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1. Introduction

Until recently, Archibus was limited in the amount of
data it could store, failing to provide comprehensive
data on room utilisation related to workstations’ (ws)
allocation, such as their exact position in the room,
who occupies them and the days that the workstations
are occupied or vacant.

Newly added Archibus features now enable users
to access data on a workstation level, as well as view
specific room occupancy data and generate related
reports.

This manual provides instructions on how to exploit
these new Archibus features, including how to
upload and manage workstation room data, allocate
workstations to staff/HDR and generate various reports,
to maximise the efficiency of future workstation
allocation and create one central location where all
space management data can be viewed and accessed.

1.1 Personnel Inventory & Occupation

Adding employees to a space inventory enables space
managers to produce occupancy plans, employee
headcounts, and record employees by site and
building. This information is vital for locating vacant
offices or workstations that can be used by new
employees, casual staff or students. It also provides
a visual understanding of how employees and
departments are situated on the floor. An accurate
personnel inventory also helps space managers
to maximize space efficiency and plan for future

growth or reduction by answering questions, such as:

Are our offices used to full capacity?

How many vacant desks or offices do we have?
Should we consider consolidating this space?
What is the average area per occupancy?

Is this in line with our standards?

Does this employee have a satellite location?

1.2 Results

Space and department managers have access to
reports that show changes to employee space
occupancy, such as room changes and vacancy rates,
over time.

13 Links to Other Systems

e HR and Student data- from the HUB, including the
extra muralists
e FTE and EFTSL- from the Reportal

This data import will assist with the ongoing
management of staff and RHD data and the initial
population of the data. Additional ‘visitors’ can be
added by the users.

Business
Result

Reasons for
Automating

Results/
Reports

Space use by departments based on employee
occupancy.

Occupiable space and available vacant space.
Time-based trends in occupancy and vacancy.
Visualization of over--utilized and under-utilized
space

To provide central repository of employee data
that can be accessed by key stakeholders over a
corporate Intranet or network for high-level
planning.

To tie Human Resources data to FM data.

To provide industry-accepted methods for
employee space usage, including the Average
Area per Occupant report.

To track an employee's primary and satellite
location.

To automatically coordinate moves, rooms, and
calendar time scheduling.

To track employee room changes and vacancy
rates over time.

Employee Lists

Employees by Division, Department, and Standard
Employee Location reports

Employee Average Area reports
Employee Department Analysis reports
Room Vacancy and Availability reports
Occupancy Plans

Highlight Occupiable Vacant Rooms
Location Metrics

Space Planning Console

Allocation, Trend, and Benchmark reports

Table 1. Benefits of using Archibus
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1.4 Important Definitions

Workstation (Ws)

A Workstation is a desk or work area used typically by
one person at a time. Each workstation within a room
is assigned a number and has 5 days per week usage
(Monday to Friday), where each day can be assigned to
an occupant (Staff or HDR).

Hot Desk

A Hot Desk is a workstation that is able to be used by
more than one user throughout a day or week or where
there is no primary occupant or too many occupants
to count. No occupants are assigned to hot desks and
they are excluded from reports on space per person.

Bucket

A bucket refers to all the links under a particular
heading on the homepage. For example ‘People and
Occupancy Edit” and the three links underneath.

Cluster
When creating multiple new workstations in a room
they will combine into a single red circle known as a
cluster.

Building ID Number

This is the number assigned to each building and is
used in place of the building’s full name. This number
is always 4 or 5 digits long.

Org Codes/Department Number

Org Code is a reference system used by UQ to designate
numbers to interrelated groups, such as Faculty,
Department, Institution or Division. The system is
divided in 5 Org Levels. For instance, Org Level 2 relates
to Faculties whereas Org Level 3 relates to Schools.

A Simple Four Step System

Create Arrange Allocate Manage
Workstations Workstations # Staff # Reports
Step 1 Step 2 Step 3 Step 4

1.5 Using this Manual and Learning Archibus

Archibus P&O can be broken up into four main steps or parts, each easy to learn and easy to use. These four parts
include creating workstations, arranging workstations, allocating occupants and creating reports. More information
on these steps can be found below.

Creating Workstations:
In this area you will learn how to create, remove and manage new and existing workstations and hot desks, as well
as how to upload an image of the room for future reference.

Arranging Workstations:
This area of the manual will teach you how to rearrange your workstations and hot desks inside each room on a
floor plan. Here you will learn how to move and de-cluster workstations.

Allocating Staff:
In this section you will learn how to allocate staff to workstations, create new staff profiles, view unallocated
workstations and assign part-time staff to particular days of the week.

Creating and Managing Reports:
In this part you will learn how to create and access reports based on the data you have entered. These include m?
of each workstation, number of vacant workstations and floor plans mapping who sits where.
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2. Logging in and the Homepage
2.1 Logging in for the First Time

If this is your first time logging into the Archibus system
you will have already been provided administration
privileges and been informed of your username and
password, which for most people is identical to the one
they already use to log into the UQ system and access
their computer. If this is not the case you can contact
helpdesk at www.pf.ug.edu.au/archibus.

To login, go to www.archibus.ug.edu.au or alternatively
search for UQ Archibus in your preferred search engine.
Once there, enter your username and password
and either hit enter or login. If successful you will be
redirected to the Archibus homepage.

2.2 Recovering a Lost Password

If you are having issues logging in or you’ve forgotten
your password you can contact UQ IT department (ITS)
to have it reset.

2.3 Changing Your Permissions

If you would like to change your permissions in order
to access additional buildings, floors and/or rooms in
other faculties, departments or schools, please contact
archibus@ug.edu.au.

Please note that any permission changes will require
elaboration as to why this change is required, for
instance a Faculty expansion resulting in the addition
of rooms that you do not yet have access to.

