac.uk/

This will take you into the EASE login page. It is advisable at this point to bookmark this
page by selecting the drop down and the top right hand menu bar and clicking on
Bookmark This Page.

=l
roogle Pl & E

Wiews Bookmarks Toolbar

showy &l Bookmarks  Chrl+5hift+B
.
Bookimark This Page  Chrl+D

Subscribe to This Page..,

e Bookmarks Toolbar
» Contact
Recently Bookmarked

& ®

Recent Tags

hozilla Firefox

EASE login

1}

% Unsorted Bookmarks

To access the Web Central system. You should see the following page on screen
prompting you to enter you given EASE login id and password. . This password should
not, under any circumstances, be divulged or used by anyone other than the specific
person it was created for.

BEECSAN| [ 14£d Login [ +]

€ 9 @ https/ e myed.ed.ac.ul]

MyEd Portal login

Login to MyEd About MyEd

(—

Login to MyEd with your EASE Username and Passaord

L ) within and
MyEd, the University's web portal, is beyond the
available to applicants. students. limemiten A |

MyEd is your
gateway to
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Once you are logged in, click on Add Channel from the top right menu tab

] [ L+ s

€ B https:/faorw.rmyed.ed ac.uk/uPortalfrenderuserl ayoutRoothode uf| | |2 Google P A

Customise | Site Map | Help | Report a Problem | Logout

The University of Edinburgh

Welcome Gillian. Search term Searc

Today “ myStuff H Admin H Finances H Research H Services H myStuff H Library H Search & Info

Customise: Add Channel Page Layout Add Tab

Ta add a channel to this tab
‘Announcements 7@ | |0n|ine voting 78

[ Tanic I Annnnncaman + 1

Then select Building & Rooms from the left hand column and Web Central from the right
hand column, and then click on Add to my Page.

— 1 Add a Channel ®
1anc nfo
Browse channels Search W
Column
Academic & Studies  + | |Edinburgh First i
Academics Edinburgh Sustainability MNews
Ani Accommadation, Event Exchange Diary & Mail =
Administration _| |Fire Safety Drawings Channel  elec
i &l categaries | Health = Safety Latest News
-E_'lges Building 5 Health & Safety \Website
irlsle 4 Career & Developrmen! | Mobile Campus lectio
;ie.w Communication & Ever M4 Room Booking System E
Development On-line Catering Bookings L4 at 1
ace k Entertainment Open Access Computer Availability
ik an Finances Parking Permits Cnline
1 lean Financial Printing Services Online (PSO)
Miki.q Infar mation TED Portal &
4+-4 Instructors M/ cb Central 2 ————
osef
npor
ted t

rdec  Channel details

o bel:

{faca Web Central )
This channel provides staff from Estates and Buildings and Accommadation Services with

mpa g eans of inputting data into the web enabled lease module and to then allows web

Ber ¢ reports to be generated.

qerci,  Add To My Page  Use It Now

Then select Web Central from the appropriate tab under your MyED pages.
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Welcome Gillian.

‘oday “ myStuff |{ Admin | | Finances ||-
Web Central

Announcements
Admin

Announcements

Timetabling at ~
| Topic | Edinburgh (Staff) e

Click on Launch Web Central

" Today H my5Stuff H Admin “ Finances H Research || Services || myStuff H Library H Search & Info H Help ‘

Home  Admin

| Web Central Help Return to dashboard

Launch Web Central

* Availability outside the University network

You should now have the Web Central home screen menu in front of you.

mb‘.wm x | /. Web Central x| + - |y
€ | @ https://www.webcentral.estates.ed.ac.ul/archibus/schema/ab- core/views/ process-navigatar/navigatar-details. anw 5 | |2~ Google y:l

@7va\s¢=d {77 Getting Started [Ml MyEd Login B3 Bookm
ARCHIBUS #My Home  »My Favorites »My Jobs » My Profile » Sign Out »Help

i

@ space Management
@ Manage Personnel Inventory and Occupancy (\

The #1 Solution for Real Estate, Infrastructure, and Facilities Management in the World
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Section 2 - Navigation around Web Central

Time Out Function

The time out function is currently around 1 hour for the Web Central system

Tabbed views

Please note the above report will appear on a separate tab from your Web Central View,
so you can go back to the previous view by toggling between tabs.

W|.M}r£d x | / Web Central x | # Data Transfer x| 4+ L

" | @ https://www.webcentral.estates.ed.ac.uk/archibus/schema/ab-data-transfer-main.axwviewName= dp.axvwépanelld= dp_detailsPanel&isExportDocument=fal

Minimize / Maximise Pane views

Once you are into the Web Central main page, please note that there are multiple pane
views as you work through the various reports and the space reporting tools. To minimize
the pane views, you will need to click on the appropriate ‘dotted bar’

| Drag to resize, or click the dotted area to hide,

on the slim grey borders which
outline each view.

Along the top bar you will see the following icons:

To maximise the pane views you need to click on the ‘arrow’

-
=

“ on the slim grey borders which outline each pane view.
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When you look along the main horizontal task bar

o LAINULLL DD U Y i o e,
Space Planning Console [+1=1-1
Filter Show  Clear
Building Code schaol Subject Area Code
Room Category Date 2171172014 Pending Requests Only =
Highlight Rooms for Floor: 108-01 =] Highlights: Category ~ Labels: Category - Border Highl Workspace Transactions Assign Room Attributes

You will notice the following 3 icons to the right hand side:

The first is a blue and white cross which denotes the Add this to my Favourites.

The second is a printer icon Once selected an options box will appear for you to format and

print your detail out.

Print

Frinter

Mame: EBYC-HUE-1 on mvm-ps1 [redirected 2] v] [ Froperties... ]

Status: Ready
Type: Femote Desktop E asy Print

Wwhere:  T5005

Comment: [ Print to file
Frirt range Copies

@ all Mumber of copies: 1 2
() Pages  from: 1 ta: 1

= = Callat
Selection jﬁ jﬁ o

The third icon is the mail sign Once selected an options box willopen for you to enter your

details and send the email and content.

Schools by Subject Areas ®am
Subject Units »Refresh | »DOCK | »XLS | »TXFR
Schoal: (1) PU1E3] §[123] All Page 1ofd  Hexts>
I school subject Area Code subject Area Name Highlight Pattern
ol o “ 02080 0.30000
&) o|x
Pse
= Send View Link Via Email |»Send | »Cancel
1A 12l To:* [gillian.nicollGed ac.uk
PsE
PsE
Subject: |link To: Schools by Subjs
)

psB Message:* [https: mebcentral estates ed chibus/schemaldp axver
PSB
| psc
PSC
PsC

The following message will appear, select OK

MAILTO:gillian hicolli@ed.ac.uk? subject=Link% 20To%34%205chools% 20hy% 205 ubject% 20Are a s &hody=hitps% 3A% 2F
% 2Fwnicwebcentral estates.ed.ac.uk% 2F archibus % 2F schema®% 2F dp. amne
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Then select Continue to the encrypted message

Send Wiew | ink Wia Foail

Security Warning IE'

Although this page is encrypted, the information you have entered is to be sent over an
@ unencrypted connection and could easily be read by a third party,

Avre you sure you want to continue sending this information?

[Continue ] [ Cancel ]

And add your appropriate message to the outlook window that appears and then Send the email when
completed.

ETIN™ B LR Ak Link”
File Message Insert Qptian: Format Text Rewiew
A e
_a Cut P _ _ |
j - - - A = = A8 BBH %
paste b Address Ch
aste r ahr . A == = ress el
- # Format Painter R = = = Eaak Mam

Clipboard ] Basic Text Mames
Ta... | aillian. nicalli@ed, ac.uk

-
— . |

send

Subject: |Link To: Schools by Subject Areas

[thps:j'j'www.webcentral.estates.ed.ac.uk,"archibus,"schema!dp.axm

The recipient can then open the email and click on the link to view the data.

HH9 U« % |+ Link To: Schoals by

" A T
@ gnore x & \kJ ._.% aMeeting 3 web Central [ To Manager
¢ I_é,j Team E-mail 'V’ Done

&Junk S R R;Tlly foien gic‘ Mare = i Reply & Delete 7 Create Mews =
Crelete Respaond Quick Steps P

Fram: MWICOLL Gillian

To: WICOLL Gillian

e https:ffnmniaeboentral e states. ediac,.

