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University of Waterloo – Archibus Web Central Report Navigation 

Created: August 19/14: MB, IAP 
Revised: August 21/14: MB, IAP – matched up existing reports to new Archibus reports; added new reports 
Revised: November 11/15: MB, IAP – added data descriptions 
 

Log in to Archibus using the following link: https://uwaterloo.iwmsapp.com/archibus/login.axvw.  You will be prompted 
for your username and password. 

 

After logging in, you will navigate to Space Planning & Management -> Space Inventory & Performance.  You will see two 
options – Space Manager Reports and Institutional Reports.   

Report Navigation 
While each report will give you a different view of the data with various fields, they all work on the same basic 
principles.  Each report will have a filter banner which will allow you to filter the report to be more specific about the 
data you see. 

 

Each filter field will produce a pop up screen of the appropriate values once you click on the three dots. 

 

Make your selection and click on Save Selected.  Then in the top right hand corner, click on Show. This will then filter the 
report to the options you have selected.  If you wish to clear those selections and return to all the data, click on Clear 
which appears beside the Show button. 

Each report comes with a secondary filter banner which allows you to further filter the report by any field in the report.  

 

https://uwaterloo.iwmsapp.com/archibus/login.axvw
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While the primary filter allows you to only filter on a few fields, the secondary filter allows you to filter on any of the 
fields which appear in the report.  These filters do not produce a pop-up with lookup values so you need to be 
knowledgeable about the fields you may wish to filter on.   The secondary filter also allows you to sort the results.   

If you click on the little square next to the field name, it will sort by that field.  Clicking on it once will 
give you a sort in ascending order; clicking on it a second time will sort in descending order.  However, 
you are not able to sort on multiple fields. 

 A third method of filtering the report is available in the summary banner.  For instance, using the example below, if you 
know your room code begins with a 1, you can click on the number in [] and it will filter your results by that selection. 

 

If you have applied the secondary or tertiary filters, you can clear them by clicking on the X after the last field of the 
report.  You may have to scroll to the right to access this. 

 

Each report can also be exported to Excel by clicking on the XLS button.  This also appears at the far right hand side of 
the report.  

 

You will be able to tell which report you have selected by the title banner of the report as well as the red arrow in the 
navigation pane on the left. 

 

 

 

 

 

 

 

 

If you find that the report you are looking at is longer than what you can see, you can hide the navigation bar.  There is a 
spotted section in the line between the navigation pane and the edge of the report.  If you click on this, it will hide the 
navigation pane and allow you to see more of the report.   To return the navigation pane, click on the small arrow at the 
edge of the report. 
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You can also change the settings for how you view the data – in imperial or metric.   At the top right hand side of your 
screen, you should see your user name with a drop down arrow beside it.  Click on the arrow and select My Profile. 

 

 

 

 

 

 

 

 

Under User-Display Units-of-Measure, select Metric or Imperial and click on Save.   DO NOT CHANGE ANY OTHER 
FIELDS!  You could cause a problem with your user account that would require Archibus intervention.  You will then have 
to sign out of Archibus and sign back in to affect the change.   As this is a global change, this will affect every report you 
view.   

Appendix A contains definitions of all the fields you will see in the various reports.  Please refer to it if you are unsure 
what a field means.  
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Space Manager Reports 
 
Detail Reports – Building Summary  

 
 
This report sorts by campus and building code by default.   This is the equivalent of Report 103 – Detailed Building List 
in the old system. 
 
Detail Reports – Building and Floor Summary  

 
 
This report is almost identical to the previous report with the added dimension of floors for each building. 
 

Detail Reports – Campus Building Detail By Category 
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Detail Reports – Campus Building Detail By Department 

 
 
Detail Reports – Campus Building Detail By Room Number 

 
 
Detail Reports – Campus Category Summary by Campus 

 
 
Detail Reports – Campus Category Summary by Building 
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Detail Reports – Campus Category Summary by Department 

 

Detail Reports – Campus Department Summary 

 

Campus Building Detail Reports – By Category 

 
 
Campus Building Detail Reports – By Department 
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Campus Building Detail Reports – By Department and Category 

 
 
Campus Building Detail Reports – By Building 

 
 
Summary Reports 
All of the summary reports are drill down reports.  That means that a rollup panel is presented first and you select which 
path you would like to drill down to.   The lowest level of these reports can be exported to Excel by clicking on the XLS 
button in the bottom right hand corner. 
 