24 Navigating the Homepage

After logging in you will be redirected to the homepage where you can find a series of buckets containing all the
tools you’ll need. A bucket refers to a sub-heading in a black bar and all the links underneath it. The three buckets
you will use most often will be titled ‘People and Occupancy Edit, ‘People and Occupancy Floor Plan’ and ‘People
and Occupancy Reports’. The tools within each one of them are explained below:

To edit workstations’ locations with-
in each room. Rooms not available
for editing will be highlighted in
yellow.

Search by employee to see where
they are located on floor plan view.

To look up floor plans displaying
room occupants’ roles.

For spreadsheet data on room
occupancy, which can be filtered by
building code, organisation, room
type and employee name.

For employee details, report by
group, function, HEW, P&O and
location

People and Occupancy Edit

Edit Data
Create room workstations

----------------- Save Workstation Location

Enter Peoples Location

People and Occupancy Floor Plan

Floor Plan

Occupancy Plan Highlight Vacancies .o,

... Locate People

QOccupancy Plan Peoples Names
Occupancy Plan Peoples Roles
Space Planning Tool IE

People and Occupancy Reports

Reports
PO Summary Report

------------------ Room Workstation Analysis

Staff With Multiple Workstations ...

-+ Employee Location List

To create workstations for occu-
pants in each room, including hot
desks.

To assign workstations to people.

To look up builing floor plan to

see workstation status (occupied,
vacant, hot desks etc.) Click on a
workstation icon to view the name
of it's occupant.

To look up floor plans displaying
room occupants’ names.

For PDF file of Office Space Utilisa-
tion Summary Report (by Faculty/
Institute/Division or School Section)

For list of staff assigned with multi-
ple locations.
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3. Allocation of Workstations

This section will detail how to allocate the correct
number of workstations to a room, and how to move
these workstations to their correct locations within the
building floor plan. This will facilitate the subsequent
assignment of staff members to a workstation in their
location.

Begin by going to the ‘People and Occupancy Edit
bucket on the Archibus homepage and selecting
‘Create Room Workstations'.

A list of rooms will be displayed on the left. This
includes all of the office rooms within the department
you are accessing. In the white boxes, enter a building,
floor and room code to search for and select the room
you would like to edit.

3.1 Adding Workstations/Hot Desks

A data entry form for the room you have selected will
appear on the right. Here you can enter the correct
number of workstations and hot desks. You will also
have the option to add a name or upload an image of
the room. After adding or adjusting this information,
click the orange ‘Save’ button in the top right corner.
The newly saved workstation/s will take approximately
three minutes to generate in archibus, and will be
available for you to assign/locate after this time.

3.2 Removing Workstations/Hot Desks

This is done in the same manner as adding workstations
or hot desks, except that instead of increasing the
number, decrease it. Be sure to hit ‘Save’.

3.3 Uploading Room Photos

In order to make a room more easily identifiable, you
can upload an image by clicking on the up arrow on
the right side of the ‘Room Photo’ field, then select
‘Choose File’ and browse through your computer until
you find the right photo and select ‘Open’.

Hit ‘OK’ once the image has uploaded then select
‘Save’ in the top right of the page to confirm your
changes.

It’s important to note that all faces, names and personal
items in photos must be blurred out in accordance
with the Archibus Photography Upload Protocol found
in the following section.

A ARCHIBUS

Home Home Tasks~

Please note that workstations can be
allocated only to rooms classified in
Archibus as OFFICE. Thus, the list of rooms
displayed through the ‘Create Room
Workstations’ link will only contain this type
of room. No other rooms types will be listed.

People and Occupancy Edit

Edit Data

Create room workstations -
Save Workstation Location

Enter Peoples Location

Workstation Capacity

Refresh

Select Room Edit Workstations

Building Code: 0121 ALLIZ

Buitding Code Floor Code Room Coge

Set number of workstations

0042 5 518
0043 4 414

e

Number of workstations

Number of hot desks

4

0

Room details

Room Name

Room Photo

Floor Code

Room Code

Room Area m?

Room Type Description

Room Comments

Prentice Building Room 518

Upload a document T

5
518
16.59

Open Plan-Professional/General Staff
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i 5

3.4 Photography Upload Protocols and Methods Image Format: N p— i
- Gt 43 desktop background PEG emage rf

The aim of this protocol is to provide guidance for 1. The image should be in landscape orientation. : — 5
users uploading building and room photos to Archibus. 2. File type: JPG, note: JPEG file type will not work [ DA e 2

3. Size: less than 500kb T Potuteclockwie s
Privacy Issues: 4. Dimensions: maximum width 1200pixels " :::m:" age o

(700 pixels will fit well) . % | Comian supperiad B Acrbet. i i
Photographs of rooms and spaces are used to show 5. Name image as: [building code]-[room number]- i N , _
conditions of room only. [month and year] (e.g. 0084-116-0CT17) &l | R G A0 e
Home View 1

In order to comply with the UQ policy, all persons and Changing Image Size and Dimensions: = ¥ cut =1 8 Crop “ 5%
personal belongings which are identifiable in the |_‘ s Com . 0 Resize 7R A i
photographs need to be protected. Office occupants 1. Right click on image file. A window will open. Pafte 2 i &7 Q Bruihes
need to be informed that the photos will be taken and Click then on ‘Edit’. )
given an opportunity to remove any items they do not 2. Once you click on Edit, Paint program window itz imade etk
wish to have photographed. will open. Click on ‘Resize’.