Subject Link Ta: Schoals by Subject Areas archibus/schermafdp.aan

Click to follow link

https://www.webcentral.estates.ed.ac.uk/archibus/schema/dp.axvw
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Again when you look at the main task bar, you will see the following selection boxes.

o LAINULLL DD U Y i o e,
Space Planning Console [+1=1-1
Filter Show  Clear
Building Code schaol Subject Area Code
Room Category Date 2171172014 Pending Requests Only =
Highlight Rooms for Floor: 108-01 =] Highlights: Category ~ Labels: Category - Border Highl Workspace Transactions Assign Room Attributes

You can filter by either typing in the Building code/School code or Subject Area code or
selecting from the drop down button Select Value

Building Cade ]

Room Category Select Value

And typing or selecting a building code/name from the view shown below.

Space Planning Console

Filt
- Select Value - Building Code

Bl

Rot Building Code: 1[%] 21421 3[201] 4[103] §[211] §[113] F[¥3] §[37] @[37] Al([1039]

1 Buitaing Code Building Name
Sel| B 1 OLD COLLEGE
g 100 MED/BRISTO GEMERAL
r1o [ 103 FORREST HILL
P ag O 104 BEDLAM THEATRE
Abae O 105 FORREST RDZT
Show O
ode
e T once you select a building by either ticking the box to

the left of the building code or you type the code into the legend box, you then have to
click on the Show button to display the building code, and then drill down to floorplan
level.

In the same way if you type in the wrong building code into the legend box, or want to
change it, simply select the Clear button to remove the data.

Show  Clear

rea Code

acrs Only [
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And finally on the top task bar, if you want to maximise the drawing layout view, click on
the Maximise button located alongside the Highlights legend box.

pace Planning Console [#]=
ilter Shaw  Cle
Building Code | 201 school Subject Area Code
Room Category Date 21/11/2014 Fending Requests Only |

<=2 = 21112014 = wE wE
Highlight Rooms for Floor: 201-01 = | Highlights: Category + Labels: Categary ~ Border Highlights Mone

Right mouse click on roorns for additional actions. —
Maximize:

=| | Highlights: C

To minimise the view, once finished, click on the minimise button again located alongside
the Highlights legend box.

Space Planning Console .

<< << < 21/11/2014 0 2 wr wee

Highlight Rooms for Floor: 201-01 © | Highlights: Category ~ Labels: Category ~ Border Highlights Mone -

Right mouse click on rooms for additional actions.
‘ % ‘ - "\IQ\ +

& Highlights:

Minimize

When you open a drawing view under your Space transactions window, there are the
following icons displayed vertically to the right hand side of the drawing.

| &

oo
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— the first being the zoom in and out function, by clicking on the button and sliding
up and down the vertical bar until the view is the desired scale.

<

+=

Zoom Entents . . . .
— | zoom extents icon. If you zoom in, you can restore the full view drawing

layout by clicking on this button.

s
Zoom Window
zoom window icon. If you click on this icon, then click and drag a box right
to left round the area on your drawing to zoom into.

(]

Isometric
Isometric icon. If you click on this icon, the drawing view them changes to a
flat angled layout to give you a different viewpoint of the floor area to that drawing.

e Some people find these drawing
views help to understand the layout and the scale of the floor layout. Once finished,
simply click on the isometric icon again to restore the default plan view.
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Section 3 - Web Central Space Reports

On screen you should see the following menu to the left hand side. This gives you further
sub headings from which to select your drill down options. These headings include from
the top level down;

lm.l £ Wieb Central

6 B httpsAoesenesvebcentral estates. ediac.uk/farchibus fsche

ARCHIBUS

@ Space Management

Click on Space Management to get the following sub-menus

ARCHIBUS

@ Space Management

@ Manage Personnel Inventory and Occupancy

Processes or Roles:

@ Space Reports

@ Space Contact Transactions

@ Drawings and Maps

Then click on Space Reports to get the following option of 6 reports.
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(— @ httpsi A aveb central.estates. edac.ukfarchibus/schernafab-co

ARCHIBUS

@ Space Management

@ Manage Personnel Inventory and Occul

@ Space Reports

[ schools by Subject Area

O schools by College

[ Wwho is in that Building?
[ Rooms by Category and Type

[ Room Highlights by Subject Area

O subject Areas per Floar

Select the report; Schools by Subject Areas

W! Web Central [+ =1

€ ) @ hipsi/Awewebcentral estates ed.ac.uk farchibus/scherma/ab-caravisws/prac ig gatar-detail id=F§8DCEDTFSC 325104551 | - Googie Ll & B-

ARCHIBUS »MyHome »MyFavartes > My Jobs = MyProfle  » Sign Qut # Help

@ space Management Schools by SubjectAreas —

@) Manage Personnel Inventory and Occupancy Subject Units »Refresh | »DOCX | »XLS | » TXFR

@) space Reports School: O[1] P1ES] §1129) All[315] Page 1 of 4  Hext>» -

_ school + Subject Area Code ~ Subject Area Name Highlight Pattern

=+ Schools by Subject Area oD oL % 08080 0.30000

O schools by College PSB D260 INFO SERUICES CORPORATE

[ who is in that Building? PSB D261 WICE PRINCIPALS OFFICE 3
[ Rooms by Category and Type PSB D252 SPECIAL PROJECTS

[J Ream Highlights by Subject Area PSB D263 UNIVERSITY WEBSITE

[ subject Areas per Floor PSE D264 STRATEGY MANAGEMENT

PLANNING & RESOURCES
KNOWLEDGE MANAGEMENT

FACILITIES
HR

FINANCE

EDINA AND DATA LIBRARY @*ffa080+0.30000
EDINA USER SUPPORT @*ffa080*0.30000
EDINA BIBLIO & MULTIMEDIA @*ff8080*0.30000
EDINA LEARMING & TEACHING @*ff8080*0.30000
EDINA RESEARCH & GEODATA @*ffa080+0.30000
EDINA INFRASTR. & SOFTWARE @*ffa080*0.30000
EDINA ADMINISTRATION @*ff8080*0.30000
DATA LIBRARY @*ff8080*0.30000
[Zele} **ff3080*0.30000
LOTHIAN HEALTH SERV ARCH “*ff 00*0,30000
MUSEUMS a*ff 080*0.30000
MUSICAL INST COLLECTIONS b*ff D80*0,30000
SPECIAL COLL AND ARCHIVE c*f 080*0,30000
DIGITAL PROJECTS f4ff 080*0,30000
ACQUISITIONS AND METADATA g*ff 080*0.30000
LIBRARY DIGITAL DEVELGP h*ff D80*0,30000
E-RESOURCES i*f 080*0,30000
LIBRARY INFORMATION SERV J*ff 080%0.30000
SCOT DIG LIB CONSORTIUM I+ 080*0.30000 =

25/03/201¢

= ] = » 0

The above report shows the School/Subject Area code hierarchy. You can restrict this report to a single
school and/or subject area unit by typing the appropriate code into the legend boxes at the top menu
view and selecting Refresh

ELEEEERET] ¢ web Central I =

gats gator-detail SFAEFEIDFS0241BFFI4BIG0DF: c r

2 Most Visited (] Getting Started 3 Bock

ARCHIBUS »MyHome »MyFavorites =My Jobs s MyProfle  » Sign Out » Hel
@ space Management Schools-bySubjectAreas

@ Manage Personnel Inventory and Occupancy Subiect Units | wRefresh | »DOCX = »HS | »T
@) space Reports School: Pl Al[36]  Page Lof1
_ Schaal .. Subject Area Cade . Subject Area Name = Highlight Pattern

62

= Schools by Subject Area P62 D414 SERVICES ADMINISTRATION @ 08080 0.30000

O schools by Collsge 3 D415 ESTATES OPERATIONS A 08080 0,30000

O wha is in that Building? 233 D449 CLEANING CENTRAL F 08080 0.30000

[ Rooms by Category and Type pe2 D451 PORTERING CENTRAL G 05080 0.30000
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You can then export the data view by selecting one of the following 3 options from the right hand side
top menu under DOCX / XLS or TXFR.

BLEECERAN| - web Central 1+] [~ - i
€ | @ hitpsy//vwmavebcentral.estates.ed.ac.uk/archibus/schema/ab-corefviews/proc gat gator-detail: =387 C3IB10F 440D091BCSEEDAF ¢ M- Google P

\ghiMastV\s\ted % Getting Started 3 Bookrm:
ARCHI BUS » My Hame My Favarites = My Jobs » My Profile * Sign Out » Help

@ space Management Schools by SubjectAreas ® &

@) Manage Personnel Inventory and Occupancy Subject Units »Refresh | »DOCX | »XLS | » TXF

@ space Reports School: PE8] AllI26]  Pagelofl
School Subject Area Code Subject Area Name Highlight Pattern

Tasks:

If you select either DOCX or XLS you will get the following option to open or save the file.

