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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  on desktop to open Core Archibus 

Program. 

 

In Project double clik on  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 

 

 

Accessing/Adding/Modifying Information on Leases  

 

To Access/Add/Modify Information you should click on  

 

• Manage Lease Abstracts 

 

This will open up the following: 

 

 
 

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

 

 
 

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.  

 

 
 

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 
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Lease Expirations 
 

This Report will bring back any Leases where there are any Leases due to expire for the 

selected date range. 

 

 
 

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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General Reports 
 

Lease Details by Tenant 
 

This report will bring back Lease Details for the selected Tenant 

 

 
 

You can leave this search field blank to bring back report for all Tenants or select required 

Tenant Name from List of Values .  Click OK to bring back Lease Details. 

 

 
 

 