3. A window will open, where you can select ‘Pixels’.
The following examples are acceptable photos 4. Change the horizontal value to maximum 1200. | Resize and Skew
for loading into Archibus. You can use a graphical 5. Press ‘OK’ and then ‘Save file’. The size of the image 3
blur tool (eg. Snagit editor, Photoshop or an online will automatically be reduced. q Resize
photo blurring tool such as www.facepixelizer.com) == By: () Percentage (®) Pixels
to anonymise identifiable persons and personal
belongingys. P P I:I Horizontal:

|:|I Vertical

Maintain aspect ratio

Skew (Degrees)

J Horizontal:

QI Vertical:
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4. Arranging Workstation Locations

ARCHIBUS Home Home Tasks~
41  Viewing Floor Plans

Filter
The next step will be to access the Archibus floor plan 1
of the room you are working on, in order to arrange .
h k . h t d int th t Select Floor 1/7 previous  Next |Occupancy Plan For hot desks, the icons on the floor
the workstations you have created Into e correc 0051 Zelman Cowen Building plans will not be numbered like the
location inside the room. Under the ‘People and 00514 Collaborative Design Laboratory workstation icons, and when multiple
Occupancy Edit’ bucket on the Homepage, select ‘Save OA0E BT hot desks are stacked together it can be
Workstation Location’, this will lead you to a screen easily missed.
like the example to the right.

On the left of this screen will be a list of the floor plans

for all buildings that contain rooms associated with the Show | Clear
department being accessed. Select the building and ol e

then the floor level you would like to view. =

4.2 De-clustering Workstations

Labets
‘ UQ WORKSTATIONS
W xrer

The workstations that have been generated will
each appear as a green, computer-shaped icon on =
the floor plan. All workstations newly created will be L L B i = fa\ d
automatically placed in the centre of the room and will I )
need to be relocated. -

A red circle indicates that multiple workstations are [ —_—
w| w

currently in the same location or close together. Note S o
that as you zoom out even well-spaced workstations =" ”7
may be represented as red circle clusters. To break -

these workstations up, click on ‘Toggle Clustering’ 3 E -
located in the top right corner and you will now be able ==
to move each workstation or hot desk icon individually.

@dinoe 1+
@

-3

I
-

L |

2
I_
=
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4.3 Moving and Arranging Workstations e Semow nep |
Home Tasks~ p

After clicking ‘Toggle Clustering’, the workstation icons Shoiw || Clear

will appear stacked together and will need to be moved Buiding Code

to a correct location inside the room.

=t Qccupancy Plan D Toggle Clustering
4 Functional Groug @
. . . : Functional Gmu: Labels
To move workstations, click and drag each workstation + i
to its approximate location within the room. After each o T J_ | e
R . . - n | .
relocation, a dialogue box will appear at the top of the - s * = - — — 4
screen, asking you to confirm saving a workstation to =
its new location. Click ‘OK’ to continue. L | =] = L . fg\ L] d | = |
i wl D
After the number of workstations in a room has been n- | ¥ |
. . . = [ L
successfully entered and their icons distributed, you 4 | |
can now proceed to the entering of staff/HDR to their —— ‘
specific workstations. e b R [ E | L — _— 41
il
!m
B g
!ax
If your browser gives you the option to s o i
diable pop-ups, do not approve it, as
this will prevent workstation locations
from being saved in the future. If you
have already disabled this pop-up you i 8 s
will need to reset pop-ups for Archibus I T I < i

through your browser, or alternatively
download and use Google Chrome,
a web browser which does not use a Toggle Clustering =~ Capture Image

disable pop-up feature.

Functional Group a
B Functional Group Labels

To view room numbers while viewing the Room

floor plan, tick the box next to ‘Room

labels’ in the top right corner, as shown Ei UQ HOTDESKS

on the right. However you will need to U0 WORKSTATIONS

turn this function off in order to move
workstations around the room.

B xrer
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5. Allocating Staff/HDRs
5.1 Allocating Staff to Workstations

From the Archibus home screen, select ‘Enter Peoples
Location’, found under the ‘People and Occupancy
Edit’ bucket. A list of the people in your department will
appear on the left hand side of the screen. Search for
a specific person by entering all or part of their details
into the filter box. under ‘Select Employee’ Once you
have selected a staff member, their Personnel Details
Form will become visible on the right.

Under the ‘Location’ section, enter the building, floor
and room in which you would like to allocate them
a workstation. To assign a workstation, hover your
mouse over the right side of the ‘Workstation Code’
field where a blue square with three dots will appear.
Click square to open a menu from which you can view
the workstations available in that room.

Once you have selected the correct workstation,
press the green ‘Save Record’ button in the top right
corner of the screen. Once the workstation has been
successfully assigned to a person, this will be viewable
in their ‘Location Details’ section at the bottom of
their Personnel Details Form, see image to the right.

Archibus by default, ticks the ‘Only show
active personnel” box at the top of the
page, if you would like to search for a
record of someone who no longer works
here or has a new record, you would
need to untick the box and click ‘Filter”.

Define Personnel

Filter
EmployeeCode
Select Employee Add New  Refresh  Edit Personnel Details
EmployeeCode: DI ALLRD  Page 1 of 1 -
i 2 Personnel Details
mployeeCode Employee Title First Name Last Name Coi
— | | | | | | [ Contract Au
View Available Workstation | View Floor Plan
Location Details 0051 3 1%

Waorkstation Code |ws0001 || —

Select elipsis button <...» by hovering mouse over the right hand side of the Workstation Code field.
|« Mon [« Tue |« Wed |# Thu |« Friday || Countas full week
HR Workplan Mon Tue Wed Thur Fri
[ Mo Workstation Required

Contract/Course Start Date

Contract/Course End Date

Location Details
Workstation Code: w1l ALL[I

Building Code Floor Code Room Code Workstation Code
0051 3 319 ws0001

10
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5.2 Staff with Leave Dates

Be aware when assigning people with multiple work
records (example shown on the right), as not to assign
a workstation to an employee’s record that states
a leave date. The leave date may be before their
contract ending date, thus the record would not yet
have been deactivated.

For those with leave dates, the information will be
displayed under ‘Contract Date’, just below the
‘Contract/Course End Date’ as shown on the right.

