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Q&A

Introduction

INSITE is the system used to track space information for Georgia Tech:
o Official building numbers, names, addresses, construction and occupancy
dates, gross square feet, etc.
o Room numbers, room use, departmental assignments, square feet
o Floor plans — basic configuration
INSITE is composed of the following:
o Drawing (CAD) component for creating and updating floor plans
o Database for storing building and room data and floor plans
o Space Survey web module
o Net-FM web component for displaying data and floor plans



INSITE Net-FM Logon Screen — http://insite.gatech.edu
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Username

Use standard GT account
and password to log on.

Mremember me Use default value for profile.

Sign In
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Profile

Click here to return to main
menu screen at any time.
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Quick Links, Queries, and Custom Links
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items can be set up here. Fac

Quick Links for commonly used menu

ility List,

Floor List, and Space List are the most
commonly used functions.

clicking here.

Menu pane can be moved out of the
way on any screen when desired by

& Summary

(alf] Facidy
[P Faciity
(] Faciay

Menu folders can be expanded by
clicking on the + icon. Facility/Floor

and Space contain the most commonly 2

used items.

f

Links to CPSM web
page and FICM.

Extensive help information
is available here.

Display and change
preferences here.

Sign out here.

Queries can be saved and will appear here.




Basic Query: Current Georgia Tech Building (Facility) List

Step 1: Select “Facility List” from main

7 Net-FM Navigator Query  Adusnced Quer, Resutly Floor Pisns  Add = 5 e
2 s e = menu or by using Quick Link. R
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* 1 Use 2 1 e —
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) Name: | - on Campus (RPY: | ) . . e .
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by your query.
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Step 4: Click “Get Results.”

sorted as desired using the various controls on the screen.
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Advanced Query: Which buildings still in use are more than 100 years old?

INSITE Net-FM*
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‘o can crealy' mulliple queries up to a maximum of 3 queries.
sequence is; {Query 1) OR {Query 2) OR (Cuery J
Query 1:

Space - Fadility (Find) + [

Resylls Fioor Pam Add
Space - Facility (Find’\

[ Custom URL'S

Step 1: Select “Facility List” from main
menu or by using Quick Link.

Clearall |

Step 2: Click “Advanced Query” tab.
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Step 3: Enter query criteria: Construction
Date Less Than or Equal to 01/01/1916.

v
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Constr Date
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[o101/1016

A - Active

€ - Under Construction
D - Demelition

I - Inactive

P - Planned

R - For Reference tinly »

[]Enter Free Tenl

AND I Select Column

vl r Equal To

Step 4: Include check of Status Equal To
Active to get only the buildings that still

Fer| .| 2 ‘v
Step 5: Click “Get Count” to see ——j exist.
how many records will be returned. R
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Resulting list of buildings more than 100 years old.
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| — : —— Now click “Column Summary” to
Area  Toal 236,718.00 il . s
— ummarize the dings.
| Average: 26,30200 \ ; i LT
Minimum: 10,231.00 i +
| Maximum: 47,576.00
These buildings total 236,718
Constr Cost  Total: 5,049,250 00
| Average: 561027.78 Gross Square Feet.
| Minimum: 43,250.00
| Maximum: 3,075,000.00
ASF  Total: 115,743,00
Average: 12,860.33
Minimum: 1,251.00
Maximum: 26,521.00
|
NonASF  Total: 82,657.00
| Average: 9,184.11 ) 4
| Minimum: 1,528.00 J




Basic Query: Rooms (Spaces) Assigned to Aerospace Engineering

INSITE Net-FM%320

% Net-FM Navigator
= ) Space Management
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Step 1: Select “Space List” from main
menu or by using Quick Link.
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Step 2: Click checkbox next to query
field to populate drop-down list.

Query Advanced Query Results Floar Plans Add
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Step 3: Select AE — Aerospace
Engineering from drop-down list.

Step 4: Click “Get Count” to see
how many records will be returned
by your query.

oce Commenis: ]

Step 5: Click “Get Results.”
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Resulting list of rooms assigned to Aerospace Engineering.
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Advanced Query: What is the average size of a Mechanical Engineerin

g Lab?
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Step 1: Select “Space List” from main
menu or by using Quick Link.

Step 2: Click “Advanced Query” tab.

Step 3: Enter first query criteria:
Organization - Equal To - ME.