Select Save File

D451 PORTERING CEMTRAL
Opening dp2014-03-25152058.12.docx ==
RRKI
You have chosen to open:
(] dp2014-03-25152058.12.docx
which is a: Microsoft Word Document (14,5 kB) r
from: hittps:/Aaennnavebicentral estates ed ac.uk il
What should Firefox do with this file?
() Openwith | Microsoft Word (default) - p—
@ Save File
. . . . . RO
[T Do this automatically for files like this from now an,
Ok ] ’ Cancel LEGE
ol
a3l PU99 PATHWAY (LEVEL 5)

Click on OK and then open the file from the Downloads box to view the report.

A D mvovoo vovovsvn,

R Downloads Complete
1 All files hawe finished downloading,

View of the XLS document which you can then Save As and file in the appropriate drive/folder.

& Downloads oo ==

[ dp2014-03-25184121.721xls 1891
21 410 kB — ed.ac.uk

Search., R
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x| -

dp2014-03-25173538 861xls [Read-C

Horne Insert Page Layout Formulas Data Rewiew Wiy
I__‘=‘ °$ cut Trebuchet k3 E;g B = Wirap Text
53 Copy ¥ p— o
Pa‘ste F Format Painter oy L U- =5 £ Merge & Center ~
Clipboard Font Alignment
A1 - J | subject Units
A B c D

1 |SubjecH Units

2

3 School |Subject Area Code  |Subject Area Name Highlight Pattern
4 P52 D414 SERVICES ADMINISTRATION i@ 08080 0.30000
5 PE2 D415 ESTATES OPERATIONS A 05080 0.30000
B PB2 D449 CLEANING CENTRAL F 03030 0.30000
7 Pe2 D451 PORTERING CENTRAL G 08080 0.30000
g Pe2 D452 SECURITY OFFICE H 08080 0.30000
9 PB2 D453 TRANSPORT AND CAR PARKING | 08050 0.30000
10 P&2 D455 FURNITURE OFFICE K 08080 0.30000
11 P2 D485 LET PROPERTY (UDE) b 030507030000
12 P2 D515 CLEANING NON CENTRAL * 0805070.30000
13 PB2 D516 PORTERING MOMN CENTRAL a* 0308070.30000
14 PB2 D518 DESIGHN TEAM b* 080807030000
15 1PR? nA19 | AMNSCAPF h* NRNRMT 300NN

View of the DOCX document which you can then Save As and file in the appropriate drive/folder.

5 5 Subject Highlight Pattern|

© u Areas
h bj Mame
o e
al t

L %

28INFD

SERVICES

CORPOR

ATE

PS5 D26VICE

B 1 PRINCIPA
Ls
OFFICE

P5 DZESPECIAL

E 2 PROJECT
3

D5 MR INNEDS

08080 0.3 0000

Selecting TXFR you give you the following option to either Transfer in, Transfer out or Compare.
select Transfer out, and then select Continue.

m”.MyEd | Web Central | Data Transfer x| + | == = ]

@ hitpsy/; 2 tralestates. ed.ac.uk/archibus/sch b-data-transf X Docurment=fal & | M- Googie Pl
[ Mast visite Getting Started [Mll MyEd Login 3 Bookm:
Data Transfer £ = ]

Transfer Action | Transfer Formal | Transfer Progress

@ Transfer out
Transfer In

©) compare

Select XLS — Excel XML and select Begin Transfer
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Bac R [ vmyd < | # web Central < | # Data Transfer x| +] [ e

& https: ¢/ webcentral & states edac.uk farchibus/sch b-of Docurnent=fal |2 - Google »p

£ MostVisited | Getting Started [Bl MyEd Login 3 Book

Data Transfer ®

Transfer Action || Transfer Format | Transfer Progress

» Begin Tran:

Transfer Format: © XLS - Excel XML

7 £5Y - Comma Separated Value

At this stage you have the otpions of Stop Transfer and/or start over. Once the download is 100%
complete, you can then open the dp.xls document under the Link will be enabled when job finishes.

Web Central /. Data Transfer x|+ ] loalle
@ https:fformrmcwebcentral.estates ed.ac.uk/archibus/sc hema/ab-d g Document=fal c »
8 Most Visited | Getting Started [ MyEd Login 3 Bookr
Data Transfer ® &
Transfer Action | Transfer Farmat | Transfer Progress
» Start O
Result view or File Estimated
Report or Percent Elapsed Remaining
Job Name Link will be enabled when job finishes. Completed Progress Time Time
Subject Units op s 100% Record 319 of 319 00:00.00 00:00.00 Stop Transfer
Again select Save File and click OK
——— @ = dpds
pening dpxis - Home | Insert  Pagelayout  Formulas  Data  Review  View
You have chosen to open: B Jﬁ Cut TrebuthetMs - 12 - AT A"
L3 Copy -
& dp.xls Paste F Format Paineer . £ 4 U1 = a- 4
which is a: Microsoft Excel 97-2003 Worksheet (43,0 kB) Clipbaard ] Font Alignment
from: https:/fnaebcentral estates.ed.ac.uk AL hd Je | #5ubject Units
. . e LD A E c D [
What should Firefox do with this file? 1 [#Subject Units
i 2 #dp.dv_id_Jdp_id Jname hpattern
O Dpenwith | Microsoft Excel {default) - 3 OLD OLD % 06080 030000
p = 4 PsB 260 [INFO SERVICES CORPORATE
Sawve File 5 |PsB 261 [VICE PRINCIPALS OFFICE
E P5B 262 |SPECIAL PROJECTS
7] Do this autarnatically for files like this from now on. 7 |PSB 263 |UNIVERSITY WEBSITE
8 P5B 264 |STRATEGY MANAGEMENT
9 |PsB 266 [PLANNING & RESQURCES
10 PsB 267 NOWLEDGE MANAGEMENT
11 PsB 268 [FACILITIES
12 P58 275 [HR
13 PSB 276 [FINANCE
14 PaC 355 |EOINA AMD DATA LIBRARY (@ fE0S0"0. 30000

Then select Save As once the XLS document is open and file it to the appropriate place.

Under all of the reports there are 3 icons above the Document Format text. Which are Isited under
Section 1 — Navigation.

. tatesidd » 5 D@80 4 Shoolsby St tvess ||

File Edit View Favortes Tools Help
5 £ Aurora Service (Europe) &) Christrmas Tree Puzzle 2) £ Christmas Tree Puzzle £ Current Organisational Hi.. £ EBIS - Online Repairline 8 Manual install of &rchibus... &) Meeting Motes Project M.

Subject Units » Refresh | DO

School: 0 Pl18g] §[129] All[313 Page 10f 4  Next>>

school Subject Area Code Subject Area Name Highlight Pattern &
| I | I | I
ow % 08080 0.30000
0260 INFO SERVICES CORPORATE
D261 VICE PRINCIPALS OFFICE
0262 SPECIAL PROJECTS
D263 UNIVERSITY WessITe
D268 STRATEGY MANAGEMENT
0268 PLANNING & RESOURCES
0267 KNOWLED GE MANAGEMENT
D268 FACILITIES
0275 R
o27 FnaNCE
D355 EDINA AND DATA LIBRARY @*ff8080*0.30000
D783 EDINA USER SUPPORT @*ff8080*0.30000
D784 EDINA BIBLIO & MULTIMEDIA @*ff8080*0.30000
D785 EDINA LEARNING & TEACHING @*ff8080*0.30000
D786 EDINA RESEARCH & GEODATA @*ff8080*0.30000
D787 EDINA INFRASTR & SOFTWARE @*ff8080*0.30000
D788 EDINA ADMINISTRATION @*ff8080*0.30000
D890 DATA LIERARY @*ff8080*0.30000
o731 bcc *~1180800.30000
D141 LOTHIAN HEALTH SERV ARCH “=*ff 080*0.30000
D142 MUSEUMS a*ff 080*0.30000
D143 MUSICAL INST COLLECTIONS b*ff 080*0.30000
D144 SPECIAL COLL AND ARCHIVE c*ff 080*0.30000
D147 DIGITAL PROJECTS F#ff 080*0.30000
148 ACQUISITIONS AND METADATA g*F 08070.30000
D149 LIBRARY DIGITAL DEVELOP h*ff 080*0.30000
D150 E-RESOURCES i*ff 080*0.30000 v
D152 LIBRARY INFORMATION SERV J*ff 080*0.30000

B[]