5.3 Assigning Days to Workstations and Staff

When assigning staff and HDRs workstations, you have
the option of identifying which days of the week the
person will be using their workstation. For example,
when you have two or more occupants using the
same workstation on different days of the week, this
information can be entered into the Archibus system
the same way it usually would be, but with one
exception.

In the ‘Location’ menu you have the option to select
specific days of the week the person will be using
their workstation. By default all five days of the week
are selected, so the days it is unused by them can be
unselected. Afterwards hit ‘save’ as usual.

This function will allow to you allocate multiple people
to the same workstation, provided that they are
assigned to it on different days.

A workstation that is already occupied
on all five days of the week cannot be
allocated to another employee.

Define Personnel

Filter
EmployeeCode
Select Employee Add New | Refresh
EmployeeCode: SI51 Al Page 1of 1
EmployeeCode | Employee Title [ First Name " Lost Name T cont:
SAMUELE | il | -
SAMUEL Associate Lecturer  Samuel '
SAMUEL Associate Lecturer Samuel
SAMUEL Associate Lecturer Samuel
SAMUEL Associate Lecturer Samuel
SAMUEL Associate Lecturer Samuel

Contract Date
Contract/Course Start Date |16/02/2016

Contract/Course End Date |31/12/2099

— Leave Date 4/12/2017
Location
View Available Workstation || View Floor Plan
Location Details |BUILDING FLOOR ROOM

Workstation Code
Select elipsis button <...> by hovering mouse over the right hand side of the Workstation Code field.

_PI ¥ Mon ¥ Tue ¥ Wed [# Thu ¥ Friday || Countas full week I
ey | HR Workplan Mon Tue Wed Thur Fri |

|- Mo Workstation Required

11
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5.4 Finding and Removing Someone Wrongly
Assigned to a Workstation

When allocating individuals to workstations, you may
encounter a scenario in which a desk that you know is
occupied by a specific person, is already allocated to
someone else who is no longer occupying it. This can
occur if the previous occupant of a workstation has
not been removed after their departure. In this case,
when you attempt to assign the correct person to their
desk, you will see an error message stating “No more
workstations”.

In order to identify the person who is currently
assigned to the workstation you can click on the ‘View
Floor Plan’ tab under the location section of the
employee record.

Click on the workstation you are looking at, and the
allocation record will display below under ‘Workstation
Details’.

From here you can click on the ‘Remove’ button next
to the record to clear the entry.

The workstation will now be available for you to assign
to the correct person. Close the floor plan and return to
entering the location details on the employee record.

Workstation Availability
[ Show | July 2018
_Start Date
Building Code
(9301 E ¥| ogo1
:FSLOOf Lads | 252707(ws0001)
:Room IC.DCIE i 'ﬂ i
253073(ws0001)
e 4] 0901.8.012 " Office-Acatemie Staff = 41 Seatts)
| s | pecEeegs | Gopeuems | e |
Location
View Availzble Workstation | View Floor Plan | | «ffem—
Location Details |0901 E |roOM
Workstation Code |

Select elipsis button <...> by hovering mouse over the right hand side of the Workstation Code field.
# Mon [ Tue # Wed W Thu [| Friday | Count as full week

HR Workplan Mon Tue Wed Thur Fri

[l Mo Workstation Required

12



View Occupancy Plan Highlight Vacancies (=11

Filter Show | Clear
Building Code Date From: Date To: |20/08/2018
Select Floor 1/7 Previous  Next Occupancy Plan Togale Clustering | Capture Image
B 0085 Skerman Building Select icon o onal Group =
b 0069 Building 69 =H
[» 0081 Otto Hirschfeld Building "l b
> 0541 Moreton Bay Integrated Care Centre e & uo R
I» 0582 & Leichhardt 5t Spring Hill
) = =] H =] H
I+ 0621 Wesley Day Centre 3 . [
> 0651 Sunshine Coast Academic & Research 817 818 819

1 1 1324 —

1% 810 1811 1512 1813 1314 1615
10.21 % 10557 1m 1&? 15?1 1721 = 1657 1m 10.47

NONS

il ) == = T Jeas
=) e WY e EBP ‘!cs -k ‘%i NON11

Centre
06485 UQ Redland Hospital Training Centre

0808 Rural Clinical Division Building
0803A Inter-Professional Simulated Learning
Centre
> 0819 Hervey Bay Health Sciences Learning &
Discovery Centre =
[+ 0824 Bundaberg Health Sciences Learning & 833
Discavery Centra iﬁ
I> 0851 Sunshine Coast University Hospital
Lakeside Building
0881 Mayne Medical School — 834
5
835
188
—

=

-

b g

o ||| ]=

895 |

1192 i I
k 832 831 830 in?ézs I 828 827 775
13 as1324 0 4324 o 1324 o 08324 g b2 1324 ot
1998 LIt = 2nn87f 29222 | LN TEY E * 3p.040 % =

— — Bl = = - . |324<
e m: & E‘ CE e e - A s s 1
1000 = _iﬂ;f_ T;ELJ _Ei_F; _Ei_Ei !L_Ei_(_ .= ®

= '|' L1 L T L L m T L L1 m T T L L1 L L T L Ll LA T T L L8 L T L r 1L L x L r AL
8 71-0301-8 —
971-0901-9 '

B 0906 Mental Health Building

0887 Public Health Building 836

0901 UQ Health Sciences Building ;j?{_j]

o3
> 0883 Oral Health Centre
3
Pl

3 71-0901-3

Workstation Details

Workstation Description . | Workstation Colo, Workstation Code: will AU _ _ . .
Fully Allocated | Building Code Floar Code Room Code Workstation Code Contract Number Employee Name Employee Title Email Address
Vacant I | il [1] [ [1] il | [ | D
Contract Ending ] Remove | 0901 8 809 ws0001 . . - . . —
Hot Desk =]
click 'remove’' button to deallocate —
se

13
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5.5 Viewing Vacant Workstations

In some cases, the workstation you select to allocate a
person may already be occupied. This will result in the
error notification ‘No More Workstations'.