") Enter Free Text

oy |

>

Step 4: Enter second query criteria:
Use - Equal To - CLSLAB, OPNLAB, RESLAB

Query 1:
i taln
AND [ 5 Vﬁ?
= e o
Step 5: Click “Get Count” to see |-
how many records will be returned |~

by your query.

Step 6:

Click “Get Results.”
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Room

: Resulting list of ME Class Labs, Open Labs, and Research Labs.
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Now click “Column Summary” to
summarize these rooms.
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Click here to save the query for
later use (see next page).
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Advanced Query of Space (Room) List (continued)
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Query Advanced Query Resulte Save Query Fioor Plans Aad

Save Query
Search Crileria: (I{ORGANIZATION_ID Equal To "ME - dechan:cat Engineering')j AND {{USE_ID Equa: To CLSLAR - Class Laboratory’) OR (USE_ID Equal To 'OPNL.AB - Open Laboratory’) OR
(USE_ID Eguai Ta ‘RESLAB - Research/Nonclass Lab'

Enter query name and
description. Query name must
be unique.

Query Nome [ME Labs

‘__.-

Quety Dacerghol 1-1-|= r;_all_tl-l'_I;;

T Public Query ©

Click “Save This Query” to save
for later use. |
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! Net-FM Upgiade for GT Login Credentials

The INSITE Net-FM system has been upgraded lo use GT credentials (user id and p d) for access The "My Profile” oplian s no longer available, instead, use Passport to
change your password  For delails on lhis upgrade. see upgrade notes below under Custom URLs  If you have any queslions, please contacl John Holcombe

v My Quick Links o8 Q My Sived Quetlos L]

Q auenes - ~

o Custom URL's |

Facility List @ VacantUnderulilized Net-FM Upgrade Noles

Floar Lisl @ College of Engineering Fac:lities CPSM Space Accounting Web Page

Space List @ Engineered Biosyslems Building EBB*Y FICM Facililies Inventory & Classification Maaual
Gecupancy ME Labs GT Use Code Help

Organizalion List @ Mason Floor Piang

Use

New guery is now listed on
Main Menu screen.

w|




Floor Plan Queried by Room Use
(Whitaker floor 2: labs, offices, conference rooms)

Space - Floor (Query) e

Lutks » Q Twenes - 2 Cusiom URL's

Net-FM Navigat: Qu Ad Rest Floor P d ) o
&, B Spact Managen v SNSRI PREh Thetem A Step 1: Select “Floor List” from main

= “—'Jg:i“‘}'f"’?' menu or by using Quick Link.
= Ha:::tii;s‘ ¢ Gat Caunt Clear All [Search

1#1 ) Space S ors
ST e tep 2: Select Facility.
% Organization Facility: ' 165 - Whitaker, U.A, Biomedical £ v | ———A%H| P v
) Use
B ) Common Facility Name: | v NonASF
#1723 Grant Tracking —r EToor iemo| Step 3: Click “Get Results”.
lQOr:

Space - Floor (Query) Setlings

# ) Navigator
') Reports Gross Area: [ ) I

Active: ]

Floar Sort Sequence: [

Space - Floor (Results) 2 k

UK Links « Q, Queries - ' Custom URLs - ] i
M Net-FM Navigator Query Advanced Query Resuits Floor Plans Add
&+ ) Space Management
=t ') Facility/Floor
) Facility List
5 Floor List ey ) 3 e . -
Search Criteria: View Search Criteria Freeze Coiumns: |0 v] @ Restore Saved View Display Alt Record
* ) Space 1 . - ¥
e I A e Floor
# 2 Organization O42% «aE QA Facility Facility Name T Sert ASF MNonASF  Floor Memo Acti
# ) Use o Sequence

" O/J% aEQ Whitaker, UA. Biomec 0 17765 9650 62103
# ) Grant Tracking _
1) Navigator (1 4% aB5Q Whitaker UA. Biomec 1 21353 14145 5199

) Reports Whitaker, UA. Biomec 2 21081 15682 3458

Space - Floor (Results) Custom Seftings ~ Column Summary

[[1 wrap Text in Grid

Whitaker, UA. Biomec 3 20883 15141 4558
O 2% a Bl Q Whitaker, UA. Biomec 4 16826 8355
] ﬁ% a B Q Whitaker, U.A, Biomec 5 1914

Choose the “Q” (Query button) for the
specific floor you would like to query.