ACNE

e
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Schools by College Report

Under the Schools by College report it shows the College / School hierarchy and can be
restricted and data exported under the same processes as listed above for the Schools by
Subject Area

Wﬂ.wsd | £ web Central < [@myee | 4 web central x|+ [ &=
€ ) @ hrps sniehcentral.estates.ed.ac.uk/archibus/login aaaw | [ M- Google Pl -
[ Mast visited (| Getting Started [B MyEd Login B3 Bookm
ARCHIBUS »MyHome My Favorites  »MyJobs  »MyProfle  » Sign Cut » Help
@ space Management Schools by College &=
@ Manage Personnel Inventory and Occupancy School »Refresh | »DOCX | »XLS | »TXF
@ space Reports college - Business Unit Name ~ school . school Name =
oo
csG CORPORATE SERVICES P54 ms
+ Schools by Subject Area csc CORFORATE SERVICES Pz ESTATES AND BUILDINGS
+ Schools by College cse CORPORATE SERVICES P3 FINANGE
I who is in that Building? csG CORPORATE SERVICES P64 HUMAN RESOURCES
[ Rooms by Category and Type csG CORPORATE SERVICES Pes ACCOMMODATION SERVICES
[ Room Highlights by Subjict Area cs6 CORPORATE SERVICES P7z CORPORATE SERVICES
O Subject Areas per Floor csG CORPORATE SERVICES P73 CENTRE SPORT AND EXERCISE
a6 CORFORATE SERVICES P76 RESEARCH SERVICES

Who is in that Building? report

Wﬂ & 1,54 x | £ web Central

6 @ httpsfomnenwe b central estates.ed.ac.ukfarchibusflogin,aaan

|2 MastVisited | Getting Started [l MyEd Login

ARCHIBUS

@ Space Management WirosisircthatBuikding

@ Manage Personnel Inventory and Qccupancy Buildings » Refresh

@ Space Reports Building Caode: 1[25] 2[142] 3[201] 4] =
S[211] B[113] T[96] 8[=[

: Building
" Schools by Subject A
HSelE By =) red Code = Building Name
w Schools by College

= Who is in that Building?

m

1 OLD COLLEGE
[J Rooms by Category and Type 100 MED/BRISTO GEMERAL
] Room Highlights by Subject &rea 103 FORREST HILL L&
[ subject &reas per Floor o EEDLAM TREATRE

Type in the appropriate building code into the legend box shown and then select Refresh
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(A | @ vy x| web Central | By

(' B httpsfomenwebcentral estates.ed.ac uk/archibus/loginaam

Eh blost Visited :1 Getting Started . hvEd Login

ARCHIBUS

@ Space Management ELE t Buildi

@ Manage Personnel Inventory and Occupancy Buildings | » Refresh |
@ Space Reports Building Code: 2[1] All[1] Page 1 of 1

2702
" Schools by Subject Area 2702 GUEENS MED RES INST, LF

< Schools by College

= Who iz in that Building?

[ Rooms by Category and Type
[ Room Highlights by Subject Area
[ subject Areas per Floar

ARCHIBUS »MyHome  »My Favorites  »My Jobs »My

Buildings » Refresh Room Analysis = Refres|

Building Code: 2[1] All[1] Page 1 of 1

O s ing Name Building School i::;ect Total ;::I J

2702 Code School Name Code Subject Area Name Count 4

2702 QUEENS MED RES INST, LF 2702 533 CLIN SCIS AND COMM HEALTH D612 CENT FOR CARDIO SCIENCE 95 2,660.42 I
2702 P68 ACCOMMODATION SERVICES D859 AS CATERING 6 380.98 €
2702 P76 RESEARCH SERVICES D826 EDIN RESEARCH & INNOVATIO 3 59.94 1
2702 s37 MEDICINE AND VET MEDICINE D618 WELLCOME TRUST CRF 63 916.56 1
2702 s37 MEDICINE AND VET MEDICINE D218 BRR 12 266.35 H
2702 P62 ESTATES AND BUILDINGS D415 ESTATES OPERATIONS 1 637 €
2702 P62 ESTATES AND BUILDINGS Ds2s ESTATES DEVELOPMENT 1 29.24 H
2702 837 MEDICIMNE AND VET MEDICINE D845 COLLEGE OF MED AND VET ME 38 1,565.68 ¢
2702 s34 MOLECULAR AND CLIN MED D210 PATHOLOGY 1 10.41 1
2702 P62 ESTATES AND BUILDINGS D839 VACANT AREAS 7 119.44 1
2702 L] INTERNAL UNITS D842 BALANCE AREA SPACE 404 8,366.57
2702 P62 ESTATES AND BUILDINGS D841 UNDER REFURBISHMENT 1 322.08 E
2702 s33 CLIN SCIS AND COMM HEALTH D613 CENT FOR INFLAMMATION RES 94 2,358.34  :
2702 s37 MEDICINE AND VET MEDICINE D847 BIOQUARTER COMM TEAM 7 93.59 1
2702 s33 CLIN SCIS AND COMM HEALTH D615 CENT FOR REPROD HEALTH 106 2,636.76 &
2707 =37 MFTITCTNE AND VFT MEDTCINE - NA4R MM ACARFMIC ADMIN 1 2161 A

Please note the above report will appear on a separate tab from your Web Central View,
so you can go back to the previous view by toggling between tabs.

Rooms by Category and Type report

Gives you the summary of the (m2) allocation under Assignable / Non-assignable for the
estate

[ Firefox = |.MyEd | ¢ web Central x |.MyEd | £ Web Central x| + =2 =)
€& B hitpsy/fasirebcentral estates,ed ac.uk/archibus/login ey | |4 Google P
Mast Visited [} Getting Started [ MyEd Login B3 Boo
ARCHIBUS »MyHome »MyFavorites  »Mylobs  » MyProfle  » Sign Out »Hi
@ space Management ew Rooms by Category and Type - for Date Range 2014-03-03 to 2014-03-03
(&) Manage Personnel Inuentory and Oceupancy Select Room Category
@ space Reports Room Category Description Category Count  Total Area Average Area per Occup. Cat.? Calculations Used 1
Category
o LSSIGNABLE 20210 52380147 17.94 es Al Totals
 Schoals by Subject Area @ HOM-ASSIGNABLE 14659 22174582 1543 No Al Totals
# Schools by Callsge WVERT Vertical Penetration 66 2149208 e No &l Totals

# Wha is in that Building?
= Rooms by Categary and Type

[J rRoom Highlights by Subject Area
[ Subject Areas per Floar

Room Highlight by Department

Gives you a list and coloured block floor plan of all rooms / buildings under a selected
Subject Area Unit.
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ml.w\ysd x [ / Web Central x I.MyEd x I 7. Vfeb Central x ﬁ

€& @ hrps/funaeb central.estates. ed.ac.uk farchibus flngin s || M- Google P
[8) Most Visited [ | Getting Startd [Ml MyEd Login B3 Boc
ARCHIBUS »MyHome  »MyFavortes  »bylobs = MyProfile  » Signout #H

@ space Management Room Highlights by Department ®
@ Manage Personnel Inventory and Ocoupancy Fitter »Show | » Cle
O T — e —
Subject Area Code I:| Start Date: [5/03/2014 ]

75{03/2014

« Fehools by Subject Area

7 Schoals by College e - B y
=10 By e psd Highlight Rooms by Department »DOC GESIT LIRS
 wha is in that Building? psL

& Rosms by Category and Type - pe2 = - ¢ e & @ Fs F
= Room Highlights by Subject Area i N
O subject Areas per Floor

m

Select Floor

Code . . .

Subject Areas per floor (to be renamed Subject Area Occupancy)

Click on Subject Areas per floor

ARCHIBUS

@ Space Management
@ Manage Perzonnel Inventory and Occupancy

@ Space Reports

(] Schools by Subject Area

(1 Schools by College

] Who is in that Building?

[] Reoms by Category and Type
(] Room Highlights by Subject Area
= Subject Areas per Floor

Select a School from the list view
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The following right hand view shows room area by floor (m2) for under the TOTAL

column the codes

View Departments by Department Per Floor - for Datg

Select Department

School

PSB
PsB
PSB
PSC
PSF
PSP
PSF
PSP
PEH
PEH
PEH
P&1

Subject
Area
Code

D260
D262
D27s
D355
D152
D708
D761
D789
o7ro
D774
D77e
n71R

Subject Area Name
INFO SERVICES CORPORATE
SPECIAL PROJECTS

HR

EDINA AND DATA LIBRARY
LIBRARY INFORMATION SERV
SPECIAL COLLECTIONS PROJ
DIRECTORS OFFICE
COLLECT, DEVELOP & MGMT
[TI DIRECTORS OFFICE
ITIUNIX SYSTEMS

ITILRMN AND TEACH SP TECH
SFRVICF MANAGFMENT

Room
Area

545.25
207.24
19.26
120025
982.30
918.1%
20,703.7¢
4103.35
166182
848.84
2,450.96
a0 15

m

UOE-201—1 denotes the site UOE, the Building code 201 and the floor code -1 (basement

level) etc.