To search for an available workstation in the room
you specified, click on ‘View Available Workstation’
after entering the building and floor level you want
to allocate the person to. This takes you to a calendar
view showing all workstations listed in that room (see
image on the right).

To see a calendar for workstation availability in other
rooms, enter alternative building, floor and room
codes into the form on the left. Press the ‘Show’ button
to display data for the new room. In the calendar view,
you can switch between seeing 1, 5, 7 or 31 days at a
time. To change between these, click on the numbers
in the top left corner, as shown in the image on the
right.

To navigate between different months or days on the
calendar, press the ‘<<Prev’ or ‘Next>>" buttons.

From here, you can identify the vacant workstations to
allocate your staff to. Select the workstation directly
from this view by clicking on the workstaion code.
The window will then close and you will find that the
details are filled in under the location section, proceed
to save the record using the ‘save record’ button
immediately under the location details.

The saved location will appear under ‘Location
Allocated’, and you will find a red ‘Remove’ button
that allows you to deallocate individual allocations.

Location

c 11C k bﬂttﬂﬂ —' View Awvailable Workstation View Floor Plan

Workstation Availability

Start Date

Building Code
0901

Floor Code

a

Room Code

Room Type

click on
workstation
code

Location Details

Workstation Code

poot

2

Jroow

Select elipsis button <..> by hovering mouse over the right hand side of the Workstation Code field.

# Mon [# Tue ¥ Wed [ Thu [ Friday ¥ Count as full wesk
HR Workplan  Mon Tue Wed Thur Fri
|| No Workstation Required
[MADHIMADH) MADHUMADH]
255635(ws0002) | D | | sl A
UHAN OH»\.N OH»\N OH-'JJ OH-'\N OHJ'IJ‘J DHAN DH.AN E- OHAN OHAN
256001(ws0003) i R | e T
A : i
256367(ws0004) | | | | | [ | | | |
256733(ws0005) | | === |
257099(ws0006) | | | | | | | | | | | |
+| 0901-8-830 *** Open Plan-Academic Staff *** 7/6 Seat(s) :
: ALISONSSE AL 1SOMALISON WALISON JaLisoNALISON 2|
257465(ws0001) | (] | | | | | | \ | f
: SUE- SUE- _|§
257831(ws0002) | T e | (RO e | |
LA.LIRE LAI.I RE 0_>'<NN LAI.FF‘.E O_AJ'JN »'\UR LF\LIRE DANN LAU RE O»\HN LAUF‘.E 1
258197(ws0003) i I i [ | | | | | | | |
258563(ws0004) i | | | | | | | | \ | |
]
258929(ws0005) | [ | | | ] | | | |
HAYLEYRIN HAYLE AY LE R HivLE ¥ H
| 259285(ws000¢) | e | e e | |
24 e 331 *** Open Plan-Academic Staff *** 5/6 Seat(s)
| 259661(ws0001) | | | | | | | | | | | | | | |
: BEN | I BEN | l
| 260027 (ws0002) [ | | | | | | | | | | | | |
| Po—— s AR EJ Vi T S S 7| B
| 260393(ws0003) | P P T T
2 240753 0004 DAV'I[P | E\A\'ID [‘—»\\"ID [»\VID .-\VID D.»W'ID | DA'U][I DAV'I[! EPA\"ID Eh\'ID [H\'ID 1
- Liaiblel | (e | I T T |
MICHA MICHAIMICHA{MICHARMICHARMICHAS [MICHAMICHAIMICHAIMICHA{MICHAS i
261125(ws0005) |- 1 ] 1V |'
0 o GEGFF GEOFF E: GEOFF GEOFF ;
261491 (ws0006) | | | | | | | | | |
+| 0901-8-832 *** Office-Professional/General Staff *** 3(3 Seat(s) - .
e JoCELY] [ 0 EL ocELYpoCELY focELY i ocELY] !
e | | 1 A |
i H ROE\’I‘RDB'\'T! UB'Y'N | F‘.OE'\"N Pﬂ[‘-\""l RQEYN
262223(ws0002) | | | | | [ [ | |
KI M KI M KI M KFH i
262589(ws0003) | | | | | | | | | | | |

+1 09018833 *** Office ProfessionaliGeneral Staff *** 0/1 Seat(s)

754903(ws0001)

31 0901-8-834 *** Office-Research Sta

253805(ws0001)

o | ———
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Personnel Details

Contract Auto Number

First Name
Last Mame
UQ/student ID
Employee Title
EmployeeCode
Email Address

Phone - Work

Location

Location Details

Workstation Code

HR Workplan

IE'{— Save location

88367
® Professional Staff Academic Staff Other
-
¥ - -
’

View Available Workstation || View Floor Plan
|oso1 8 833

ws0001

Select elipsis button <...> by hovering mouse over the right hand side of the Workstation Code field.

RHD

# Mon # Tue # Wed ¥ Thu [ Friday ¥ Countas full week

Mon Tue Wed Thur Fri

|| Mo Workstation Required

record
Contract Date
Contract/Course Start Date -
Contract/Course End Date
Comments
Comments
Remove location record to
deallocate from workstation .
Locatioj Allocated
Workstatid Code: will AlLlL]
i | . Bur{a‘mg Code . Buf{b‘fng Name . Floor Code | Room Code | Workstation Code
| | ] | | |l |
0901 UQ Health Sciences Building 8 833 ws0001

You can only view this allocation data for
up to six months in advance. Further than
this, the calendar will display a blank form
even for occupied workstations.