Floor Plan Queried by Room Use (continued)

hitps te gatech.edu Tlatf
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Step 1: Check the box by “Use”. © & ASLAUGHTERT @ INSPROD -

INSITE Net-FM*.22¢ ® Quitk Links = Q Quertes ~  {# Custam UR

4 Net-FM Navigator aury  Amancedaueny Resuts  Foorpins| CHOOSE the Use Codes that you would
= _J Space Management 3 .
4 ) tand Space - Floor (Query Floor Plan) like to query for this floor.
= ) Facility/Floor View Floar Plan (Circk heve for INSTRUCTIONS]
ﬂ] Facility List

& Fioor List Area Sp\t By: i Room! Gi y Roomn i _Organization \

8. Facility Contact
ray Facility Cost

COrganidation WM - Dl

1 HONASE - N Asmgisatie
{7 facily Feature Sllse e e
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+ _Space Text .- DATA - Data Closet
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A% s { Door Tag . Group By Door T 3 [

5 105 Sign { Door Tag i Group By Door Tag i Text

# ) Common LUITOCLAVES
* ) Mawigater | q “ »” : . ‘g »” .
% ) Regorts Step 2: Click “Generate Floor Plan”. Step 3: Click “View Floor Plan”. (This

button will not appear until you have
Wddiiaia generated the floor plan.)

%8 hitps oitc gatech.edu Fietf LY G g

die 2 - @ G | Space - Floor (Query Flaor Plan) ‘2 INSITE Net-FM Drawing for.

Redraw Floor Plan

St Spaces are color-coded by selected Use
i Codes, and summarized in the legend.

Tille/Query Descriplion
(255 char max displays helow
Legend)

[ }Hide Legend
{ ;Hide Space Label

i
Hide Additional Fields in Space
Label

I ESpace Label Field Selection

[ ilayer Selection
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ar | u e
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Floor Plan Queried by Departmental Room Assignment

(ES&T 2" floor, query screen accessed similarly to previous example)

Space - Facility (Query Floo | |

Step 1: Click “Organization”
checkbox.

INGITE Net-Fhi'i oo

W Heet 118 Navigator Query  Advanced Quely  Resuls  FloorPlamy Add  Em Floor  Query FloorPlan  Femll

e S il
S Space - Facility (Query Floor Plan)

[Click here Tor INSTRUCTIONS

53 Hoor Lt
" L Spate Area sgind 8% [Cier By Room organization Tluse
(e | ath
Orgianit r— 4CLOOF » Acadernic Dftice

* D U - CONE © G < Room
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£ ) v Tracking Oalock
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Step 2: Select Organizations
in list to query, if desired

[values:
v (default is all Organizations).
Tewked Theo v et Th -
o Space Coptact Tepes
5 b quatl 1 Space Pls

Step 3: Click “Generate Floor Plan” then
“View Floor Plan” when it appears.

Selected Organization codes are color coded and

listed in legend with total square footage and
TikeGuery Destnﬂi(\m G, )
= room counts (zoom in tightly to see legend).
Ty ! = i
[ide space Labei
| . ,
Hide Additional Fields in
Space Label
[space Label Fleld Selection
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e Y T —
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Principal Investigator Query & Floor Plan Display
(Aerospace Engineering Pls)

Space - Space Principal Inv..,

INSITE Net-Fi®.3 2 ® CUIGH Links Q fuenes v L2 Cusiom LIRL'S - © & JH31@ INSFROG ~

¥ Net-FM Navigator Query Advanced Query Results Floor Plans Add Step 1: SEIeCt ”Space PI” fro m main menu.
=i i) Space Management

 © Faciity/Fioor Space - Space Principal Investigator {Query) Cuistom Settings

1= D Space g - \ P
l'lp;pacem i Get Count || Clear Al [SELECTASAVED QuERY_ v|[lcase Sensitive Search
: ‘
ol space Pl 4—r
b Space Grant Facili | Percentage: |
wh Ceeupancy

fa Function Assignment Floor: Qrganization: .AE - Avfospace Engineenng >l o

) Crganization Memo: f—————
Y Use Room:

K

# ) Common ..
. Principal Investigator: I
#l ) Grant Tracking

# ) Nevigator

il Step 2: Check “Organization”

checkbox. Select Aerospace

Engineering from drop-down
menu.

Step 3: Click “Get Count” then
“Get Results”.