Select Department

Subject
School  Area

Code Subject Area Name
P5B D260 INFO SERVICES CORPORATE
P5B D262 SPECIAL PROJECTS
P5B D275 HR
P5C D355 EDINA AND DATA LIBRARY
P5F M52 LIBRARY INFORMATION SERV
P5F D708 SPECIAL COLLECTIONS PROJ
PSF D761 DIRECTORS OFFICE

Section4 -

Room
Area

645.26
20724
19.26
1,200.25
982.30
919.19 |=
20,703.7¢

View Departments by Department Per Floor - for Date Range 2014-03-03 to 2014-03-03

Department Area Summary

Site, Building, Floor Total Count Total Area Average Area Percentage of Dept.

Total
UOE-201--1
UOE-209-01
UOE-224--1
UDE-249--1
UOE-254-02
UOE-254-03
UOE-2701-00

Campus Maps

Select Campus Maps from the left hand side menu

ARCHIBUS

@ Space Management

645.26
37.28
2.37
8.78
91.96
233.17
238.34
33.35

@ Manage Personnel Inventory and Occupancy

The following list of individual campus maps appear
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15.36
37.28

2.37

8.78
18.39
12.95
15.89
33.35

100.00
5.78
0.37
1.36
14.25
36.14
36.94

5.17



ARCHIBUS

@ Space Management

@ Manage Perzonnel Inventory and Occupancy

@ Campus Maps

[ Little France Map

[ Central Area Map

O King's Buildings Map

[ Bush Estate Map

[ Easter Bush Map

[ Dryden Farm Map

O Langhill Farm Map

[ western General Hospital Map
O warrender Park Map

[ Firbush Point Map

O peffermill Playing Fields Map
O Pollock Halls Map

O Lauriston Campus Map

Select a map and view the PDF version

ARCHIBUS oMyHome oMyFaverles  sMylobs  oMyProfie  »SgnC

@ space Mansgemant Little France
" erionamscecnney | e
Layers

m”‘—-l-asg-e- L—j@ )

O] View Fire Safaty Legend and Protected Zones
 Litte France Map

-A101T

-A210G

“HOTUSED

0

DO_-15_(0511_200 Ext:

# Central Area Map
# King's Buildings Map
O Bush Estate Map

# Eastar Bush Map
O Oryden Farm Map
) Langhill Farm Map

= €% O

UMooK ]

Ga030001
O Western General Hospital Map
O Warrender Park Msp 68030021 o
O Firbush Point Map 68030035 3
O Peffermill Playing Fields Map Hatch

3 Pollck Hall Map R
O Lauristen Campus Map

£

You will see a PDF menu bar along the top of your map view. This is the usual PDF tools
available, so

that you can Save As et o your computer, or Print from that view or Email

L]

——= to a user.

FEZEEH|

| = | Iz‘ Tools Sign Comment
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Section 5 - Space Contact Transactions (Space Planning Console
This is the area of Web Central where you will report the changes to the room occupancy
for single and shared spaces.

Select Space Management, then Space Contact transactions to pull up the Space
Planning Console option

[ | [ My

(- @ https:ffnamanee b central estates. ed.ac.ukfarchib

20 MostVisited || Getting Started [ MyEd Login
ARCHIBUS

@ Space Management ‘

@ Manage Perzsonnel Inventory and Occupancy

@ Space Contact Transactions

[ Space Planning Console

Click on Space Planning Console in the left hand menu.
You will see 4 different panes in your multi view on your screen.

Filter / Select Floor / Highlight Rooms and Workspace Transactions

ARCHIBUS #MyHome »MyFavortes »MyJobs  »MyProfile = Sign Out » Help
@ Space Management SpacePlanning Console ® =
@ Manage Personnel Inventory and Occupancy Filter »Ghow | » Cle:
O e S — ] E— T —
I et pm/maronas B pending Requests oniy: 5
= Space Planning Console 25/03/2014
Select Floor * <<« | << < | 25/03/2014 | > | >>  *  Workspace Transactions > Assign Room Attribute

1 Highlight Rooms =] Highlights Category

103 " -
Right mouse dlick on rooms for additional
104 actions.

N ([@@a@F*z

@ H
m

You can select a building / floor to update by 2 methods.

1 - under the Filter Pane you can type in the Building code i.e. 601, 2702 etc. or you can
select from the drop down list by clicking on the greyed block to the right of the Building
Code legend box.
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You can then either type in the code to the Building code legend box and click on Show

Show . . .
- on the top right of the task bar; if you want to change or amend your selection,

= Clear
then select Clear from the task bar
RCHIBUS »MyHome »MyFavorites  »My Jobs  »MyProfle  »Sign Out »Help
er »Show  » Clear

Or select from the list displayed under the Select a Department view. The list only
displays so many building codes per page, so to toggle the list to the coding you need,
select a number sequence from the green task bar shown. IL.e. for bldg. code 113 you
would select 1[95], for bldg code 234 you would select 2[142] and so on.

ARCHIBUS »My Home =My Favc

@ Space Management Space Planning Console

@ Manage Personnel Inventory and Occupancy Filter

@ Space Contact Transactions

Building Code: School:

= Space Planning Consocle - i emimmimaaa

55|.=,i Select Value - Building Code

-1 Building Code: 1[25] 2[142] 3[201] 4[(103] 5[211] 6[113] 7[26] 8[27) 9125 Al[1033]

+- 10/ Building Code Building Name

- 10

a0/ | 1 OLD COLLEGE

o qg 100 MED/BRISTO GENERAL
103 FORREST HILL

s (T BEDLAM THEATRE

ST FORREST RD,37

- 117 | 106 FORREST RD 41

- 113 108 POTTERROW - CHAPLAINGY

5441 | 109 BRISTO SQUARE, 7

Once you have selected a Building code, the Select floor view will display the floor plans
for that building

Space Planning Console ® &
Filter #Show | = Clear
I Room Categary: l:l Date: |27/03/2014 fi| Pending Requests Only: L]
27/03/2014
Select Floor <<< | << | < | 27/03/2014 > | »>> | * \lorkspace Transactions » Assign Room Attributes
=1 Highlight Rooms =] | Highlights Category
00 012100p ) i _ =
01 012101p Right mouse click on rooms for additional
actions.
02 012102p
s 012105 e ([@aaag«]s

Click on a floor plan from the list and the plan will display under the Highlight Rooms for
Floor view
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Select Floor <<< | << | <  27/03/2014 | > | »>>  »>> “* Workspace Transactions

B2 Highlight Rooms for Floor: 12403 =] | Highlights Category ~ Labels Category ~ Border Building Code 121
00 012100p . Floor Code 03
o1 piziolp Right mouse click on rooms for additional actions. Room Code 3.27

02 112102p "
-
03 012103 —I—“ <3

eala@ E e

Floor Statistics

Employee Name
Start Date 12/12/2013

Summary by Category
L Room Total
“ lLegend Category Count
01
I o-

Building Code: 121

Total records: 2

] v

3 Y T b to—|
g = | 0z B “o
l/wl/\l 01\|O1GD °

The view now shows multiple panes.

s Assign Room Attribu
School P2E
Subject Area Code D8¢
Room Category 02
Room Type 10
End Date

Total
Area

5 73.44 14

Average
Area

10 152.86 15
15 226.30

The bottom left pane view, displays the m2 area values for the Floor Statistics.

Floor Statistics

Building Code:
Code:

Floor

121
03

1 273.47
ea: 250.31
1 250.31
: 250.31
: 0.00

: 0.00

The bottom right pane view displays the Summary by Category: 01 denotes departmental
space and 02 denotes the non-assignable rooms such as plant rooms, WC’s, corridors,

stairs etc for that floor.

