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Role: All
Task A: Explore

Task B: Space Manager

Task C: Asset Manager

Task #: Hazards & Risks (not yetin use)

Task #: Legal Documents (notyet in use)

UNIVERSITY OF
CAMBRIDGE

Task A: Explore

Portfolio > Explore.

A2 | Selectto search by
Location, Element or both.

A3 | Find a location or asset by:

a. clicking onthe list
to go down a level.

b. clicking on map
pins.

c. usingthe search

box.
Return to higher levels by clicking in the
breadcrumb trail that develops along
the top of the page.

A4 | Click to Hide/Show the
map.

A1 | Navigate to & CAMBRIDGE

Portfolio m

By Location By Location / Category By Element

Description

Priority
2
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o

o
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Tickets.

Service
Tickets

100pen.
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1 UNIVERSITY OF

CAMBRIDGE

A5

A6

A7

When a desired location or asset has
been found ...

Depending on yourrole —
and permissions, you may

be able to click here to
view or edit location/asset
info:

@ Add Attachment

+ Create Space
+ Create Asset

+ Create System

[0 Edit Floor Plans

Click to see a Job history
relating to the location/
asset.

Click tiles to be taken to
relevant Ticket, Job or
Compliance pages.

B UNIVERSITY OF
¥¥ CAMBRIDGE

Portfolio

By Location

D - Downing Site D012 : Courtyard Building McDonald Institute ms

D012 : Courtyard Building McDonald...

Bukng

@ Compliance
Overdua Fatod

‘ Total Assets Total Systems Total images:

®5 =9 a 947

By Element  LegafDocuments

Total Total Total Service

Priority
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Task B: Space Manager

B1

B2

B3

B4

B5

Navigate to Portfolio >
Space Manager.

Find a location by:

a. searchingby —]

keyword.
/

b. using afilter.

c. searchingina
column header.

i

Use the Download Spaces
button to create an Excel
file of listed locations.

Edit details.

Clicking the small arrow
next to Download Spaces
gives the additional
option of saving the
current filtered view.

B UNIVERSITY OF
CAMBRIDGE

A Porfolio

Space Manager

Portfolio

Space Manager

§ UNIVERSITY OF
CAMBRIDGE

Mike Fish »

Q, Search results (showing: 50 of 42364)

A Portfolio

42364

W Space Types

W Space Owners

[E Space Features

ID ¥ | Created Date

Edit 17/01/2024

Edit 17/01/2024

Edit 17101/2024

Edit 1710172024

Edit 17/01/2024

Edit 17/01/2024

Edit 101/2024
Edit 1710172024
Edit 1

Edit 17/01/2024

Edit 17/01/2024

Edit 17/01/2024

Edit 1710172024

Edit 1710172024

Edit 17/01/2024

Edit 17/01/2024

Edit 17/01/2024

Edited Date

24/05/2024

24/05/2024

24/05/2024

2410572024

24/05/2024

24/05/2024

24/05/2024

24/05/2024

24/05/2024

2024

24/05/2024

24/05/2024

24/05/2024

4/05/2024

~ | Building

AQ11 . The Old Scheols
A011 : The Old Schools
A0 The Old Schools
A0 Thy Schools
AD11 - The Old Schools
A011 - The Old Schools

A0 : The Old Schools

A0 : The Old Schools

AD11 : The Old Schools

AQ11 . The Old Scheools

AD™1 : The Oid Schools

A011 : The Old Schools

A011  The Old Schools

A0 : The Old Schools

AQ11 . The Old Schools

A011 - The Old Schools

A0 The Old Schools

“  Location Path

AD11 - The Old Schools

AD11 : The Old Schools

AD11 - The Old Schools >

AD11 - The Old Schools >

AD11 * The Old Schools

AD11 : The Old Schools

AD11 - The Old Schaols >

AQ011 . The Old Schools

AD11 : The Old Schools

AD11  The Old Schools

AD11 . The Old Schools

AD11 - The Old Schools >

AD11 : The Old Schools
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Ground Flo

Ground Flo

Ground Flo

Ground Flo
Ground Flo
Ground Flo

Ground Flo.

Ground Flo,

Ground Flo

Ground Flo

Ground Flo

Ground Flo.

Ground Flo

Ground F

@

AD11-00-0039

AD11-00-0026

Gardenia |

General Be

Reprograpl

5 - G52 Office

7 - G43 Office.

6 - Sponsors §

10 : G45 Acade

1 - Reception

Strong Roc

) : Office

3 - Reprograpl

9 - GAd Office

Temporal §

8 . Corridor 3

Store
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UNIVERSITY OF
CAMBRIDGE

Task C: Asset Manager

C1

C2

B4

BS

B6

Navigate to Portfolio >
Asset Manager.

Find an asset by:

d. searchingby —]

keyword.
/

e. usingafilter.

f. searchingina
column header.

Use the Download button
to create an Excel file of
listed assets.

Click History to view a list
of Jobs relating to the
asset.

Click Link to go to asset
page ...

B @ UNIVERSITY OF
€% CAMBRIDGE Portiolic

Asset Manager

& Mike Fish «

R Portfalio

[JElements

B Asset Feg

@ Component Types

B Reference Libraries

176016

Assets 10/05/2019

25

Total Assels Q, Search results (showing: 50 of 176016) [

Type Created Date >  Edited Date

1072024

~  Deseription

AIR : Sprinkler pump (S)

Air - Sprinkler pump (S)

Air ; Sprinkler test pump

Filtrat oning and pH Correction

Sprinkler test pump (N)
Sprinkler test pump (N)

Sprinkler test pump (N)

Sprinkler test pump (N)

Sprinkler test pump (N)

Sprinkler test pump (N)

test pump (N)

Kler test pump (N)

Sprinkler test pump (N)

Central




7 UNIVERSITY OF
INVIDA CAMBRIDGE
... From the Asset page: G ONBIDGE  Porolio | Assat Manager | D) e ron -

Control panel - Alarm panel

B7 | Depending onyourrole — = e
and permissions, you may e
be able to click here to -4 S
access the following
menu:

@ Add Attachment

# Edit

# Compliance

+ Move

Based on Temptéte Elemental Classification
$1 f
al and electrica

Ml Delete

v W e L

Quantity Material or finish

Health And Safety Issue

o
o
==

Likelihood of failure

(10 Edit Floor Plans

B7 | Clickto see aJob history
relating to the asset.

B8 | Clicktiles to be taken to
relevant Ticket, Job or
Compliance pages.