Space - Space Principal Inv... ™ i

Q iened -

’ Net-FM Navigator Query Advanrced Query Results Floor Plans Add

& ) Space Management ot . \ Seftings  Column Summary
# ) Facility/Floor Space - Space Principal Investigator (Results) Choose “Floor Plans” tab. 7
B &) Space [] Wrap Text in Grid

g Space List Search Criteria; View Search Criterla Freese Columns: [0 v | © Restore Saved View Display Alf Record
Space Pl i 3
P Space F

; e : s Principal T
{44 Space Grant [ j = PN Facility Investigator Percentag  Organization Memo A

B Occupancy -
fa Function Assignment U i” a:‘ . YANG, VIGOR 160 536

# ') Organization A= REMCLINA, DIEGO  1¢0

F2 Use AR YANG, VIGOR 100

# ) Common
@ 12) Grant Tracking
# 2 Navigator O.2% KOMERATH, NARAYA 160

# ) Reports niyA-» KGMERATH, NARAYA 100

U.4% KOMERATH, NARAYA 160

U225 KOMERATH, NARAYA 160
0. 4% KOMERATH, NARAYA 100
U2 KOMERATH, NARAYA 160
A= KOMERATE, NARAYA 1CD

U 254 MENON, SURESH 160

A== MENON. SURESH  1C0
A= 3 GUNTER BRIAN 100
A= GUNTER, BRIAN
A= 1 : GUNTER, BRIAN

O 4 FERON, ERIC




Principal Investigator Query & Floor Plan Display (continued)

hitps .ni:: gatech.edu it
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% Net-FM Navigator Query  Advanced Query  Resufs  Floor Plans  Add
- ) Space Management

Space - Space Principal Investigator (Floor Plans)
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E3 Facinty 030 Floor
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Download Floor Plans to your computer

T Cost . ;
[i zp‘“e |:°5 E] Facility, 040 Floar “include PT in Space Label
¥ Space feature B3 Factiry 040 Fioor :
) Optional Title/Query Descriplion: !
b Space Grant ] Facity 040 Froor 4 sy
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i+ _J Comman
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E} Faciity 199 Floor

0
1
2
4
4
1
3
G

v _iUse E Facility 084 Fioor 1

) Sign By Faciy 084 Floor 2 \ .

: B Faclly 054 Floor 3 Choose a floor plan to display.

4
2
1
2
4
1
2
1
2

e @ hitps /1o e gatech.edu Metilt g,

s - e The floorplan is color-coded by Pl.

Redraw Floor Plan

Step 2: Click “Redraw Floor Plan”.

TilleiQuery Descrplion
(255 char mar displays betovy

Lagetid) — — - — ———————=
I Hide Legana
Step 1: To display Pl names on the _—
Hide Space Label E
floorplan, check “Space Label Field
gyren el By PRICH Selection”, then “Principal Investigator”.
(% Paco Lahel Field Selectio .;fl....fi\.f-=\.l\ Ilﬂ”‘\'_’h:_m’_ﬁzi?' \I.I";.-_—]l:]r‘\‘g.:_l__\:' k:—
Siapar it T ey B
Floor & = - =" ! . -
v Room = i b == =
i use Pz | 4 =
W Org ! o .I- _[k — __l; —
| FICM Area
BOMA Ar
B,
o <}j ',':E-_ :‘.:; GEQRGLA INSTITUTE GF TECHNOLOGY l_-
- - s o hea e

T Snars Nrn
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Principal Investigator Query & Floor Plan Display (continued)

e @ nittps: it gatechiedu 1t L e g dae O v @ C 1 Spade - Sihace Principal nvesti @ INSITE Net-FM Drawing for.. » i

{ AURVAD URAUTRY 2.‘.‘ -
] Redraw Floor Flan ™ | l i HJ
i - -

Tt Cugey Doscription
(255 chat ma displays below

Legoenu) . - J__
| |
| Hide Legend :

[yHide Space Label

@Am: Spiit By Percentage

/1 Spaca Label Fisld Selectio

Standard Field
[ 1 Facllity

|| Floor
| Room
1¥) Use -
[v] Grg

1] F1CH Area
{1 BOMA Ared

| Doartag 1,

Additional Field
v} Principal Investigator

| | Grant Name
[ ] Textl
| Text2

| 1Hnmberl >
{ ] Number? W The floorplan now displays the Pl names. If you do not want the color-

s coding, you can de-select “Area Split By Percentage”, then “Redraw

1 Codel:

= o Floor Plan”. As a result, all spaces on the floor with Pls will be
> SA1x®aln < highlighted the same color. >
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Floor Plan with Occupant Names