Summary by Category
Room
Legend Category

I o
I .-

Total records: 2

Total Total i
Count Area i
5 73.44
10 152.86
15 226.30
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The top right pane view displays the Workspace Transactions detail for individual rooms

Workspace Transactions = Assign Room Attribute
Building Code 121 School P99
Floor Code 03 Subject Area Code D842
Room Code 3.27 Room Category 02
Employee Name Room Type 10
Start Date 12/12/2013 End Date

The main pane view displays the plans and allows you to update the room detail.
<< << | < zn;ms.lzuu EREE T

Highlight Rooms for Floor: 121-03 =] Highlights Category « Labels Category ~ Border

-

Right mouse click on rooms for additional actions.

r(ga] [@ajaa)f]|4]2

¥l =]
02 — -
° o
4,1—JA—| 387 3.85 3.93 o+ o
© g2 o ¢ 0z o
n o B_ 7"02[ o
kX:i:3 L6 ~ 3 1 o
Q
2 o 01, ‘ﬁz“’ ° I/ el V. 2 =] 0 Jul
o N ?—
1Y | e | o
0 o 0
nA | na na

There are a range of icons along the top of the floor plan view, which are as follows.

s | =< < | 27f03f2014 | = | > | x>

Highlight Rooms for Floor: 121-03 =] | Highlights cCategory - Labels category - Border

-

Right mouse click on rooms for additional actions.
r[ga] [@ejaaf][«][z

Date range — Web Central also has a means to go back or forward on space trading i.e.
you can go back to March 2013 and see the occupancy for individual rooms, as opposed to
present day.

o | =< | < | 27/03/2014 | = x> | =x>

= | 20/03/2014 |==| = 20 | === | ==

5 Cate {gory Month | L hts Cate

T week Year
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One arrow back or forward denotes a week, two arrows back or forward denotes a month
and three arrows denotes a year.

Below this task bar are the

Highlight Rooms for Floor: 121-03 = Highlights Category - labels Category - Border Highlights Mone

All 3 of these legend boxes have drop down menus to allow you to view colour block plan
layouts denoting these options.

Category
Category-Type
Department
Division
Qccupancy
Pending Request
Room Standard
Super Category
Mone

Le. if you select the Department for all 3 boxes (Highlight / Labels / Border Highlights)
the drawing view is as follows;

<<s | << | < 20/03/2014 > | >> | »>>>

*  Workspace Transactions » Assign Room Attribu
Highlight Roams for Floor: 121-03 =] | Highights Depertment v Labek Department  ~ Border Highlights Department -+ Building Code 121 School 534
X . . Floor Code 03 Subject Area Code D21
Right mouse click on rooms for additional actions. Room Code 3.04 Room Category 01
- Employee Name Room Type 02
%] k3
LYCETEVLTE #1Z Start Date 12/12/2013 End Date

Summary by Department

Subject

- School Area Total Total Average
= Legend Code Count Area Area
‘ P62 D841 2 1667 .34
8
~ — Pag D842 & 13618 17.02
a5 g3 l{a T - D210 a4 6288 15.71
39 -
Ef\ i mmﬂpﬁ&% 20 Border Highlights Legend
.
323 . ®
o o . P62-Da41
— LS emag P95-DE42
— Y
(- g?z I <0210
5340210 S340210 S3e-D614

Below this is the drawing navigation tools already covered under section 1, page 3.

R ¥E|&) RQUE K E  #|Z
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Section 5A — updating the Room data for single occupancy

If you hover over any of the individual rooms, you see the detail for that room appear in
Workspace Transactions summary view to the right of the main plan view.

=2

Highlight Rooms for Floor: 121-03

Right mouse click on rooms for additional actions.

sg[a] ([aajaelf(4]z

Highlights Department

<<< << | < 27/03/2014 > >>  >>>

v Labels Department

~ Border Highlights Department -

* Workspace Transactions
Building Code 121
Floor Code 03

Room Code 3.95
Employee Name

Start Date 12/12/2013

B
P3e-0842

Summary by Department

]
Subject
L School ~ Area sl
O “| Legend Code Count
I P62 D841
b
387 295 5] Dad2
7 340210 Q PezDB4 T - D210
3.85 -
SN L Border Highlights Legend
o a
P62-DB41
o = o] ’ = Q P99-DE42
° O syenom PEIDBATE P99-DB42 v/ :
o / 534-D614
n 3& 394
PE2-D841 sadabio
© 325 o
P99-DB42 I

2 16.67
8 136.18
4 62.89

» Assign Room Attribut
School P62
Subject Area Code D84:
Room Category 02
Room Type 10
End Date

Total
Area

Average
Area

8.34
17.02
15.72

To change the space allocation for School and Subject Area, hover over the room you need
to update, and right click to bring up the following pop-up menu.

m

s . 1l | =
! Edit Room

E: Share Roomn

i Edit Request

ARCHIBUS, Inc,

Flash Drawing Control (v20.02)

Click on Edit Room to open the Define Locations view for update

SR OPLLUOINS 101 SOUINONE] SOHons.

== __ - . —
@ = =
had|f Define Locations L E-F | k

Room

Building Code:*
Room Code:*
Room Category:
Room Uss:

FEC Category:
Room Function:
College:*

Subject Area Code:
Room Area:

Employee Headcount:

121]

D12_C06

o] o
=lle
N

Service Laboratory or Facility

COLD ROOM

MVM

D210
7.36

1}

Bsi

= Save
Floor Code:*
Room Narme:
Room Standard:

EMS Flag: [N/A
Employee Capacity:
School: [s34

Room Area Manual Entry:

I

Prorate; NONE -

Other Information:

|

B.¢

R.t

Close
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Room Category: |01

If you select the drop down list from the :I Room Category icon you then select

whether the room is assignable to a department or non-assignable.

=]eidie

Select Value - Room Category
Room Category
01
0z
SERV
TYPE 2a
TYPE2b
VERT

AT A" 3

+ Description
ASSIGNABLE
NON-ASSIGNABLE
Service Area Rooms
Medium Cost Space
NMedium Cost Space
‘Vertical Penetration

ol

av

Room Type: (g2

Click in the Room Type legend box and then select the drop down list from the :I Room

Type icon. You can then pick the appropriate Room Type from the options list.

Select Value - Room Type
Room Category

o1

01

0

01

01

01

=AY A 4

+ Room Type
01
0z
03

05

-

Description
TEACHING

RESEARCH

OTHER
RESEARCHATEACHING
RESIDENTLAL
SUPPORT

ol x
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Room Standard: [p245

Again you can then either select the drop down list
room use, or leave it as is, if the Room Standard is to remain the same.

Room Standard to change the

Select Value - Room Standard
Room Standard: 0[70] 1[17] All[27]

Room Standard

o100
o110
0111

0115
0120
0121
0130
0135
0140
0200
0205
0210
021

0215
0216

Room Standard Description

CLASSROOM FACILITES
CLASSROOM
CLASSROOM (HIGH)
CLASSROOM SERVICES
SEMINAR ROOM

SEMINAR ROOM (HIGH)
LECTURE THEATRE
LECTURE THEATRE (HIGH)
TUTORIAL ROGK
LABORATORY FACILITES
LABORATORY FAC (HIGH)
TEACHING LAB

TEACHING LAB (HIGH)
CLASS LAB SERVICE
CLASS LAB SERVICE (HIGH)

For updating the School/Subject area allocation,

School: (534

Clear the current School code from the legend box and then select the

the drop down list

Select Value - School
School: O[1] P[28] §[25] All[62]
School

oLp
P51
P52
P53
=03
P57
PSB
P5C
PSD
PSE
PSF
PSH
Psl
PSL
P§2.

School Name

COMPUTING SERVICES
LIBRARY

MALTS

MIS

EDINA AND DATA LIBRARY
INFORKMATION SERVICES CORP
EDINA AND DATA LIBRARY
DIGITAL CURATION CENTRE
LIBRARY USER SERVICES
LIBRARY & UNIN COLLECTION
T INFRASTRUCTURE
APPLICATIONS

USER SERVICES DIVISION
ESTATES AND BUILDINGS

The same routine is repeated for the Subject Area code selection.

Subject Area Code: D210
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If you also think the room area m2 does not look accurate, then you have the following
field which allows you to put the correct floor area should you have that information
available. (if you do not, but suspect the floor area does not look correct, then contact
Space.management@ed.ac.uk and we will come out and survey the appropriate areas.

Room Area Manual Entry: |D.DEI |

The Other Information field allows you to type in additional information to assist with
the room udpates.

Other Information: |

# Save

When you are finished making the updates to that room, click on under Define

Locations to save and close that view.

Define Locations

® = =

= Save

You will repeat the above routine under Section 5A for all rooms requiring changes.

At that point, you can either continue updating another floor plan, or sign out of that
session of Web Central.

The changes made on Web Central automatically update our live database, at which
point we would ask you to send us an email to denote the bldg. / floor you have updated.

