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Section 7:
Move Management

In This Section:

» Making Moves in Facility Manager
» Move Projects

- Project Form

Tutorials:

» Single Occupant Moves

» Using the Project Form for a Group Move
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Making Moves in Facility Manager

WARNING!

-

Moves in Facility Manager can be performed using several forms:

= Drawing Form

= QOccupant Form
= Space Form

= Project Form

Move management in Facility Manager can be as simple as moving a
singe occupant, or as complex as moving large groups of occupants,

such as during a renovation project.

Allocating Space

207

The tutorials in this section will use the default move options as shown
in the Move Options form below.

MovVE OPTIONS FORM -DEFAULT SETTINGS

k%] Move Options

" Do Mothing

* Allocate

— Move Out Options —_—

* [ Mothing
" Azzign Default Cost Center

—%acant Options —_—

" Do Mothing
* Equally By Cost Center
" Equally By Occupant Count

— Default Allocation —_—

— Default Wacant Cozt Center

LHONE:

(] Help

Move Options should be determined and set before you begin to build
your database. Changing the Default Allocation settings after space has

already been allocated in the FMDesktop database will overwrite all
existing space allocation data.

Simple Solutions FM, LLC

© 2007-2008
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TUTORIALS: Single Occupant Moves

Do Not Duplicate

Moving an Employee into a Space Using the Drawing Form

In the following example, we will query floor 1 of the Data Center
building to find a vacant office for a new employee. We will then
move the occupant into the vacant space using the Occupants tab in the
detail window of the Drawing from.

1.

On the Facility Manager Main Menu, click Actions, and then click
Drawings to open the Drawing form.

On the Drawing form, use the search controls to look for drawing
Data Center,1 (remember to click Find Now).

Query the Drawing for a Vacant Space

3.

© ® N o

11.

12.
13.

On the Drawing Navigator palette, click Query Drawing to open the
Query Drawing form.

On the Query Drawing form, click E;CIear Query Text to clear any
previous query statements from the form.

On the Spaces tab, in the Field Name list box, scroll to the bottom
of the list and select Vacant.

In the Operator list box, select = (equal to).
In the Value list box, select True.
On the Query Drawing form, click Select Hatch.

On the Select Hatch form, click the Color box fly-out to display the
color palette and select a color.

. Click the Pattern box fly-out to display the pattern palette and select

a pattern (solid is the default pattern).

Click OK.
On the Query Drawing form, click @ Run Query.

Close 3 the Query Drawing form.

All vacant spaces on the drawing are displayed in the hatch color
and pattern selected on the Query Drawing form.

Simple Solutions FM, LLC
© 2007-2008



7: Move Management 209

QUERY RESULTS

8 Drawings

14. On the Drawing form, click vacant space 101 located in the top left
corner of the drawing. You can see in the detail window that the
Vacant checkbox is selected and that the Occupants tab is empty.

8 Drawings

He QXA @ AS. /.d.5. ABALb=BWRNTBEGY @S B

15. In the detail window, click the Allocation tab and you’ll see that the
selected vacant space is currently allocated to cost center 4001:
Desktop Services.

Qccupants K Equiprment T Allocation
4001 Desktop Services [100%]

Simple Solutions FM, LLC Do Not Duplicate
© 2007-2008
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Add the New Employee to the Occupant List
Since the occupant we are assigning to the space is a new employee
not yet entered into the program, we must add them to the database.
16. On the Drawing form, in the detail window, click the Occupants tab.
17. Click Add.
18. On the Select Occupant form, click New.

Because the Occupant text box is highlighted in blue, it is the only
required field on the Occupant form.

19. In the Occupant text box, enter the occupant’'s name as Ahern, Lee.

Occupant: Ahern, Lee

BT Elal

Oceupart | Spaces | Equipment | LDFs

Active [V

Occupant |§3«hem, Lee

Title

work Phone

Email

Cost Center  <nones: v

¥ ssign Cost Center To Space On Move In

Q
Get Image Clear Image

Find Occupant -

Record: [14 ] 4] ’—2 [» [ wn]bsk] of 31

Assign Cost Center to Space On Move In

20. On the Occupant form, in the Cost Center list box, select 1001:
Administration to assign the occupant to that cost center.

21. To assign the occupant’s cost center to space 101 when we move
them into the space, select the Assign Cost Center to Space On
Move In checkbox.

22. Close Hthe Occupant form.

23. On the Select Occupant form, select Ahern, Lee from the list of
occupants.

24. Click OK to close the form and assign (move in) the occupant to
space 101.

Simple Solutions FM, LLC
© 2007-2008
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25. In the detail window, click the Allocation tab and you'll see that the

space is now allocated to the occupant’s assigned cost center, 1001:

Administration.

Qrcupants \'-; Equipment T Allocation

1007 Adminiztration [100%)

Relocating an Existing Employee Using the Occupant Form

In the following exercise, employee Jane Hanson has been promoted.
We have to relocate Jane to a larger office on the same floor of the
building where she currently resides.

1.

On the Facility Manager Main Menu, click Actions, and then click
Drawings to open the Drawing form.

On the Drawing form, use the search controls to look for occupant
Hanson, Jane (remember to click Find Now).

When the occupant’s space is found, the drawing is displayed and
their space is highlighted in green.

We can see on the Drawing form, in the detail window, that Jane
currently resides in space 17204, and the size of that space is 107
Square Feet. (The red highlighted field displays the calculated
Square Feet of the space).

Query the Drawing for a Vacant Space Greater than 107 SF

3.

Simple Solutions FM, LLC
© 2007-2008

In the Drawing Navigator palette, click Query Drawing to open the
Query Drawing form.

On the Query Drawing form, click E:Clear Query Text to clear any
previous query statements from the form.

On the first line on the Spaces tab, in the Field Name list box, scroll
to the bottom of the list and select Vacant.

In the Operator list box, select = (equal to).
In the Value list box, select True.

In the Operator list box, select AND.

211
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9. On the second line of the Spaces tab, in the Field Name list box,
scroll to the bottom of the list and select Square Feet.

10. In the Operator list box, select > (greater than).
11. In the Value list box, enter 107.
12. On the Query Drawing form, click Select Hatch.

13. On the Select Hatch form, click the Color box fly-out to display the
color palette and select a color.

14. Click OK.
15. On the Query Drawing form, click @ Run Query.
16. Close 4 the Query Drawing form.

QUERY RESULTS

Ha texad Af. 7. d. 5. ap AL d=pryrorBeeswy aEme 8

G‘fmw Dataily

o
BT Show vty

B ok o

S0 Show Seraces

"
" Show Dopendents

Ei Al Mo Faports

oo HE

(B et st "}J‘l—\r—r\}'—]—\r—[—\ J—]—\r—r\r—r
| E I - o d
11 Conprnatn
@MW Desesphon anes OGronpert Einsgeert Mocdan
B Pan & Z00m :xt'::— O -
Bl variap Tooks g Foet 0] | Vem T
0 Pian Viewes B Markugn e :
v

All vacant spaces on the drawing that are greater that 107 SF are
highlighted in blue. Let’'s move Jane into the large corner office,
space 17202, located in the top right corner of the drawing, right next
to her current space.

Move the Occupant to the New Space

17. If not already selected, select the space Jane currently resides in,
space 17204.

18. On the Drawing form, in the detail window, click the Occupants tab
and then double-click Hanson, Jane to open the Occupant form to
Jane Hanson’s occupant record.

Simple Solutions FM, LLC
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