(ES&T 3" floor, query screen accessed similarly to previous examples)

L€ I e

= INSITE Net-FM*.3 20! % OuigkLingg = Q (e

& HI% @ PRUO -

Step 1: Click “Additional Field”

% Net-FM Navigater Query Advented Query Resuns Fleor Plars Add Eag Floor Query Floor
=1 ) Space Management

= 3 Facbty/Floar Space - Facility (Query Floor Plan) checkbox.
B Faciity List == (8 101 INSTRLCTIONS)
i Floor List

% ) Space ! {lefecusp By Room Ko s

& ) Organization
] Use
# ) Common
# ) Grant Tracking
+ ) Navigator

Step 2: Select “Occupants.”

+1 3 Reports

[“oor Tag ClGroup By Door Tay £ JBlock

Step 3: Select individual
occupant names if desired;
default is all names.

Falies: |

Faature Oategogl
Furighigne

Space Cantact Types

Space Pls

Step 4: Click “Generate Floor Plan” then
“View Floor Plan” when it appears.

Occupant Names can be displayed in the Space Label

Rooms with occupants are highlighted, but names
do not appear in the rooms. Follow the next two
‘/ steps shown below to display the names.

Hide Legend

CHide Space Lat

il
Hide Aadimonal Firds
Space Label

{"Ispace Label Field Selezti

[“lLayer Selection
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Floor Plan with Occupant Names (continued)

: Redraw Floor Plan |

Tille:Query Descripticn
{255 ehar max displays below

.’.{b‘

Thide Legent

Rooms with occupants are highlighted,
AND names appear in the rooms.

{ Hide Space Label

i
Hide Addilional Fields in
Space Label

i _iSpace Lahel Field Seleclion

I L il ayer Selection

2 INSITE Nel-FM Drawing for:...

A e .&F@M__LW Ficw | Name list with room counts
] 033 |708041 ‘—
258 e . Sy el o i Joe Tosws and total square footage.
Llogend) . - L1 i%ardig &
1 i los  |wam
CHide Legend ' v |ozs isaszys
=3 LI ] 24,738 . g 2
e e P PO PIYE Rooms with occupants are highlighted,
M 1 o5 |wers B
e il b 1 {1 Do AND names appear in the rooms.
v 1 lo3s fTaser
i_ispace Label Field Selection A1 o [7azmes
- @93 | 7.0088
i_ilLayer Seleclion \ R 221089
] 1 21,350
1 joas 70800
1 1 .10
1 1 447
1 1 i =BT ]
1 1 1EST2
1 033 |711653
1 G5 10718785
1 1 Mm
1 1 2559502
1| IwEpLTT
1 1 23116
1 1 FARATA ]
1 1 25 557 .45
1 1 2548523
3 o8 |aods
L] 1 25.548.11
I o5 s
v [ I 2EITEL
= 1 033 1704041
< > | u# S0 - L
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Zip file of PDF Floor Plans with Occupant Names
This example generates a zip file of all floor plans that have spaces assigned to Biomedical
Engineering with occupants listed. Occupant names are included on the floor plans.

€ 1o I R [N

= INSITE Net-FM*320 * Caicn Lnkd »  Q Doeney -

Step 1: Select “Occupancy” from main

'_I Nﬁs-llclll:‘vlgalm Query  Advanced Query Results Ficor Plans  Add menu or by using Quick Link.
Edry :::M‘;::w Space - Occupancy (Query) s
i I:D;;' |_-g| Get Count [ seLect A saven querv! v | [ case sensitive Search
Gl Soace £
12 Space Gront Facilty: <, pPercent: [ q a
8 Occupncy J = | | step2: Enter query for fields desired
ty Funchion Assgnment Floor: ] ~| L] Memog
4 3 Grgsaaanon oo | -0 or use Advanced Query. In this
ke g -
Ve orgmaaion: TR REAED <] (LT example, BMED is selected. (Check
" j‘ i — Center Line Area: I o
tinign occupant; | ~ 1 box then select from dropdown list.)
¥ ') Repo

Step 3: Click “Get Results.”

