Estates and Buildings Information System

User Guide

ARCHIBUS/FM V17

Lease Module

W\b \V17\L Mdl .doc
llllllllllllllllllllllll
Page 1 of 8



Foreword

This User Guide document has been designed for the purpose of training relevant
members of staff within Estates and Buildings.

System Support

If you require assistance please contact Ebisusers @ed.ac.uk in the first instance. All
urgent requests should be directed to the Ebisusers Support Desk on & 50 9683.

More information on the EBIS Project is available at:-

http://www.ebis.estates.ed.ac.uk

Logging on to EBIS Online

Login to the following url using user name and password which are supplied by
Ebisusers.

https://www-live.ebis.estates.ed.ac.uk

This will open menu bar showing what access you have been set up with.
Logging on to Archibus

Double click on the Archibus-FM 17 icon W! on desktop to open Core Archibus
Program.

In Project double clik on e=s=x= to open up Project
Enter User Name and Password — which are supplied by Ebisusers — then click OK

This will now open up the Archibus/FM Navigator showing all modules/groups you
have access to.
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Accessing Lease Module

Click on Real Property and Lease Management Tab -| to display Options

Double Click on Estates & Buildings Option, the following should appear

S —
o g W
= [l Estates & Buildings |

@ Manage Lease Ahskracts
@ Manage Lease Financials
= [l Accommodation Services :l

= il ] >

Accessing/Adding/Modifying Information on Leases

To Access/Add/Modify Information you should click on
e Manage Lease Abstracts

This will open up the following:

| E

= Leases & Lease Oplions

Click on Leases & Lease Options to Access/Add/Modify Lease Information.

7 ARCHIBUS - Leases

 Ble Edit Yiew Grid EIS Options Iooks window Help

A4HIEGRE |00 BESLO: IURAEA: | L4HEX90 &0
AP DB RE &% 2

el o
| { i | Full Fiepaiing and Insuing
s

@ Manage Background Data
@ Manage Buiding Areas

@ [l Manage Properties

= [l Manage Leases
@ Manage Frojects

Mo formal lease in place
Floom GE303
Mo
NHS LOTHIAN FEF DR ALASDAIR Mo
ALASDAIR GRAY Mo
oz Mo
Fioom GE3( Fiopal Infimary of Edinb Mo
N Mo
Mo
Hal ealy Mo
Advance Mo

@ cuick Access & Exscutive Reparts
= [ Estates & Buildings
@ Manage Lease Abstracts
@ Manage Lease Financials
@ [ Accommodation Services

< £
B

= Leases & Lease Options

Mo formal lease in place - this should
be considered * G484093 01/04/08 -

Lease Opti for GLS002

[RRi______ =d
Type RENT REVIEW i ommen
e 01/06/2009

" akPni. | @poc. dypom...

For Help, press F1 Resticted all, EBISTEST 4) Inkernet Explorer s
J start b | e
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In this screen the main Lease Information is held and can be updated or new Leases added.

To Add a new Lease ensure you are in the Lease Table within the Leases & Lease Options
(the Title bar for the Lease table should be highlighted in Blue when you are in that table).

Lease Codes are set up in Numerical Order i.e. GLS001, GLS002 etc. To find out the next
Lease Code you will require to go to the last record within this table. To do this click on the

end tab L| to take you to the last page. Click Insert from your keyboard to Add a new
Lease. Your Lease Code will be the next available number i.e. if last no is GLS107 next
number will be GLS108. You are now ready to enter your Lease Information for this Code.
Building Code, Floor ID and Room ID can be picked up by double clicking in the field and
picking up from the relevant Table. Once you have picked up your Building Code only Floor
IDs for that Building will show in Floor ID field and once you have picked up your Floor ID
only Room IDs for that Floor will show in Room ID field. The other fields within the Lease
Table are either drop down lists or free text. Once your info has been added to the Lease
table you are then ready to enter your Lease Options info.