If you do not remember to email, then we will be able to check the changes you have
submitted through our weekly gatekeeping process: however an initial email from
yourselves; will speed up any issues that may arise at that time, rather than dealing with
them retrospectively.
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Section 5B — updating the Room data for shared occupancy

Hover over and right click on the appropriate room to update, and click on Share Room

Highlight Rooms for Floor: 121-03

Highlights Department

Right mouse click on rooms for additional actions.

NEE

RQURKUR E| | # 2

~ Labels Department

~ Border Highlights MNorne

o Define Workspace Transactions

Select Workspace Transactions

[ 421 WILKE BUILDING
503 03
E-3.95

- 231828 P62 D341

= Add New Workspace Transaction

&7 =
Po9-DE42 o
|| o 393 |i m
387 395 o4 N4 A4
7 5340210 || =PE2- Edit Room
2 3,76 L 3. Share Room
3.98 35 |
5340210 Pofng® 7|7hEE % Edit Request
ARCHIBUS, Inc.
71 0
ﬂ| e | 3 Flash Drawing Contral (v20.02)
3.Z5 pezbba1 || s34
. 2 J Print...
a PQB—?‘J
I/ \I ° Settings...
01 ':1n3p
Global Settings...

About Adobe Flash Player 12.0.0.77...

Workspace Transaction

Primary Employee Location:

Building Code:
Room Code:
Percentage Code:

Room Type:

231828

10

Room Standard:

EMS Flag:
School:
Percentage of Space:

Start Date:

Allocated Room Area:

N/A
P62
100.00

12/12/2013
12/12/2013

7.98

Employee Name:

1

No «

m

B

Subje

Perce Wt

Primary Rg

Othg |2

»

Close

You will need to maximise the Define Workspace Transactions window by clicking on the

usual Windows icon

in the top right hand corner of the window.
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You should now be able to view 2 panes, to the left the Select Workspace Transactions
and the right hand pane displays the Workspace Transaction details.

Under this view you’ll notice the last line of detail shows a random 6 digit code alongside
the School code P62 (this is Estates & Buildings) and D841 (Under Refurbishment).

Which is attributed to this space.

DefineWorkspace-Transactions

3

Select Workspace Transactions  » Add Nes
E| 121 WILKIE BUILDIMG

= 03 03
= 3.95
- 231828 P62 D3H

To update the single occupancy space to shared, firstly select

» Add Mew Workspace Transaction

e iorkspace Transactions

4Workspace Transactions » Add New Workspace Transaction  ¥orkspace Transaction

WILKIE BUILDING Building Code:

1303 Room Code;
3 393
Percentage Code:

231826 534 D614
Room Type:

Roomn Standard:

EMS Flag:

Schoal:

Percentage of Space:

Start Date:

allocated Room Area:
Emnployes Name:

Frimary Emplayee Location:

121

3.93

231626

0.

HI

(UL
S

100.00

II

12/12/2013
12/12/201%

10.56

?H
|

Floor Code:

Room Name:

Room Category:
Room Use;

FEC Cateqary:
Option 1:

Subject Area Code:
Percentage of Time:

End Date:

Frorate:
Primary Room attributes:

Other Infarmation:

from the Select Workspace Transactions taskbar.

03

0

[

Low cost space

|

__DE-14
100.00
[ &

DD/ MM
MOME -

Yes

Then select the drop down menu from Primary Room Attributes and set to No

L
OOy MM
MOME -

Primary Room attributes: | Mo :
Other Information: [yoq |

Prarate:
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You can then update the following to split this example of space into 2 school allocations.

Clear the legend box and set the Room Category to 01-Assignable

Room Category: (g2
Clear the legend box and set the Room Type to 02-Research

Roaom Type: |10

Clear the legend box and set the Room Standard to 0305

Room Standard: |g3s5q

Clear the legend box and set the School to S34

School: |pgz

Clear the legend box and set the Subject Area Code to D210

Subject Area Code: |pgaq

And percentage of space changed from 100 to 50% for half share.

Percentage of Space: |100.00

Percentage of time denotes how much time spent in this shared area of the space.

Percentage of Tirme: 10,00

And then click on S and the following message will appear.

The Percentage of Space values for the workspace transaction records in this date range do not add up to 100%. Do you want the
=ystem to adjustthe Percentage of Space walues?

Ok l | Cancel

Click on OK and the following updated Workspace Transactions view will show the
additional School / Subject Area Code
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Defineorkspace=fransactions

Select Workspace Transactions  » Add New
E| 121 WILKIE BUILDIMG

=03 03
= 3.95
231828 P62 D8M
- 275456 534 D210

Once you have completed these updates, and saved them, you can close this view by

Close

clicking on

Again, the changes made on Web Central automatically update our live database, at
which point we would ask you to send us an email to denote the bldg. / floor you have
updated.

If you do not remember to email, then we will be able to check the changes you have
submitted through our weekly gatekeeping process: however an initial email from
yourselves; will speed up any issues that may arise at that time, rather than dealing with
them retrospectively.
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APPENDIX 1

ROOM CATEGORY

Space in the University is either assignable to Subject areas or non assignable. Non-
assignable space typically includes circulation areas, toilets etc. The code for each
category within this database is shown below.

01 ASSIGNABLE
02 NON-ASSIGNABLE

ROOM TYPE

Room Type describes the type of function that takes place in rooms that are assignable.
A description of each type of function is given below.

Room Category Room Type Room Type Description

01 01 TEACHING

01 02 RESEARCH

01 03 OTHER

01 04 RESEARCH&TEACHING
01 05 RESIDENTIAL

01 06 SUPPORT

02 10 NON-ASSIGNABLE
ROOM STANDARD

All rooms in the University estate are further classified by usage identified by a standard
description. If further classification is required on the Room Standard for Lab Space
please contact the Space Manager.

Room

Room Category - Room Type — 01 Standard(Space
assignable Teaching Room Standard Description Hierarchy)
01 01 CLASSROOM 0110
01 01 CLASSROOM (HIGH) 0111
01 01 CLASSROOM SERVICES 0115
01 01 SEMINAR ROOM 0120
01 01 SEMINAR ROOM (HIGH) 0121
01 01 LECTURE THEATRE 0130
01 01 LECTURE THEATRE (HIGH) 0135
01 01 TUTORIAL ROOM 0140
01 01 TEACHING LAB 0210
01 01 TEACHING LAB (HIGH) 0211
01 01 CLASS LAB SERVICE 0215
01 01 CLASS LAB SERVICE (HIGH) 0216
01 01 COMPUTER LAB 0230
01 01 COMPUTER LAB (HIGH) 0231
01 01 OFFICE ACADEMIC 0301
01 01 OFFICE (HIGH) 0311
01 01 STUDY FACILITIES 0400
01 01 POSTGRAD FACILITIES 0405
01 01 CENTRAL STORAGE 0730
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Room

Room Category - Room Type — 02 Standard(Space
assignable Research Room Standard Description Hierarchy)
01 01 COMPUTER LAB 0230

01 01 COMPUTER LAB (HIGH) 0231

01 02 RESEARCH LAB 0240

01 02 RESEARCH LAB (HIGH) 0241

01 02 RESEARCH LAB SERVICE 0245

01 02 RESEARCH LAB SERVICE (HIGH) | 0246

01 02 OFFICE ACADEMIC 0301

01 02 OFFICE CLERICAL 0303

01 02 OFFICE ADMIN 0304

01 02 OFFICE RESEARCH 0305

01 02 OFFICE HON/RET/VIS 0307

01 02 OFFICE POSTGRAD 0308

01 02 OFFICE (HIGH) 0311

01 02 CONFERENCE ROOM 0350

01 02 STUDY FACILITIES 0400

01 02 POSTGRAD FACILITIES 0405

01 02 SPECIAL USE FACILITIES 0500

01 02 SPECIAL USE FACILITIES (HIGH) | 0505

01 02 BRF FACILITY (HIGH) 0510

01 02 BRF FACILITY (LOW) 0515

01 02 GENERAL USE FACILITY 0600

01 02 WORKSHOP 0720

01 02 CENTRAL STORAGE 0730

01 02 BUILDING SERVICE AREA 1200

Room

Room Category - Standard(Space
assignable Room Type — 03 Other Room Standard Description Hierarchy)
01 03 STUDY FACILITIES 0400

