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This document outlines the process of gathering the location data (building and room) for an employee’s workstation
location.

Gathering Building Data

1. The building and room for an employee’s workstation will need to be obtained within the building
a. If a workstation location has not yet been decided for a new employee, submit the department default
location. Work with your SSC for assistance with determining default location.

2. If the location is unable to be obtained by visiting the building, some buildings have floorplans that can be
accessed through the EMS system

3. If you are unable to access the FMS, you will need to either gain access through your SAA or reach out to
someone in your department that has access. Follow the steps below to determine who in your department has
access to FMS

Accessing EACS Accountability Report

1. Access the EACS Accountability Report Enterprise Access contTOI SYS[em
(You may need to log into UCR’s

network) EACS Accountability Report
2. Enter the Department ID, ORG, or SSC

Code into the SAA ORG Value field

3. Select “Facilities Management System SAANetD | A
(FMS)” in the Application Name field SAA ORG Value bot002 =)
Application Name |Faci|ities Management Systam (FMS) @
User NetlD | @
SAA Type | @

Role Details () Compact O Fun

Condensed Accountability Report

Click here for SAA Names.

Enterprise Access Control System

4. Click the Condensed Accountability
Report button and the users with access EACS Accountabilty Report
to the FMS W|” be d|Sp|ayed (SAA ALL, ORG Value: DO1002, App: FACILITIES MANAGEMENT SYSTEM (FMS), User ALL, SAA Type: ALL)

UGR NetiDs dispisyed in red font

. Role
Application Nome |17

nary | User Primary
ORG
Do1002 ENGINEERNG DO1002- ORG11 -BOURNS  FACILITIES
DEAN'S OFFICE ENGINEERING - COLLEGE OF MANAGEMENT

DEAN'S OFFICE  ENGINEERING SYSTEM (FMS)

INQUIRER [T}

Total 1 record(s) found.

| Back | Close |
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http://fms.ucr.edu/
https://ae.ucr.edu/space-management/facilities-management-fms
http://eacs.ucr.edu/eacs/EACS_report_v2.report_main
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7. Once access to the FMS has been obtained, there are two methods for gathering the floorplans outlined below

Accessing Floorplans by building and floor

Faclitis Management System (FIS)

1. Access EMS System as an authorized user
2. From the FMS homepage select View/Edit
Room Data

3. Then Edit Room Data ARCHIBUS
@ Space Planning & Management

@ Space Inventery & Performance

(&) viewrEdit Room Data

|D Edit Room Data |

[ Assign Employees to Rooms

4. Select the desired building and floor ARCHIBUS
@ Space Planning & Management EditRoom Data

@ space inventory & performance Select Building and Floor

@) ViewlEdit Room Data

I e
= Edit Room Data
[ Assign Empleyzes to Rooms

Select Room

ASF ft2: 2125] All[25)

Fac Unit Number of

Number Name Description Stations ASF fiz
[ [ ) ] [ | -
2108 VCSTU AFFRS  OTHER OFF 3

21084 VCSTU AFFRS  OTHER OFF 1

21088 VCSTUAFFRS  OTHER OFF 1

2108C AVCDEAN STU  OTHER OFF 1

2108D VCSTUAFFRS  OTHER OFF 1

2108E VCSTUAFFRS  OTHER OFF H

2108F VC STU AFFRS  OFFICE SRV 0

217 INST RSCH OTHER OFF 1

2119 ACAD PERSONL  QTHER OFF 1

5. Select the Download PDF button (right side of | [ ... - e
the page, about ¥ way down) —

6. You can then print or download the PDF from
your browser (Plans are not highlighted)
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http://fms.ucr.edu/
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1. Access FEMS System as an authorized user

2. From the FMS homepage select the Help
button (top right corner)

‘Walcom to the UCR Facilies Management Systom (FS)

Change Request Sign Out

Help

3. Choose Highlighted Floorplans (PDF) from
the document list

4. Buildings are in CAAN order and spaces are
highlighted by assigned department

e https://fms.ucr.edu/archibus/help/user/fms-help.html - Google Chrome

@ fms.ucr.edu/archibus/help/user/fms-help.html
FMS Help Files

FAQ

FMS Manual (Pdf)

Room Use Codes (Pdf)
Room Use Short List (Pdf)
Highlighted Floorplans (Pdf)

* For any issues accessing the FMS or floorplans, please contact the Space Manager, Sharyl Murdock at
Sharyl.murdock@ucr.edu.

8.

Once the floorplans are gathered, obtain the building and room information for the employee’s workstation and

submit to your SSC

If you are unable to obtain the building and room through the methods outlined above, or the work location has
not yet been determined for an employee, submit the default department location
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