To add to the Lease Options table you should click on the Title bar for Lease Options to
highlight that you are entering info in this table. Once you click on this the Lease Options
will automatically update to enter Lease Option for the Lease Code you are entering details
for. The Lease Option Code should relate to the Option Type ie if your Option Type is Rent
Review then you should set up your Lease Option Code as RR1. You can add as many Lease
Options under one Lease as you require. If you have more than one Option for any of the
Option Types then your next one should be Coded with the next numerical code ie RR2.

To Modify or Check details of an existing Lease you will require to set a restriction to bring

=
back the details of the required Lease. To do this click on the Set Restriction tab "~ from
the top toolbar. This will bring back a screen where you can restrict on any of the fields
within the Lease Table to find the Lease you require to Modify or Check.

Set Restriction il

Table-Group:
ILeases j
Conjunction:  Field: Operatar; Walues:

Tenant Mams [ - Rd AHTEMISINTELLIGEMﬂ
|
|
|
|
ohd|

[ Fiestriction lasts from view ta view?

Rezet | Select Values I Dretails = | ar. | Cancel | Help |

The Restriction set as above will bring back any Lease which has the Tenant Name
ARTEMIS INTELLIGENT POWER. You should now be able to change details of this
Lease.
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Tickler Reports

Lease Option Exercise Dates

This Report will bring back any Leases where there are any Lease Options set up for the
selected date range.

W ARCHIBUS - Leases

CEle Edit Yew @i EIS Options Inols Window Help

AFHERRE | CCOS BEEBC: BT %
R ==Y -

HD M \\_1‘,

@ WManage Background Data
@ Manage Bulding Areas

® [l Manage Properties

= [l Manage Leases
@ Manage Projects

0017800
- NHS LOTHIAN PER DR &LASDAIR

@ CQuick Access & Executive Reports
= [ Estates & Buidings
@ Manage Lease Abstracts
@ Manage Lease Financials
@ [l Accormmodation Services

01/08/2004 No foimal lease in place - this should
be considersd * G42409 01/04/08 -

- 31/07/2009

. Lease Expirations
@ @ General Reports ...

kP | @Prc.. @pom.

Far Help, press F1 Festricted EBISTEST
+4 Start 4] M ARCH 2 i s - B & IEE s

Lease GLS002 has a Lease Option Rent Review set for 01/06/2009. This report can be run
for any period you select. Enter your to and from dates then ok to bring back all Leases
which have an Option Date which falls within your selection. Select Reports | Tickler
Reports .... | Lease Option Exercise Dates

Restnct Field: Option D ate
From: |01/05/2009 (]
To 30/06/2009 )

ﬁ Ok I [ Cancel ] [ Help J
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W ARCHIBUS - [Lease Options Exercise Dates]

Bl Ele Wew Report EIS Options Took Window Help I
B A4HEREZR SO0 BEMO: BTR EHA: B LR2EX92¢ |2
HAd PP | BERER |G

KAPP AR S

amir,  Lease Options Exercise Dates
5 = Option Date From 01 June 2009 To 30 June 2009
'i% ¥ Page 1
0810512009

Lease Code: GLE002 Landlord Name:
Building Code: 2700 Landlord Contact:
Floor{s} Description: Tenant Name: MHS Lothian per Dr Al
Date Start: 01/08/2004 Tenant Contact: Alasdair Gray
Date End: Space Owned?: Mo
Lease Type: Lease Signed?: Mo
Landlord’ Tenant: [ Space Use:
Comments: Mo formal lease in place - this should be

considered * G48409 01/04/08 - 31/03/09 will

change to G48410 01/04/09 - 3140340, end date

reads "N/A vear to vear'

Option Option Option Review Area
Code Date Type Description Date Involved
RR1 01/06/2003  RENT REVIEW 0o
Comments:

* Resticted EBISTEST Al OPEXDATE
74 ARCH £ o - v & PEE

Lease Expirations

This Report will bring back any Leases where there are any Leases due to expire for the
selected date range.