Days of the week allocated

to workstation

| Start Date | End Date

20/07/2018 31/07/2018

. D-ays of Week

M.TW.Th,F
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5.6 Creating New Staff Profiles

In case a workstation needs to be assigned to a new
employee whose data has not yet been entered into
the Archibus system, you will need to create a new
staff profile.

Go to ‘Enter Peoples Location’ under the ‘People
and Occupancy Edit’ bucket. There you will see at the
top right corner of the ‘Select Employee’ column an
‘Add New’ button. Click on it to access a blank ‘Edit
Personnel Details’ window.

Select Employee

Fill in all the required details of the new employee and
click the green ‘Save Record’ button in the top right
corner.

sy Add New| Refresh  Edit Personnel Details

EmployeeCode: Al21] BI4] C[21] DI27] EBI Fi+l G181 HIEl I115] JI34] KI18] L[22] MI27] N[A3] o1l PI22] F
AWLEEE page 10f4 Next>>

EmplayeeCode Employee Title First Name

Personnel Details

Contract Auto Number
! Professional Staff () Academic Staff @ Other

First Mame
Last Name
UQ/Student ID
Employee Title
EmployeeCode
Email Address

Phone - Work

Location

View Available Workstation || View Floor Plan
Location Details |BUILDING FLOOR ROOM
‘Waorkstation Code

Select elipsis button <...> by hovering mouse over the right hand side of the Workstation Code field.

| Mon [# Tue ¥ Wed ¥ Thu W Friday
HR Workplan
] No Workstation Required

Contract Date

Contract/Course Start Date

Contract/Course End Date

Comments

Comments

) RHD

] Count as full week

Please note that the contract
dates must be entered for
when creating a new record.

Save Record JRENT]

T
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6. Workstation Validation

Validations should be carried out once the workstations
are entered into the system and assigned. This will help
filter through workstation data, to locate entries still
requiring validation and provide a list of validated data.

To access this tool, go to the ‘People and Occupancy
Edit’ bucket from the homepage and click into
‘Workstation Validation’. This will lead you to a page
with a list under the title ‘Workstations requiring
validation’. The list can be filtered by building, room,
workstation and the name of any occupants assigned

to them.

To validate a workstation, simply select the workstation
you wish to validate by ticking the small box located to
the far left of the window and click on the ‘Sign Off
button located at the top right corner of the window.

You can individually select as many workstations as you
wish or tick the box at the very top of the list to select
all workstations. You must be certain of the validation
before signing off as the action can not be reversed.

The validated workstations will appear on a seperate

list below the others, which can be exported into an
excel spreadsheet by clicking on the ‘XLS’ button.

To keep data up to date, this validation process
will be carried out once a year, and previously
validated workstations will be cleared by Archibus
Administrators.

Workstations Validation =11

Filter

Search by Building Code(s)

hNorkstations requiring validationl

Building Mame: Al4 CI21 FII1 @IE] |I7] 121 LIE] NI2] QI4] PIICE] QI%1 SISI TI21 UIE] wisd] AlL[22E]
| vialidated Audited By Date Audited Building Code
v I
L) Mo 0042
=] No 0042
Mo 0042

= Mo 0001

L=) Mo 0001

|=] Mo 0001

ul Mo 0001

u Mo 0007

wl No 0024

=] No 0024

- Mo 0008

= Mo 0039

L) Mo 0035

l Mo 0027A

No 0027A

IVaiidated workstations

Building Name: P21 ALLLZ]

L | validated Audited By Date Audited

— 1 .
= Yes 31/01/2018 0042
o Yes -voa 31/01/2018 0042

Building Code

Building Name Floor Code Room Code
Z [
Prentice Building 5 515
Prentice Building 5 515
Prentice Building 5| 515
Forgan Smith Building 1 E101
Forgan Smith Building 1; E101
Forgan 5mith Building il E104
Forgan Smith Building ik E104
Parnell Building 3 325
Social Sciences Building 2 5220
Social Sciences Building 2 5220
Goddard Building 1 132
Colin Clark Building Ly 560
Chamberlain Building il 124
UQ Centre 2 204
UQ Centre & 205
Building Nome Floor Code Room Code
Prentice Building 5 515
Prentice Building 5 515

Show | Clear

Search by Floor Code(s)

sl Sign Off | XLS

Workstation Code Occupants name
ws0003

ws0004 . L > =
ws0005

ws0001

ws0002

ws0001

ws0002

ws0001 se > =
ws0001

ws0002

ws0001

ws0001

ws0001

ws0001

ws0001

XLS

Workstation Code Occupants name

|9
ws0001
ws0002
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7. Space Planning Tool
The Space Planning Tool in Archibus allows you to plan Room Use
and test out different room use scenarios by providing Name
clear visual tools such as graphs and highlighted floor L e
plans, making it easier for you to compare and contrast HOT DESK P a—
against the existing configuration. _ MON OFFICE
OPEN PLAN
To utilise this tool, go to the ‘Space Planning tool IE’ HED
link under the ‘People and Occupancy Floor Plan’ . AR OEECE
Bucket on the Archibus Homepage. This will take you to _— ANGLEE DERSE

a page with a list of buildings to the left of the window,
where you will select the building and floor you wish to

