Background

Purpose of the Facility\insurance System

The Facility\Insurance System is designed to keep information about facilities
owned by the University of Wisconsin System Institutions.  The system provides a
way for entry and update of facility records and also a way to produce reports for
UWSA Capital Budget and Office of Safety and Loss Prevention Offices.
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Screen descriptions

Login screen

Access to the Facility system is restricted to authorized users only. You must enter
the assigned Login id and password to gain access to the system. Once security has

been verified the application is started and a connection to the database is
established.

Please Logon

UNIVERSITY OF
WISCOMSIN SYSTEM Facilities System

. ' v Capital Planning and Budget
e f

Uszer 1D: | |

Password: | |

[ oc Jf et
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Facilities System screen

The first screen that you see after the Login in is the Facilities System screen. The
screen can be divided into several sections.

The top of the screen is the title bar. It displays the name of the screen.

Just below the title bar is the menu bar. It contains several pull down menus. (File,
Edit, Actions, Reports, Tables, Window, Help). The selections that appear when a
menu is selected are related to the screen that is in the foreground. (i.e. If the
facility list is the foreground screen then File Menu selection ‘New* will let you add
a new facility but if the Facility Types table is the foreground screen then File Menu
selection ‘New* will add a new Facility Type.)

Just below the menu bar is the Toolbar. It contains icons that represent commonly
used functions and is primarily used as a shortcut to do these functions.

Just below the Toolbar is the main part of the screen that contains the work space
where other screens and windows are displayed. When the application is started the
Capital Inventory List Screen is displayed.

At the bottom of the screen is a message area. When the cursor is pointed to an area
of the screen like the tool bar a message appears that further describes the object.

U'WSA Facilities System [_ [=] =]

FEile Edit Actions Beportz Tables ‘window Help

@ | B I = & | & m ¢4 ? Ly

Facilities Details Contents | Property Close Frink Freview Add Delete Find Help Ezit

| Feady
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Facility and Contents List Screen

The Facility and Contents List Screen contains the following data elements: Facility
Id, Facility Name, an indication of what is reported, facility and/or contents, and the
owner of the facility information , RM and/or CBAE. When the list first appears it
is sorted by Facility I1d. (hint: you may re-sort the list by using the mouse to point at
the heading of the column that you wish to sort by and clicking the left button once;
clicking again will resort the list in descending order.)

The List Screen displays a scrollable list of facilities. You may scroll through the
list by either using the PageUp and PageDown keys, Up or Down Arrow keys, or the
scroll bar at the right of the screen.

To view more information about a facility you may highlight the facility then press
enter to display the Detail screen. Double clicking the right mouse button while
pointing at a facility will also bring up the Detail screen. (hint: click the right mouse
button once while pointing at a facility. A menu will appear that allows you to select
from the Detail screen or Content screen.)

Updates are not allowed on the List Screen. To update a particular data element you
must go to the screen that contains that element. Screens that allow updates include
the Facility Detail screen and the Content screen.

The Sort button lets you change the sort order of the list screen. The default sort
order is Facility Id. (i.e. you may change the sort order to facility name)

The Find button lets you search for a facilities that contain a specified value for a
data element. (i.e. all facilities owned by RM)

The Detail button will open the Detail screen for the selected facility.

The Close button will close the List screen.
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'wSA Faciliies Spstem

[Hesns 8B Ay h 2

[3| Uw-System Admin Facilities and Contents

Show Information

Fieported by: LIS pstem Admin Show contents
Show Capital Budget facilities

Show Risk Management facilities

Insured For Uszed Ev
I Fazility D Facility Mamne Facility | Conterts | RM | CPE
MSH A 0452 WAk HISE HALL
ML B 15833 UMIERSITY CENTER FOR COMTIMUING ED. . f o
a0 W 0454 REGEMT 5T 7&0 . ¢ o
Sha W 0587 BRITTINGHaM ESTATE-HOUSE . . J o
& W n5aa BRITTINGHAM ESTATE-CARRIAGE HOUSE . . f o
a0 W 0550 BRITTINGH&M ESTATE-TOOL HOLUSE . . ¢ o
Sha W 0531 BRITTINGHAM ESTATE-SQUASH HOUSE . . J o
Totals: 4 7 7 7
K L]

[ Detaits... | Contents...
stan| 21| E9H | 33| e | Lu [ g, prm) FONI Gy 5509
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Facility detail screen

The Facility detail screen contains the following data elements: Unit Reporting the
facility, Division Reporting the facility, Unit and Division Insuring the facility,
Facility Number, Facility Name, Facility Type, Property Class, Construction Year,
Ownership, Funding Source, Content Value, Current Value, Replacement Value,
Assignable Area, Non-Assignable Area, Unclassified Area, Net Area and Gross
Area, Risk Management Indicator, Capital Budget Indicator, DOA Mismatch
Indicator.