Summary by Campus – Division by Campus 
First you select campus followed by division. 
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Summary by Campus – Departments by Campus 
First you select campus followed by department. 
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Summary by Campus – Category by Campus 
First you select campus followed by category. 

 

 

 
Summary by Campus – Subcategory by Campus 
First you select campus followed by subcategory. 
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Summary by Campus – Room Standard by Campus 
First you select campus followed by room standard. 

 

 

 
Summary by Building – Division by Building 
First you select building followed by division. 

 
 

 
 
 
 
Summary by Building – Department by Building 
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First you select building followed by department. 

 
 

 
This is the equivalent of Report 20 – Summary Assignable Area by Building and Department 
 
Summary by Building – Category by Building 
First you select building followed by category. 
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Summary by Building – Subcategory by Building 
First you select building followed by subcategory. 

 
 

 
 
Summary by Building – Room Standard by Building 
First you select building followed by room standard. 
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Building Summary by Classification – Buildings by Division  
First you select division followed by building.  

 
 

 
 

Building Summary by Classification – Buildings by Department 
First you select department followed by building. 

 

 

This report is the equivalent of Report 12 – Summary Assignable Area by Department 
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Building Summary by Classification – Buildings by Category 
First you select category followed by building. 

 

 

This report is the equivalent of Report 17 – Detailed Room Information By COU 
 
Building Summary by Classification – Buildings by Subcategory 
First you select subcategory followed by building. 

 
 

 
 
Building Summary by Classification – Buildings by Room Standard 
First you select room standard followed by building. 
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Institutional Reports 
Building Summary 

 

Classroom Details Report 
This report is restricted to COU codes 1.1 and 1.2. 

 

Confirmation of Space Report 
This report will be run annually by departments to confirm the space under their management.  It can be filtered by one 
or multiple department codes.  

 
This report is the equivalent of the Confirmation of Space report in the old system. 
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Detailed Space Management Report 

 
This report is the equivalent of the Detailed Space Management Report in the old system. 
 
Organization Levels Report 

 

The first columns are blank because UW doesn’t have any business units. 

Organization Levels and Assigned Spaces 

 
 
Registrar Extract – Buildings 

 

This report is the equivalent of the Registrar Extract_BuildingList in the old system. 
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Report 10 – Detailed Room Information By Building 

 
This report is the equivalent of Report 10 – Detailed Room Information by Building in the old system. 
 
Room Details Report  

 

This report is the equivalent of all versions of the Room Details Report in the old system.  This report allows you to 
filter, requiring only one report to do that instead of two. 
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Appendix A – Data Dictionary  
There have been some changes to the nomenclature of the data with the conversion from Vision to Archibus.  All fields 
appearing in any report will be defined here.  

Building Code/Building Alpha Code/Building Name 
These haven’t changed from Vision.  The building code is a three digit unique number that is assigned to each of UW’s 
properties.  This number is not reused after the building it is no longer being used as in the case of a lease that is 
terminated.  The building alpha code is the mailing code that has always been used.  This may also be seen as the 
Alternate Building ID.  There have been some changes for the Affiliated and Federated Institutions of Waterloo (i.e. 
Renison, St. Paul’s, etc.).  Because they had the same three character mailing code for all of their buildings, there was 
often confusion when that field appeared on a report.  The option was made available to change their mailing code to 
give a better idea of which building appeared on a report.  The building name displayed is considered the official building 
name. 

Campus ID/Campus Name 
Each building has been assigned a campus.  This will allow users to roll up data by this field.  Some buildings do not have 
a campus – these will generally be the buildings where leases have been terminated.  The campuses are: 

• CAM – Cambridge Site 
• CGC – Conrad Grebel University 
• GAG – Gate Street Site 
• HSS – Health Sciences Site 
• HVS – Huntsville Site 
• KIT – Downtown Kitchener Site 
• OOC – Out of Country Site 
• REN – Renison University 
• RES-CLVN –Columbia Lake Village North  
• RES-CLVS – Columbia Lake Village South 
• RES-MH – Minota Hagey Residence 
• RES-MKV – Mackenzie King Village 
• RES-REV – Ron Eydt Village 
• RES-SV1 – Student Village 1 
• RES-TH – Tutor’s Houses 
• RES-UWP – UW Plance 
• SJU – St. Jerome’s University 
• STP – St. Paul’s University 
• STR – Stratford Site 
• UWM – UW Main Campus 
• WAT – Alternate Waterloo Sites 

COU Gross Area 
This is the total gross area of the building, measured outside wall to outside wall. 