f-"ri A list of all rooms assigned to BMED that

o = . . .
INSITE Net-FM*a20  » also have occupants listed is displayed.
4 Net-FM Navigator Quar;  advancas Gusr Resulis  FioarPies 4
= L) Spate Maragemeat CLstam Ges ¢ Sy
CLstom Setlngs  Loumn donmy
& 223 FaciitysFioor Space - Occupancy (Resulls) 4
A 12 Space O Weap Teatus Grid
19 spece st Searizh Crifena: Vs Seaich Seitera = e - A Secoms
&b Space 5 .
b Spce Gram fora - ) DraiEbaiion Next, click on Floor Plans tab. Ve
i Ceeupancy
ta Function Assignment U AT a1 R 1325 SheED (8 133 15 ACADOF ]
4 . Crgacizatice i
B 85 e S~ PR T } 4 SMEE 100 185 # A A00
¢ ) Cemmon i 0 a i PPy
4 ) Grans Tracking : 1-4 E:' " 151
¢ ) Mavgstor I
v ) Reports 1 2% e B 242 140
Ui S a s H ny BLIEC i0g
IR A TP ; i1 BhiE! 154
[ AL PN BMED Wi
A SRR 3 EIEIS ESH
G A : W B
LR A 2 st 54 a
R A~ N i 23 BVED 5%
Y-S : e . r st Y
< >
444102345 » B v Page vze 23 = Page L ofd rems Lio 23 of 180
SOrt By i Faiy v ees Vi v | [ageraeg ! Bem V1 [asiensng v sat
S Ve Save Query Expott to Exce!
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Zip file of PDF Floor Plans with Occupant Names (continued)

A list of all floor plans which have BMED spaces with occupants is e
displayed. These can be displayed individually using the floor plan links noAT

INSITE Net-Fi: © & HD@MOL - &

at the left; or you can generate and download a zip file of all of these

. g R floor plans at once with the links at the right.
& ) FaciviyiFloge
" it Search Criteria: Organization:=BMED - Biomedical Engr, GT/Emory;
b Space P
' e Szueﬁrm:
b Oectpancy
fa Functisn Asugnment
4 ) Drganration
Lp 7T
* 2 Commen

Floor Plans
(5] Facibty 146 Floor 1

Download Flaor Plans to your computer
MiInclude Occupant Name in Space Label

Optional Title/Query Description: | ]
# 3 Gront Traclong Generate Figor Plans for Downlaad

&+ ) Kangator

% «J Reports Dounloat 210 Fre widh Figor Fians

ity 167 Floor 4
[£1_Eaciits 785 Fwner o

Notice that occupant names will
be included by default.

eI EIEIEIEE

Click here to generate a zip file of Floor
Plans (this will take several minutes).

Once the zip file is generated, click here to
download it to your computer.

The zip file will look similar to the following. Floor
plan files are named with the building number
followed by the floor number. In this example, the
first file listed is building #146 floor 1.

1 » Hoicombe, JohnC » Downloads

Organize v Extract all files = Tl @
* Favorites Hame ; Type Compressed size Passwerd Size
& Downloads {4 1461 pof LOBIKE Mo
%, Recent Places T 1462.pdf Lotk ks Mo
M Desktop T 1463.pdf No
T4 1650.p0f 1S9KB Hig
4 Libiaries 311651 paf FOKE Mo
* Dacuments TH 1652.pdf 28KE Ne
o Music T 1653.pf Adsbe A 50K e
! Pictures L1654 polf 261K2 Hlo
B videos 91 1673.pdf dobe Acrtbal § BLKE M
ﬁ} 1674.pdf Adole Acralat Tocunent 1122 KB Nec
& Computer £ 7851.pof fddebe Aciokat Document B3 KB N
£, 0sDisk () T 7852 potf Adebe Acrobat Docurient 143KE o
59 PBF-DPT-CPS-Insite

4# jh33 (\PBF-BFS) )
;% PBE-DPT-CPS (\IPR
z? PBF-DPT-CPS-tand

BF-COMMON (0P . .
:’Lmde,km « Note that floor plans generated this way will be

shaded based on your query. In this example, all
Biomedical Engineering spaces which have
occupants recorded will be shaded.