. Floor x Room Use Highlight Rooms for Floor: 0005-2
plan a scenario. e omee S
E» sasren oriice | [
: e
Once the floor plan is selected, you will see four smaller ool 5
windows with a set of bar chart and floor plan on top
of another set. The set on top is the existing while the ki e
set appearing below it is for your scenario planning.
Baseline Data
tegend  Room Use . of Raoms o, of Persannel Area
; - - ]
To make changes to the scenario plan, go to the box - e s
at the bottom left corner of the page titled ‘Room St = = e
Use’ and select the type of space you wish to change e 2 e i 1
your space into. After the room type is selected, 4 ) #5313
click onto the room you wish to change on the floor T e e e e "°°”“"+|
plan. Once you are satisfied with the new plan, click P —— B | U REREEENI
. . [ J
‘Save Changes’ and the graph to it’s left will update i o 1
accordingly, giving you a clear visualisation on the " - i
. . . © 2 4 6 B 10 12 £4 16 18 20 22 24 25 18 30 32 34 36 38 Nl 1
outcome of the scenario. Refer to images on the right. e of Parsant ] .
B o of Personnel 1 T
To start the planning again, simply click the ‘Remove’ Scenarlo Data 1 5
. Legend  Moom Use No. of Rooms Mo of Personnel Areg m
button at the top of the smaller window and the floor i | ' | @ i
| HOT DESK 1 2 £T4
plan will revert back to the original. Alternatively the NN OFFICe 1 5 sz |
. OPEN PLAN 1 15 B7.13
scenario floor plan can be saved for you to come back s 5234 |
. . . SHARED OFFICE 9 14 115.64 1
to at a later time or printed onto a Microsoft Word m— swasomnc © 16 10229 J =
document by clicking the ‘Print Marked Floor Plan’ a 107 30313 = orcoesa
button.
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8. Creating and Managing Reports
8.1 Viewing Results and Reports

From the Archibus Homepage, go to the ‘People and
Occupancy Reports’ section. You will see that there are
four types of reports you can generate, which can be
created in PDF, DOC or XLS formats.

PO Summary Report:

This report provides a summary of all the people and
occupancy data in Archibus. You can generate a report
for the Faculty by clicking the ‘Generate Faculty
Report’. If you want a report for a specific school/
section within the faculty, you can go to the list below
and click on one of the ‘Generate School/Section
Report’ buttons next to the section you want to view.

The report will open in a new browser tab as a PDF,
which you will be able to save or print. Changes made
to Archibus data will only be processed overnight,
thus modifications will only appear in the reports the
following day.

Room Workstation Analysis:

This report gives you all the room details with
workstations and people allocated to them. You can
start by filtering the information you want to include
with the options in the ‘Filter’ section at the top of the
page and click ‘Show'.

The results will appear below. You can then export the
data to DOC or XLS format with the buttons at the top
of the list on the right.

People and Occupancy Reports

Reports

PO Summary Report

Room Workstation Analysis

Staff With Multiple Workstations
Employee Location List

— sgnow Help
ARCHIBUS Horme | Home
People and Occupancy Summary Report -l
Faculty/Institute/Division Report
Faculry Building with OMces 50
Total Mumbar of OMces 164
Torat Facuny Of0F AreaLE0%
School Section Report.
Degorment Cooe Departement Kome Room Ares ¢
L]
1234 BL29241
T 4 =l 440674
D Planning, 5p3ce and Propesty (Propery and Fack 1516717
48 Construction (Prapérty and Facilities) 11287
38 Pieperty g Faciities Divisicn 3484
M Enginesting Sarvices {Progarty 447
351 ASTAT 8vioes (FropeTy AN Fag SIHET
382 Campus Services (Propesty and 642835
— YO Help
Home Hame Taaks = |
.
e| | Cluae
[ e Coce Bullzing Code
—
1 Flooe Coce g Livel T |25
Oirg Ll Thewe B4 v Ll Fies i
Primary RoomType Rogm Type
Employes Name Allecated wonkstatione. (| Vacant Workstations || Hotdost
Rooms — LS
Thpasericn Tetod Werkstetion is  Coant of reomm
g Coge Buliding Code Bullging Name Fzor Gace oo Eoge oo e #oom Type Description Allpcated Area mv* = Otcaparcy Hoom aplis cupancy Lt Fropeisionsl FTE
[} o017 U Cesere 2 04 02 e Professional Ganersl S8t 1554 168 1 100 MAMAGER og
[ 027 ug Cercre 208 18 Reception Arex 2312 289 2 100 RECEPTION ]
n o042 PrenciceBuilding 5 34 16 Tpen Plan-FrofessicnalGenerl ST 3455 370 16 16,00 GIg-3pace PanNIng AnalysCharman-Hainenance 100
1 42 Prencior Bullding 5 44 uz Mot Desk 1313 219 z 100 Was Dinew: Senior MINAgement ASTossanyHonW00.F
b4 a1 13ck Jones Rullding 1 107 104 e Technica/LaBOrmDAYSTone STaTT 307 076 1 1.00 Wright-imiarmacion Technalogy ASFIIART og

RESULTS PANEL
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Staff With Multiple Workstations:

After clicking into this from the homepage, a list of all
the staff within your organisation who are currently
assigned to multiple workstations will be automatically
generated.

This page or report can be exported to XLS format by
clicking the ‘XLS’ button at the top right corner of the

page.

Employee Location List:

This report will show you all the employees’ details,
such as their contact details, org unit, contract dates,
staff type, and their workstation location(s).

You will first need to enter filter information at the top
of the page in the ‘Filter’ section and click ‘Show'.

The list of people of interest will appear in a list below
under ‘Employee Details’ and can be exported to XLS
format by clicking the ‘XLS’ button at top of the list.