The OK button will apply any changes made and close the screen.

The Cancel button will cancel any changes and close the screen.

UWSA Facilities System

File Edit Actions REeparks Tables ‘Window Help

Bemne & 8o 2| B

& WAM HISE HALL Facility Detail

— Facility -, — Description
Reparted by: LRA-tzclizon ﬂ Facility Type: |.-’-'-.n:a|:|emi|: - Bldg
[rsured by: LM adizan | | Property Class: [ Fire Resistant Canstr,
Facility Mumber: 432 Uitilty | ndicator ['Ves
Facility M ame: AR HISE HALL Construchion Year |-| 55
ijj:zzz; Ouwnership: [TWNED BY THE UN
Municipality  Values and Funding
State [ Zip Code I— Replace alue: |
Canty ﬂ Content Calc Type:  [Overide

— Areas 4| Content Sq Ft |

Azsignable: [ 132,036 g, feet 54 Content Value: |

MNan Azzignable: I 63,030 =q. feet Current Y alue: |

Unclassified: [ 0 sq. feet Value based on: | Current value

arozs Area: I 226,940 2q. feet

L

[ et 196116 =q. feet Funding Source: |I3ENEFL-'1'-.L FURPOSE

[ Contents. . |

118

|Identifies the primary clazsification of thiz faciity
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Content screen

The Content screen contains the following data: Facility Name and a list of the
Institution(s) Reporting Contents, content area, calculation type and Content Value
for each.

Content Area is based on the Gross Area from the facility detail screen. The sum of
all Content Area on the Contents window must equal the Gross Area on the Facility
Detail window.

UW facilities may contain contents for one or more UW institutions and when the
content screen for a facility is displayed it lists contents for each institution. An
Outside facility is added for each institution that reports contents in it and contains
only the contents reported by that institution. For example, if UW Madison and UW
Extension have contents in the State Capital then you when you find the State
Capital in UW Madison’s facility list and select contents it will show only UW
Madison’s contents.

The OK button will apply any changes made and close the screen.

The Cancel button will cancel any changes and close the screen.

8 e Screen descriptions

Facility System Manual Facility System



=
File Edit Actions Reporkts Tables ‘Wwindow Help
[IER==Ar=2r- 3= R R
o =In Nl [ S = S0l I|-|I xll
% ¥AM HISE HALL Facility Detail
Facilr Description
(s e — )
ren WAN HISE HALL Content - 10| %
- =lo] x|
Facility
Facility I Reporting Institution Content Are I Calculation Type I Corntert 'Yalue I
Addies DL ' f Factor $7.461,757
Addres | U -Sestem Admin 0| Owemde $4.374.224
bunici | Total content value: $11.836.011
State
CoLnky
— Are:
Azzignz
Mon Az
Unclas: | 1] I Cancel |
Fet;
Gross £
s Y
v v | | |
’ Egntents...l Edit Only | (1] 4 | Cancel |
|Ready A
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Property Inventory screen

The Property Inventory screen contains the following data: Institution Name,
Property Type, Property Value.

To display the property Inventory screen you may either click the Property icon on
the toolbar or select Property Inventory on the Table menu.

The OK button will apply any changes made and close the screen.

The Cancel button will cancel any changes and close the screen.

UwWSA Facilities System - [UW-Syztem Admin Property Inventory]
E File Edit Actions HBeportz Tables Window  Help - ||5I |E|
{Th = = [& e i} Y Ly
Facilties | Property Cloze Frint Preview Add DOelete Help Ecxit
Dwner [natittian: | Ll -Spstern Admin j
Wehicles [auta] $77.100.00
Maoveable Equiprent $2.100.00
Total Property ¥ alue: $84_480.00
0K I Cancel
|Ready
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1. How to....

Find a Facility

There are several ways to find a particular facility. The method of searching
depends on the information that is known about the facility.