01 03 SWIMMING POOL 0520

01 03 OTHER (ALL PURPOSE) 0590

01 03 GENERAL USE FACILITIES 0600

01 03 ASSEMBLY 0610

01 03 EXHIBITION 0620

01 03 FOOD FACILITY SERVICE 0635

01 03 BUILDING SERVICE AREA 1200

01 03 LOCKER AREA 1260

01 03 FIRST AID ROOM(S) 1280

Room

Room Category - Room Type — 04 Standard(Space
assignable Teaching & Research Room Standard Description Hierarchy)
01 04 SEMINAR ROOM 0120

01 04 LABORATORY (HIGH) 0205

01 04 TEACHING LAB 0210

01 04 CLASS LAB SERVICE 0215

01 04 CLASS LAB SERVICEHIGH) 0216

01 04 OPEN LAB 0220

01 04 COMPUTER LAB 0230

01 04 COMPUTER LAB (HIGH) 0231

01 04 COMPUTER LAB SERVICE 0235
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Room Type — 04 Room
Room Category - Teaching & Research Standard(Space
assignable Cont’'d Room Standard Description Hierarchy)
01 04 STUDIO (DESIGN) 0260
01 04 STUDIO (DESIGN) 0260
01 04 OFFICE ACADEMIC 0301
01 04 OFFICE CLERICAL 0303
01 04 OFFICE ADMIN 0304
01 04 OFFICE RESEARCH 0305
01 04 OFFCE HON/RET/VIS/FLA 0307
01 04 OFFICE (HIGH) 0311
01 04 OFFICE SERVICE 0315
01 04 STUDY FACILITIES 0400
01 04 SPECIAL USE FACILITIES (HIGH) | 0505
01 04 OTHER (ALL PURPOSE) 0590
01 04 FOOD FACILITY SERVICE 0635
01 04 CENTRAL STORAGE 0730
01 04 BUILDING SERVICE AREA 1200
01 04 STAFF WC 1270
Room
Room Category - Room Type — 05 Standard(Space
assignable Residential Room Standard Description Hierarchy)
01 05 OFFICE ADMIN 0304
01 05 STUDY FACILITIES 0400
01 05 GENERAL USE FACILITIES 0600
01 05 FOOD FACILITY SERVICE 0635
01 05 LOUNGE 0650
01 05 CENTRAL STORAGE 0730
01 05 RESIDENTIAL FACILITIES 0900
01 05 BEDROOM 0910
01 05 BEDROOM ENSUITE 0920
01 05 BUILDING SERVICE AREA 1200
01 05 FEMALE WC 1220
Room
Room Category - Room Type — 06 Standard(Space
assignable Support Room Standard Description Hierarchy)
01 06 CLASSROOM FACILITIES 0100
01 06 LABORATORY FACILITIES 0200
01 06 LABORATORY FACILITIES (HIGH) | 0205
01 06 OFFICE CLERICAL 0303
01 06 OFFICE ADMIN 0304
01 06 OFFICE TECHNICAL 0309
01 06 OFFICE NONSPECIFIC 0310
01 06 OFFICE (HIGH) 0311
01 06 OFFICE SERVICE 0315
01 06 CONFERENCE ROOM 0350
01 06 STUDY FACILITIES 0400
01 06 SPECIAL USE FACILITIES 0500
01 06 SPECIAL USE FACILITIES (HIGH) | 0505
01 06 MEDIA PROD.(PHOTO) 0531
01 06 MEDIA PROD. (RECORD) 0532
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Room

Room Category - Room Type — 06 Standard(Space
assignable Support cont’d Room Standard Description Hierarchy)
01 06 CLINIC 0540
01 06 FIELD BUILDING 0560
01 06 OUTBUILDING 0570
01 06 GREENHOUSE 0580
01 06 GENERAL USE FACILITIES 0600
01 06 ASSEMBLY SERVICE 0615
01 06 FOOD FACILITY SERVICE 0635
01 06 DAY CARE 0640
01 06 LOUNGE 0650
01 06 RECREATION 0670
01 06 WORKSHOP 0720
01 06 WORKSHOP (HIGH) 0725
01 06 CENTRAL STORAGE 0730
01 06 CETNRAL STORAGE (HIGH) 0740
01 06 BUILDING SERVICE AREA 1200
01 06 CLEANER’S STORE 1210
01 06 LOCKER AREA 1260
01 06 STAFF WC 1270
01 06 FIRST AID ROOM(S) 1280
01 06 COMMS ROOM 1330
01 06 COMMS ROOM (HIGH) 1335
Room

Room Category — Room Type — 10 Non- Standard(Space
Non-assignable assignable Room Standard Description Hierarchy)
02 10 CLASSROOM FACILITIES 0100
02 10 CLASSROOM 0110
02 10 CLASSROOM SERVICES 0115
02 10 SEMINAR ROOM 0120
02 10 SEMINAR ROOM (HIGH) 0121
02 10 LECTURE THEATRE 0130
02 10 LECTURE THEATREHIGH) 0135
02 10 TUTORIAL ROOM 0140
02 10 LABORATORY FACILITIES 0200
02 10 LABORATORY FACILITIES (HIGH) | 0205
02 10 TEACHING LAB 0210
02 10 TEACHING LAB (HIGH) 0211
02 10 CLASS LAB SERVICE 0215
02 10 CLASS LAB SERVICE (HIGH) 0216
02 10 OPEN LAB 0220
02 10 COMPUTER LAB 0230
02 10 COMPUTER LAB (HIGH) 0231
02 10 COMPUTER LAB SERVICE 0235
02 10 COMPUTER LAB SERV(HIGH) 0236
02 10 RESEARCH LAB 0240
02 10 RESEARCH LAB (HIGH) 0241
02 10 RESEARCH LAB SERVICE 0245
02 10 RESEARCH LAB SER (HIGH) 0246
02 10 STUDIO (DESIGN) 0260
02 10 OFFICE ACADEMIC 0301
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Room

Room Category — Room Type — 10 Non- Standard(Space
Non-assignable assignable cont’d Room Standard Description Hierarchy)
02 10 OFFICE CLERICAL 0303
02 10 OFFICE ADMIN 0304
02 10 OFFICE RESEARCH 0305
02 10 OFFCE HON/RET/VIS/FLA 0307
02 10 OFFICE POSTGRAD 0308
02 10 OFFICE TECHNICAL 0309
02 10 OFFICE NONSPECIFIC 0310
02 10 OFFICE (HIGH) 0311
02 10 OFFICE SERVICE 0315
02 10 CONFERENCE ROOM 0350
02 10 STUDY FACILITIES 0400
02 10 SPECIAL USE FACILITIES 0500
02 10 SPECIAL USE FACILITIES (HIGH) | 0505
02 10 BRF FACILITY (HIGH) 0510
02 10 SWIMMING POOL 0520
02 10 MEDIA PROD.(PHOTO) 0531
02 10 CLINIC 0540
02 10 FIELD BUILDING 0560
02 10 OUTBUILDING 0570
02 10 OTHER (ALL PURPOSE) 0590
02 10 GENERAL USE FACILITIES 0600
02 10 ASSEMBLY SERVICE 0615
02 10 EXHIBITION 0620
02 10 FOOD FACILITY SERVICE 0635
02 10 FOOD FACILITY SERV (HIGH) 0636
02 10 LOUNGE 0650
02 10 RECREATION 0670
02 10 WORKSHOP 0720
02 10 WORKSHOP (HIGH) 0725
02 10 CENTRAL STORAGE 0730
02 10 CENTRAL STORAGE (HIGH) 0740
02 10 RESIDENTIAL FACILITIES 0900
02 10 BEDROOM 0910
02 10 BEDROOM ENSUITE 0920
02 10 NON-ASSIGNABLE AREA 1000
02 10 CIRCULATION AREA 1100
02 10 BUILDING SERVICE AREA 1200
02 10 CLEANER'S STORE 1210
02 10 FEMALE WC 1220
02 10 MALE WC 1230
02 10 DISABLED WC 1240
02 10 SHOWER 1250
02 10 LOCKER AREA 1260
02 10 STAFF WC 1270
02 10 FIRST AID ROOM(S) 1280
02 10 PLANT ROOM 1300
02 10 ELEC SWITCH ROOM 1310
02 10 HV SWITCH ROOM 1320
02 10 COMMS ROOM 1330
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Room

Room Category — Room Type — 10 Non- Standard(Space

Non-assignable assignable cont’d Room Standard Description Hierarchy)

02 10 COMMS ROOM (HIGH) 1335

02 10 VOID 1400
Appendix 2

College & School Organisational Hierarchy

Appendix 3

School & Subject Area Organisational Hierarchy

Please note that these reports are subject to minor changes each year, and
will therefore be updated annually in August.
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