ARCHIBUS | rove | rome |iois .
Staff Assigned with Multiple Locations

Employee Contracts

Comracs Autn Number B8 aigis

im

EXPORT — ==

EAtrEct Aute Numbér Buiiding Cade Foam Code Workstotion Cade - Empléyee Name Empizyee Titie HEWcasem: evet Staff Tyoe Controct/Course Start Dete - Cantraet/Course End Dote
- <]
FHET 000 bl w00 Fesidenclal Property Officer Lo Professiona Statt U013 31122053
FMET D047 547 w0004 Rasigencial Froperty Oficer 10§ Protessiona L WORI013 32305
3000 0047 554 w00 Prajacy Oeficar Susmainasiiey L6 Prefaszinnal Sraf SRS A2909
93240 B4 538 e Brejact Dffcer Sustainasiliey e Brcfesiionat Stalt WoR013 3200
11418 0042 48 I Financs Officer L+ Fretessionss L a0 S
1418 009 208 w001 Finasce Officer Lo# Professions Staft 11208 Sinzgem

RESULTS PANEL

Org2 35 o3 Bunsing Code.
] —
St Tyoe + Faoor Cose A0 Tyoe
foom Codke B From: S To: 2
Enow pertonnel with mulliooe 10cation onty
Fhavw parsonre with s werkstation aflazated
Employee Details 3 — X5
Ermgrleryes Marma, AU BILE €04 DI6] BIS] p1 GIUT) Wi sl 40341 ILT] L1240 pa12] palLE) Q1K) PE2) I SIS TIED Wit woiB] Bl 2080 A48 Pase 1 ot4 Mextas
Empicyes Mame Foat e Last Mo = Emgioyee Nitie - Dok AddrEs Prgoe - Work o Baiitting Code = Fioor Cooe Koo Cooe Warkstation Code Org d Mame - Org § Name

—-— —— Casuz Customer Serv Officer Progerty and Faclliies Division Asset Services (Propery and Facllit

- - Casual Space ATHInT - —— - - FProperty and Facilioes Division Pranning. Space an Property (Prop

- Hacnanic Transpert " — s §OT0H Pregarty and Facilings Divgian Cameus Sarvices [Brepary and Faci

-y Sanice Rlecarical Engineer - o 3] 041 5 ] wilO0S Preparty and Facilities Bivision Enginesring Sevices. (Property id

- Stevegtrsen sz Frioganty and Facilitss Divislon Campus Services [Prepeny and Faci

- —— Secuticy OMfcer 1124 Pregerty and Facilites Division Agset Services, (Property and Sacily

- — Casust General Staft Pregarty and Facilities Division Business 300 Systems (Propesty 3a

s —— Casual Customer Serv Officer Progerty and Facliiies Division Asset Services Propemy and Facliic

— e Casup RRsRarcn ASsisTan Property and Facilives Division Fanning, 5pace ang Propersy (Prop

- - Progary Asshzaee #0547 RESULTS PANEL Eregary and Facilinas DMsian Pianaing. Spacs ans Breparcy (Prep

M- - — Casusl Acadermic Breparty and Facilitias Division Pranning, Space i Preperty Prep
- - - e - - Supesvior GETLON Frintery 114 Procerty and Facilites Division Camgus Services (Froperty and Facl
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8.2 Report Definitions and Calculations
Report Period

The report period can be selected per report.
Reporting is normally done on the average usage for a
given week. The selected reporting period is shown on
the report.

User Groups

The user group is as indicated in the table. It can be
an Org 2 group (like Faculty) or an Org 3 group (like
School) or sub set of these, as in ‘Professional Staff
Only”. All calculations are based on the particular user
group under consideration. Workstation allocations
are made to Staff [with sub categories of Professional
(Pro) and Academic (Acad)] or Students. Staff includes
visitors and guests that are designated as either ‘Prof’
or ‘Acad’. Students are usually HDR type but may also
include visitors and guests who are assigned a HDR
Ws. Staff Visitors are also counted separately in some
reports.

Number of EFTWU

The effective full time workstation user (EFTWU) is
the [sum of Allocated Ws_days for the week/ 5] taken
from the workstation table. Anyone designated as
'not requiring a Ws' or with no Ws allocation will be
excluded.

Number of Ws
Count of all Ws in space allocated to the group (taken

from rmpct and is Sum of all Ws_days/5, where 5 is the
report period).

Number of Hot Desks

This is the number of Hot Desks in the Office Room
Type. The area of the Hot Desk is included in the total
area but excluded from the area per Ws.

Number of Occupants Allocated Ws

This indicates the number of distinct occupants that
were allocated a Ws_Day during the period.

Office Area (m2)

Sum of all room areas assigned to the office type and
for the user group under consideration.

Average area per Ws

Sum all Ws areas/ number of available Ws

Ws Utilisation

Allocated Ws_days/Ws_days Available.

Ws size index

This is calculated by (average Ws area)/(space
allowance). The target Capacity Index is 1.1 which
allows for a 10% growth.

Ws Capacity Index

This is calculated by (total area)/(total EFTWU*space

allowance). The target Capacity Index is 1.1 which
allows for a 10% growth.

Space Allowance (m2)

These are default values and indicate the area per
workstation or hot desk assigned per each user group.
Similar to the average office space standard. The values
are Hot Desk = 2 m2, Staff = 7.5 m2, Acad =9 m2, Pro=
6 m2, HDR =3 m2.

m? FTE

The [area of the office space - hot desks *Space
allowance / number of EFTWU.]
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9. Archibus Support & Enquiries 9.3  Conclusion

9.1 Requesting Technical Support Previously the ability for Archibus to provide comprehensive reporting and feedback analysis was severely limited.
The new People and Occupancy module incorporated into Archibus will assist Faculties and Schools Space Planners

To request Archibus technical support please visit our to manager their spaces in a much more efficient way.

technical support page at www.pf.ug.edu.au/archibus.

Here you will find our current contact details. Please By compiling all space management data into one central database, reports have already become more detailed,

feel free to contact us via phone or email. For your while assigning new staff and students workstations has become far easier.

convenience our contact details as of December 2017
can also be found below.

If you have feedback or suggestions as to how we could
improve this manual or your Archibus experience
please email us at archibus@ug.edu.au.

If you wish to have your password reset please contact
uQ ITS. Additional information can be found here:
www.its.ug.edu.au/services/user-accounts-and-
passwords

9.2 Contact Details
UQ Archibus Contact Details

Email: archibus@ug.edu.au

Phone: 336 52948 (project)
336 52996 (technical)