1. On the List screen, change the ‘Reported by:’ Institution to the institution that
reports the facility.

2. If any of the fields displayed on the list screen are known, click once on the
column header of the field to sort the column, then scroll through the list to the value
that is known. -OR-

Click once on the Find button, then enter the Field Name, Operator, Value
(i.e. Facility Number = 1000)

Add a facility

1. Display the list of facilities for the institution that you are adding a facility for.

2. Either; pull down the Edit menu and click ‘Add a facility” OR click the Add icon
on the Tool Bar.

3. The Facility detail screen is displayed. Some data fields are filled in with default
values.

Enter the information for each data element. There are two ways to modify data:

a. Point to a field and Click, the Selection List pull down appears. Scroll
through the list and click on the appropriate value

b. Type a value directly into the field.
4. When all information has been entered click the OK button to save and exit.

(note: you may click Cancel to exit the screen without saving)
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Update a facility

1. Find the facility that you want to modify. (see Find a Facility)
2. Double click the facility on the list screen to get the Detail screen.
3. Move the cursor to the data that you want to modify. To modify data:

a. Point to a field and Click, a Selection List pull down may appear. Scroll
through the list and click on the appropriate value

b. Type a value directly into the field.

Delete an facility

1. Find the facility that you want to delete. (see A above)
2. Double click the facility on the list screen to get the Detail screen.

3. Either; pull down the Edit menu and click ‘Delete a facility’ or click on the delete
(trash can) icon.

4. A message box will appear asking you to confirm that the facility should be
deleted.

Add a content

1. Find the facility that you want to add contents to. (see Find a Facility)
2. Double click the facility on the list screen to get the Detail screen.
3. Click the Content button.
4. Either; pull down the Edit menu and click ‘Add a Content’
OR click the Add icon on the Tool Bar.
5. On the Content screen:

a. Click on the Institution field to get the pull down the selection list. Scroll
through the list and click on the appropriate value

b. Enter the Content Area. This will equal the Gross Area unless more than
one institution occupies the facility, in which case the Content Area
will represent the area that each institution occupies. The sum of all
Content Area must equal the Gross Area on the Facility Detail window.

c. Select the Calculation Type.

d. For the Value, type a value directly into the field when the calculation
type is Override. When the Calculation type is factor, the value is
calculated by the program.

6. When all information has been entered click OK to save and exit the screen

(note: you may click Cancel to cancel the Add and exit the screen)
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Update a content

1. Find the facility that you want to modify contents for. (see Find a Facility)
2. Double click the facility on the list screen to get the Detail screen.

3. Click the Content button.

4. On the Content screen:

a. Click on the Institution field to get the pull down the selection list. Scroll
through the list and click on the appropriate value

b. Enter the Content Area. This will equal the Gross Area unless more than
one institution occupies the facility, in which case the Content Area
will represent the area that each institution occupies. The sum of all
Content Area must equal the Gross Area on the Facility Detail window.

c. Select the Calculation Type.

d. For the Value, type a value directly into the field when the calculation
type is Override. When the Calculation type is factor, the value is
calculated by the program.

5. When all information has been entered click OK to save and exit the screen

(note: you may click Cancel to cancel the Add and exit the screen)

Delete a content

1. Find the facility that you want to modify contents for. (see A above)
2. Double click the facility on the list screen to get the Detail screen.
3. Click the Content button.
4. On the Content screen:

a. Highlight the Content record that you wish to delete

b Either; pull down the Edit menu and click ‘Delete add a Content’ or click
the Delete icon on the Tool Bar.

Add Property Value

1. Click on the institution field. Use the pull down menu to select an institution
2. Click the Add icon or select Add a Property Value under the Edit Menu list.
3. Click the Property Type field to get a list of property types. Select one.

4. Press Tab to get to the value field. Enter a value.

5. To enter value for another property type at the same institution go to step 3.

Facility System Manual Facility System lll. How to.... e 13



6. Click the Property icon or pull down the Table menu and select Property
Inventory.

7. When all have been entered for an institution press OK.

Update a Property Value

1. Click the Property icon

2. Click on the institution field. Use the pull down menu to select an institution
3. Click the value that you want to change. Make the change

4. Change any other values for the institution.

5. When done modifying values for an institution press OK.

6. If there are changes to values for another institutions go to step 2.

Handle Edit Messages

1. Whenever you modify data on a screen then Click OK or Click Edit, edits are
performed. If any problems are found then error or warning messages will be
displayed.

a. Errors must be corrected before changes on the screen will be saved.
You may click Cancel to leave the screen without saving the changes.
You may also correct the errors then Click OK to save the changes and
close the screen. Edits will be performed again. Repeat until all errors
have been corrected.

b. Warnings are informational. If there are only warning(s) displayed
then the data will be saved. Click Close on the message box then click
OK to proceed.