Division Code/Division Name 
Organizational units are now grouped under a division to make a rollup easier.  They are: 

• 15 = Environment 
• 30 = Arts 
• 45 = Engineering 
• 60 = Math 
• 75 = AHS 
• 90 = Science 
• 95 = Colleges 
• 99 = Academic Support 
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Department Code/Department Name 
This is the organizational unit number and name the space is occupied by.  Where the department of occupant and 
department of management differ, the department of management will be recorded under a separate field with the 
same name.  
 
Gross to NASM Ratio 
This is a calculated field which divides the building gross area by the assignable area. 

Net Assignable Area (NASM) 
The total area in the building, measured inside wall to inside wall, excluding non-assignable space.  Non-assignable space 
includes corridors, stairwells, elevators, washrooms, mechanical rooms, and wiring closets. 

Non-Assignable Area 
As described above, it is the space that is generally managed by Plant Operations – corridors, stairwells, etc. 

Net Area 
This would be the sum of the net assignable area and non-assignable area, measured inside wall to inside wall. 

Room Code 
This is the room number.  

Room Category/Room Category Description 
This code is also known as the COU parent code (i.e. 1.0 = classrooms).  This field would allow you to summarize the data 
at higher levels.  

Room Name 
Some departments have found it useful to record a name of a room (i.e. Paetkau Seminar Room).  At this point, only the 
AFIW institutions have been making use of that field since they monitor and modify their own space.  On the UW 
campus, this practice has not been put into place.  
 
Room Standard/Room Standard Description (aka Standard Description)  
This is what used to be known as the TLH code (i.e. 01200 = corridor/circulation area) and description.  When the 
conversion to Archibus was made, the room standard codes were reviewed and codes that were obsolete or unused 
were removed and more generic code names developed.   However, we now have the limitation of being able to assign 
only one room standard to a room as opposed to two like in Vision. 

Room Type/Room Type Description (aka Subcategory Description) 
This code is also known as the COU code (1.1 = tiered classroom).   
 
Seat Capacity 
This refers to the capacity of the room according to fire marshall guidelines.  This capacity may differ; if a room is set up 
as a classroom, it may have one capacity but may have a different capacity if the room is set up for an event. Generally, 
the main function of the room will drive the capacity. 
 
Shared % 
Rooms can be shared by departments or split on COU code.  This percentage reflects that split.  In some reports, the 
area of a room is adjusted by that percentage.  For instance, if a 100 square metre room were split 50/50 between two 
departments, each department’s record would see 50 square metres. 
 
Shared Area 
This is the area assigned to each of the portions of the split of the room, whether it be by department or COU code.  See 
Shared % for an example.  
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Structural Area 
This field isn’t used in Archibus or IAP’s business processes. 

Year of Construction 
The year of the initial construction of the building.  If the exact date was provided, that date was entered; else it is 
January 1st of that year.  
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Archibus “How To”- View Polylined Drawings  

This document will detail how to pull up a drawing, colour code it to suit your preferences, and how to interpret the 
information displayed while viewing a drawing.  There are two methods to view drawings – the Space Console and the 
Space Planning Console.  You will need to determine which is more user-friendly for you. 
 
For either option, you must first log into the Archibus production environment.  
https://uwaterloo.iwmsapp.com/archibus/login.axvw 
 
Space Planning Console 
 
Navigation: Space Planning & Management -> Space Manager Reports -> Space Planning Console 
 
Select building you would like to view.  The listing you see will only be the buildings which have been polylined.  If all 
goes according to plan, Plant Operations will have the entire campus done by the end of December 2015. 

 

Select floor you would like to view. 

 

If you would like to give yourself some more “real estate” to view the drawing, you can hide the navigation bar at the 
left hand side.  On the right hand side of the bar, you will see an area with several dots.  Click on this and it will hide the 
bar.  This can be done for almost any viewing pane.  To unhide the panel, click on the arrow on the band.  You can also 
click on the maximize button at the top of the drawing panel – it appears beside the building and floor number. 
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Archibus gives us the ability to look at a drawing a few different ways.  You can colour the drawing based on one of 
several criteria – see the first screen shot below.  Pending Request will not be used.    You have similar choices for labels.  
However, the label doesn’t appear on the drawing; it appears in a pop-up box as you mouse over a room.  You are 
provided with a legend on the bottom left hand panel – see the second screen shot below.  