‘ ARCHIBUS - Leases

ile Edit Miew Grid EIS Options Tooks Window Help
ASHEBRE OO |
HADP Pl BERE && D

B O B

A B4 HEX2¢C 20

w \\ ! Leases
H-D =
S Full Repairing and Insuring
@ Manage Background Data LEASE
@ Manags Building Arsas bl :
= [l Manage Properties No formal lease in place

= [l Manage Leases
@ Manage Frojects

Room GE303

@ cuick Access & Exscutive Reparts
= [ Estates & Buildings
@ Manage Lease Abstracts
@ Manage Lease Financials
® [ Accommodation Services

No formal lease in place - this should

be considered * G48403 01/04/08 -

. Lease Expirations
® @ General Reports ...

Tkt | @ dspom

For Help, press F1 % Resticted EBISTEST
' Start

Lease GLS002 has a Date End for Lease set for 31/07/2009. This report can be run for any
period you select. Enter your to and from dates then ok to bring back all Leases which have a
Date End which falls within your selection. Select Reports | Tickler Reports ... | Lease
Expirations
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Feztrict Figld: End Date
From: 01/07/2009 I

To 314072009 )

L ak. ] [ Cancel ] [ Help ]

Bl File Wiew Report EIS Options Tools Window Help

B A4HEDRRE cO00e BEBOCLFTR
HdppERR &SR

KAdP>M AR &

Bl

“amsv, Lease Expirations
A > End Date From 01 July 2009 To 31 July 2009
XY Page 1

S 0810512009

Lease Code: GLs002 Landlord Name:
Date End: 3140712009 Landlord Contact:

B ALBREX2C &0

Lease Type: Tenant Name: MHS Lothian per Dr Al
Date Move In: Tenant Contact: Alasdair Gray

Building Cod 2700 Lease/ Sublease: LEASE

Floor{s) Description: Parent Lease:

Landlord/ Tenant: AR

Comments: Mo formal lease in place - this should be considered ™
(548409 01/04/08 - 31/03/02 will change to G45410

01/04/09 - 31/03/10, end date reads "MN/A year to year”

Restricted
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General Reports
Lease Details by Tenant

This report will bring back Lease Details for the selected Tenant

Tenants f'>_<|

Pleasze zelect a tenant fram the hist, ar
leave blank to view all tenantz.

| =

[ OF. l [ Cancel ]

You can leave this search field blank to bring back report for all Tenants or select required
Tenant Name from List of Values m Click OK to bring back Lease Details.

i ARCHIBUS - [Lease Details for, Tenant: BONGO CLUB LTD]

E\'E View Report EIS Options Tools MWindow Help -8 x

F A%EHE RS 9 (] R & Sl 20

—— §
& 4 b
@ Manage Background Data

@ Manage Building Areas

@ [l Manage Properties e, Lease Details for Tenant: BONGO CLUB LTD

I+

‘ H-D

= [l Manage Leases j? * Page 1
@ Manage Projects QA{. 15? 04/06/2009
e
@ Quick Acress & Executive Reparts
= [l Estates & Buldings
@ [ 'q.hsnacts Records for Lease Code: GLS128
@ Manage Lease Financials
Ml Acoommodation Services Lease Code: GLS128 Building Code: 551
Tenant Name: BONGOD CLUB LTD Floor Id:
Tenant Contact: ALLY HILL Room ld:
< | Lease Type: Full Repairing and Insuring Date Start: 18/09/2003
— = Lease/ Sublease: LEASE Date End: 1809/2013
|% Ej Comments: Tenant pays for own 1
| cleaning, internal
® @ Tickler Reports ... maintenance,
= @ General Reports ... security, so sc o
= Lease Details by Tenant reflect this, EUSA

invoice UOE far 90%
recovery of Rental
income. This should
be done on a monthly
basis. Cost per
square metre -£47.70,
£41.32 2007-2008 #x
15.44%- increase for
0802

[£4

‘ij... Pmc... QDum... r |

|A
s

* FRestricted aily EBISTEST Al EULSRPT

@ 2am7 v (o4dnten.. - (G2 : - 5 o ENEIEREB E[E e
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