Print a Report for one institution

1. Several reports are generated for all institutions. If you wish to print the report for
just one institution then do the following:

a. Pull down the Action menu.
b. Select Show Only.
A Filter Window is displayed.

134

d. Pull down the 'Column List' and select 'Unit'.
Leave the operator set to '=" equal.

f.  Type a unit code in the Expression box. The list of unit codes can be
found in the data dictionary definition for UNIT. (A=Madison,
B=Milwaukee, C=Eau Claire, etc.)
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Process CDR submission file

To process a CDR Facility file submitted by a UW institution:
1. Select File, Import, From CDR

2. on the screen below use the mouse to highlight a Campus, then press the Edit
File button.

U'w'SA Facilities System

=1 1= et B 0 ) i) el S 8 5 [ el < =1 P il

£ =]
M == Facilities CDR - Files Submitted

| Campus | | LastBReceived || Last Edited | | Last Updated |
] 7 oat 01:15F 07/ 7 oat 01:40F

Ihy-Platteville (H) 01141997 at 10:68 4 05415419597 at 0504 P 07/24/1997

Ihy-Stout (L) 01171997 at 08:26 4 071441997 at 0368 F

I

rnrnrn?TE 1

[
J

3. The following screen appears.
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a. Select Last Report if the edit report has been done previously and
you want to either look at it or print it.

b. Select Continue if you wish to edit the incoming file against the
database. The file is compared to the database and an Edit Report
is created.

c. Select Cancel to leave the screen without doing edits.

E diting the U'wW-E au Claire submission.

I
Erw B ([EEs0

4. The screen below displays the Edit Report.

a. Press Apply Update if you wish to apply the updates to the
database.

b. Click the Close button to leave the screen without updating the
database.
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U'w'SA Facilities System

Dig|EE| SR ol oo @8] o] &[5a0e) A

[Z Edit Report for UW-Platteville

W Systemn Administration Facilities COR Suhmi:‘l
Capital Planning and Budget Incoming Data Edit R
Date Processed: 12:29497 W-Platteville

UnitDiv Fac # Facility Hame

H 0006 CHILDREN'S CENTER

Unclass As=sign HonAssign Area
Area Area Area Gross Funding Source

Incoming: 5,400 5,400 P-PROGRA&M REVENUE (PR)

Error(s): Incoming Record Cnly - Mo Matching Syatem Admin. Record

|Page 1 of 25

Process DFD submission file

To process a DFD Facility file submitted by a DOA:

1. Select File, Import, From DOA

2. On Processing DOA Submission window, select Continue

Proceszing DOA submigsion...

¥
o | e | (LG

Facility System Manual Facility System lll. How to.... e 17



3. A status box displays

Editing DOA Yalues.___

| Editing row 1411 of 1533 |
| 89% |
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4. The screen below displays the Edit Report.
a. Press Apply Update if you wish to apply the updates to the database.

b. Click the Close button to leave the screen without updating the
database.

'wSA Facilities System

s JSRal0a @ ¢ ERbR a8 E
= Report:
UW System Administration DOA Facility Value Update Report
Insurance Subsystem Facility Values and Construction Class

Date Processed: 12/13/199¢

UNIVERSITY OF WISCONSIN - MADISO

Risk Ins DOA
Unit/Div/Fac # Facility Name/Messages Mgt Yal MM
A 0020 ARMORY & GYMNASIUM
Facility last updated on: 30-MAR-29 A F

25% increase in current and replacement value

I = S
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Printing and Reports

Print

You may use the Print function to print the information for the current screen. For
example, if you are viewing the List screen and Print is pressed, a report of all
facilities in the list is printed. If you are viewing Detail for a particular facility, then
all information for that facility is printed. If you are viewing a table, then all
information for that table is printed.

Reports

Values and Premiums
Report of facility values and premiums used by UWSA Risk Management Office.

Building Report
Report of facility areas used by UWSA CBAE.