Gn Network

zz LE2MB Date mudibed: 9/2572015 3:27 PM

|| m}- 1461.pdf Compressed s Rats 9% Tyoe: Adobe Acrobat Document
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Creating an Excel Spreadsheet

(LISt of rooms assngned to Aerospace Engmeermg used as example)

INSITE Net-FM

Net-FM Navigator

5 _J Space Management

3 Facility/Floor
= _J Space

H Space Lst
@b Space PI
L9 Space Grant
wi Oezupancy
15 Functizn Asupnment
J Ciganaatisn
b oot Uie

¥ ) Commen

b Crant Teacking
o Mausghtor

) Bepoity

Step 1: Select Space List in

Custom SeHings

| SELECT A sAYED QUERY v ICase Sensilive Search

Query  AgumcedGuecy  Rosuls  Floor s menu pane or use Quick Link.
Space - Space (s
G“Im“n.l'_‘i Get Count © Chzar Al
ity [ \ v cw: | v
Facility Nam; | \ ~i Mema;
Floor: ~] 0
=t e Inside Wall Area: |
Room: |
Remarks: l
Use: ]
usepet; |~ Step 2: Click check box next to

QOrganiration: I AE - Aerospace Enghgenng

Station Count: [ .

Org Pcl.:

Occupant Count;

Organization, then select “AE”
in dropdown list.

Surzey Occ Comments: | =

[
l
Owner Org: I
|

Category:

Room Name;

Step 3: Click “Get Count” if
desired to see room count.

Survey Sp Contoct Comm: I_ o

Step 3: Click “Get Results.”

L]

"
[

+

INSITE Net-FM*

Met-FI Navigatos
) Sosce Mansgement
VL Facility/Floas

= 3 Spisce

I space U
@ space?l
4% Space Grant
b Occupancy
Ty Funetion Ayugnnient
* o Qrganization
r ) U
+ it Common
) Giant Traciang
1 Navgator
i feports

Query Advanced Query

Space - Space (Results)

Search Criteria: View Search Crilera

LB aEa
G 0% a B 00
4% a5 o
D8 al o
2% aB o
g aBF w0
11 0% a B o020
O2%aBE o
O2BaE wo
0f%B @ o
4% aF 10
OLTmaE o
OL8&aE w
T G a B 09
<

¥ ¢ kRS s

(] & Jix & P
Results Floar Plans Add
Custom Seiings Cotumn Summary
{"] Wrap Textin Grid {_] Hide Percentages
Freeze Columns {0 v @ Reslore Saved View  Disglay Al Records
liside Station  Qccupant
Facifity floor Room Use wall Organization pary Owner Or, 3
9 Count Count K
Area
s} a6 RESLAEB (100%) 386 AE (100%) 2 1) AE INDP,‘FA
k! oe2 RESLAB {1007%) 1719 AE j100% 5 a AE IND2iR
0 0n23 RESLAB (100%) 954 5 1 AE INGPIF
1 142 RSLASY (2007%) 120 AE {100%) 0 AL [ND3F
1 1433 RSLBSV (100%) 107 AE (100%) 0 AE MDPIF
1 i RSLASY [100%) 315 AE (100%) AE INDRF
I 145 q @ m At IHEPIF
Click “Export to Excel” and
1 146 AE INDP:
1 150 spreadsheet will be generated. A€ D
. 247 AE INCP:R
3 3L ACADCF {160%; 22i 1 AE ACTAD
E] 34z ACAROF 1100%) 151 H AE ACADE
v
2 34 MNACDOF (100%) 247 AE {30G33) AE ACACH
>
» IM  Pagesce 25 w 1 of 15, raws 1 to 25 of 358

Sort By: | Facay

V| steciog %] [Roem

] [tz [

] [ascending ] sort ¢

! Save View | Export to Excaf !

Save Query
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Most Commonly Used Data Tables and Field Names

Facility List: List of buildings (or complexes of buildings) associated with Georgia Tech. Also includes areas or

landmarks, such as Couch Park and Harrison Square, which have a number on the campus map.

Site: Defines groupings of buildings, such as Cobb County GTRI, Main GT Campus, etc.
Facility: Building number.

Name: Official building name.

Type: Denotes whether the entry is a building, parking deck, or area (such as Couch Park).
Area: Gross Square Feet (GSF) of the building.

Status: Existing buildings will have a status of “Active.” Other values include “planned,” “under
construction,” and “for reference only” (used for non-GT buildings and other non-building entries).

Ownership: Indicates ownership of the building — whether leased or owned by the Board of Regents,
for example.

Construction Date: Date that the construction of the building was completed. Usually only the year is
known, in which case the month and day are listed as January 1.

Occupancy Date: Date that the building was occupied by Georgia Tech. Usually only the year is known
and the month and day are recorded as January 1.

FIR Name: An abbreviated name for the building.