NOTE: There will be changes made to the colours for Category, Category-Type, Department, Room Standard, and 
Division.  Some of these changes will require input from the Faculties.  For instance, the colour for the Faculty of Math is 
pink and the colours for the departments in that faculty will be different gradations of pink.  The colours for some codes 
haven’t been set up yet (Category-Type).  

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
You also have the ability to reposition the drawing and zoom in or out to look at details as required.  On the right hand 
side of the drawing panel, you will see a zoom bar.  Click on the one you require and the drawing will zoom in or out.  To 
reposition the picture after you have used the zoom bar, click and hold your left button while dragging your mouse to 
view the portion of the drawing you’d like to focus on.   
 
If you wish to see the coding details of a room, click on the room and the information will be displayed in the Workspace 
Transactions panel on the upper right.  
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Alternately, you can also select the room and then right click on it and select Edit Room.  
 

 
 
 
 
 
 
 
 
 
 
 
 

 
Due to permissions of the role required to view the drawings, you will not actually be able to edit the information for the 
room but you can see the codes associated with the descriptions and the room area and dimensions. 
 
Please note that the dimensions presented in this panel are the dimensions of the room when it was converted into 
Archibus.  With Plant Operations polylining drawings, length, width, and height are no longer being maintained so it 
cannot be relied on to be accurate. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
If you are relying on this panel to tell you the area, use the Room Area ft2 because that will be the area coming from the 
drawing.  The Room Area Manual Entry ft2 is the area that was converted with the original migration and may have 
changed since then.  
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This feature also allows you to see different versions of the drawing.  There is a scroll bar at the top of the drawing panel 
which would allow you scroll through versions by date.  The date that appears in that box will either be the date you are 
reviewing the drawing or you can scroll to a previous record but that date corresponds the data a change was made with 
the data, not a change to the drawing.  However, these two dates should coincide or be very close together (i.e. a 
renovation is finished, the revised drawing is updated, and coding changes happen). 
 

 
 
Note – the Space Planning Console is more user-friendly for viewing drawings.  In order to print drawings, you must 
access the drawing via the Space Console.  The Space Console looks very different from the Space Planning Console. 
 
Space Console 
 
Navigation: Space Planning & Management -> Space Manager Reports -> Space Console 
 
Some of the same principles apply in this view.  For instance, you can hide panels if you’d like to view the drawing 
better; there are several options to highlight the drawings; details of the room are also available.  
 
Select building you would like to view.  You can either enter the building code or click on the three dots to get a drop 
down list of all the buildings available.  Then click the Filter button 

 

If you don’t see any data under the Locations, that means the building has not been polylined yet.  Again, Plant 
Operations plans to have the UW campus completed by the end of December 2015. 
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Underneath the list of drawings, you will find several tabs.  These tabs will give you different slices of the data.  However 
you also have to change the option for highlighting in the top band so it corresponds to the data you are looking at in 
the tabs.  That way it will provide a legend for the colouring.   

 

Under Organizations, you can drill down to a department level by clicking on the drop down arrow beside the division 
number.    

 

 

This also works for Room Categories.   

As in the Space Planning Console drawings, the labels show up in a pop up box as you mouse over a room. 

If you wish to see the details of a certain room, click on it.  You will notice a small tab appears just above the drawing.  
Click on view/edit selected rooms.  You will see a pop up box with some of the details of the room.  Click on the box 
beside the record and you will see the coding for the room.  
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If you’re unable to find a particular room, you can go to the list under the Rooms tab in the left hand band and select the 
room.  It will then be highlighted.  You can, again, click on the room to view the details. 
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You are able to print from this panel but the results are less than ideal.  As of August 2015, Michelle in IAP is working 
with BRG to try to improve that functionality.  

There are two formats that you can print in - .docx or .pdf.  It appears the .docx format is more legible but doesn’t 
include a legend.  The .pdf format includes a legend but the room numbers are extremely small.   It is recommended 
that, right now, you use this tool to view only until the printing issues are sorted.  

 

You are also able to export the details of the building to Excel or Word without the drawing.   

 

You can change the information you see about the building in the top left panel.  If you click on the settings button, click 
on Select Fields.  A pop up panel appears with your options. 

 

 

If you wish to add a field, double click a field in the left hand column.  If you 
wish to remove a field, double click a field in the right hand column.   You 
can also change the order of the fields you see by moving them up or down 
the list.  Then click Update and your changes will be made.  
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