Content Worksheet

Report of content values for UW Institutions

Single Campus Premiums

Report of campus premiums by institution.

Campus Values Report

Report of campus values by institution.

Campus Premiums Report

Summary report of campus premiums.
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Facility Values and Premium Report

Report of facility values and premiums sent to UW institutions.

Tables

Property Inventory

Uw'SA Facilities Spstem
File Edt Actions Beportz Tables Windaw Help

| & = & | & m| ? f

Facilitic=s Praoperky Clase Print Preview Add Dieleke Help Exit

H UW-System Admin Property Inventory Hi=]

Dhwarier Institution: |Wwi-S uztern Adrnin

Buziness nteruption $50,000.00
b ovveable Equipment $200.000.00
Wehicles [auta] $.00

Total Property Yalue: $250.000_00

|Ready A
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Facility Types

'wSA Facilities System

Show Information

Feported by: Lt -M adizon - Show contents
Show Capital Budget facilities

Show Rizk Management facilities

Inzured For Uzed B

[==) T able: Facility Types

II Facility Type Facility Type Description Contert Factor Last Updated

m Test only - remove 9 14
B Adminiztrative 9/412/00 08:03:23
BOZ2 Academic - Bldg /12400 08:03:56
BO3 [rdoor Phys. Educ. /Recr. Blda. B/28/00 1:3:50:M
B04 Outdoor Phyz. Educ. /Recr. Bldg. B/28/0012:50:M
BOS Hoszpital/Health Bldg B/28/001.3:50:01
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Funding Sources

U'w'SA Facilities Spstem

File Edit Actions Beports Tables 'Window Help

B | & | & | & | [& | 8 | @ | =2 | #

Facilitic= Froperty Cloze Print Preview Add Dieleke Full Lizt Find R

[ Table: Funding Sources

I Funding Source Funding Description

W COMEIMATION OF G

GEMERAL PURPOSE REVEMLU
FROGRAM REVENUE [PR)

|Ready i
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Property Types

U'w'SA Facilities System

File Edit Actions Beportz Tables Window Help

A | &8 | & | k|8 | o | =8| & | B | @& |

Facilitiz= Praperty Claze Print Preview Add Dizleke Full Lizt Find Replace Zart F

Table: Property Types [_ |0
I F'n:ipert}r Class P'rDEertE Clazs Description I ‘alid for EiLII|dII‘|ES I Last Updated I

straction
Ordinary I:::unstructu:un 4/4,/96 15 EIEI.EIE
Frame Construction 4/4,/96 15:00:06
Facility Under Congtruction 4,/4,/96 15:00:06
Yehicles [auta] 41796 07:04:M

taveable Equiprment 41796 07:04:M
Buzinesz Interuption 41796 07:04:01

|Ready &
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Insurance Rates

U'w'SA Facilities Spstem
File Edit Actions Beports Tables 'Window Help

B | & | & | & | [& | 8 | @ | =2 | #

Facilitic= Froperty Cloze Print Preview Add Dieleke Full Lizt

[=] Table: Insurance Rates I E3

I Property Claz=ification Insurance Rate I Last Updated I

i~ 0.0272

el e 01005 1112496 05:20:32

Fire Resistant Conzstruction noes 1112496 08:20:32
Frame Construction 0.056 1112/96 03.20.32
koveable Equipment 0.1003 114246 03:22:119
Ordinan Construction 0.0336 11412496 08:20032
Wehicles [auto] [.855E 1141296 08:22:19
| KN L

1] 4 I Cancel |

| The date and time this record was last changed o
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Non-capital Inventory Rates

U'w'SA Facilities System

File Edit Actions Beportz Tables Window Help

A | &8 | & | k|8 | o | =8| & | B | @& |

Praperty Claze Print Preview Add Dizleke Full Lizt Find Replace Zart F

Facilitiz=

Fire Reziztant Congtruction
Frame Construction
Ordinary Construction 4/2/96 16:4732

I | i

1] 4 I Cancel |

|Ready &

26 e Tables Facility System Manual Facility System



Facility Value Escalator

U'w'SA Facilities System
File Edit Actions Beportz Tables Window Help

A | &8 | & | k|8 | o | =8| & | B | @& |

Facilitiz= Praperty Claze Print Preview Add Dizleke Full Lizt Find Replace Zart F

Ll

0K I Cancel |

|Ready &
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