Address: Abbreviated address for the building. Complete address is listed under the Address tab
(shown after selecting the “pencil” or edit icon for a particular building).

ASF: Total assignable square feet for the building.
NonASF: Total non-assignable square feet for the building.

Demo: Demolition date. Usually only the year is known and the month and day are recorded as
January 1.

Floor List: List of all building floors.

Facility: Building number for the floor.
Facility Name: Name of the building.

Floor: Floor identifier. Generally, this is “1” for first floor, “2” for second floor, etc. Other values
include “B” for basement and “G” for ground floor. A zero (“0”) is also sometimes used to indicate a
basement or ground floor. The floor identifier is usually also the first character (or characters) of the
room number.

Gross Area: Gross square footage for the floor.
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e ASF: Total Assignable Square Feet for the floor.

e NonASF: Total Non-assignable Square Feet for the floor.

Space List: List of rooms in all buildings. Every space will be listed, including halilways, stairwells, elevators, etc.

e  Facility: Building number where the room is located.

Facility Name: Name of the building.

Floor: Floor identifier of the room. Generally, this is also the first character of the room number.

Room: Official room number.

e Use: Room use or type. This denotes whether the room is an office, lab, conference room, etc. Use
codes are based on the Facilities Inventory and Classification Manual (FICM - see link under Custom
URL’s on Net-FM main menu). An abbreviated Use Code list is also included in the Custom URL links.

e Organization: This denotes the departmental assignment for the room; i.e. which department
occupies this space.

e Station Count: This indicates the number of seats in a meeting room or classroom, or number of
workstations in an office or lab. These are not always exact but may be estimates based on room size.

e  Occupant Count: This field indicates how many occupants are recorded for this room in the Occupancy
table.

e  Owner Org: Same as Organization.
e Category: This is a room category used for certain reporting purposes.

e Room Name: This is an alternate room number where the official room number may not be the
number posted on door signage. For example, many room numbers in the College of Business building
are posted as three digit numbers, but the official numbering system is four digits. In this case, the
corresponding three digit number is shown in this field.

Inside Wall Area: This is the square footage of the room as measured from the inside face of the walls.

Space PI: List of rooms which have Principal Investigators recorded through the Space Survey.
e  Facility: Building number where the room is located.
e Facility Name: Name of the building.
e Floor: Floor identifier of the room.
e  Room: Official room number.

e Principal Investigator: Indicates the specific Pl assigned to this space.
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e Percentage: If there is more than one Pl listed for the space, this field can indicate how the
responsibility or space is allocated for each.

e Organization: This is the organization to which the room is assigned.

Occupancy: List of rooms which have occupants recorded through the Space Survey, or direct assignment.
e  Facility: Building number where the room is located.
e Facility Name: Name of the building.
e Floor: Floor identifier of the room.
e Room: Official room number.
e Organization: This is the organization to which the room is assigned.
e Occupant: Indicates the specific occupant assigned to this space.

e Percentage: If there is more than one occupant listed for the space, this field can indicate how the
space is allocated for each. Usually the percentage is just divided equally among the occupants.

Organization List: List of Georgia Tech departments.

e Organization: CPSM-defined code for the department. This code appears in listings as well as in space
labels on floor plans.

e Parent: This specifies the organization at the next higher level in the organization hierarchy.
e Name: Name of the organization.
e Level: Level of this organization in the hierarchy, where “1” is the top level.

e Number: Three digit department number as used in Peoplesoft.

Use: List of room use codes (room types).

e Major Use: Major use code classification (Office Facilities, Lab Facilities, etc. as defined in FICM).

Use: Alphabetic code for the use, as defined by CPSM for use in listings as well as in space labels on
floor plans.

e Name: Descriptive name for the room use.
e FICM Code: Three-digit FICM code for this room use.

e Rollup: If the room use is not a standard FICM use code, this field specifies the three-digit code to
which it translates.
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Useful Links and Contact information

Email: John Holcombe john.holcombe@cpsm.gatech.edu

Amanda Jones amanda.jones@cpsm.gatech.edu

James Hardin james.hardin@cpsm.gatech.edu

Useful Links: INSITE NET-FM Login:  http://insite.gatech.edu
CPSM Space Accounting: http://www.space.gatech.edu/spaceaccounting
Training Videos: http://lynda.gatech.edu/
Lynda Courses: Learn EXCEL 2010: The Basics
Building a Pivot Table
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