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Scope

This document will provide campus users with specific instructions for the State University Construction
Fund’s (SUCF) web application for updating the Building Characteristics Inventory (BCl) and Physical
Space Inventory (PSI) via the SUNY portal. Campus staff, with appropriate transaction security
authorization, will be able to maintain their respective BCl and PSI information using the web
application.

This document is not meant to replace the Physical Space Inventory Manual. The Physical Space
Inventory Manual provides procedures, rules, definitions, valid codes, and FAQ's relating to the data
that is input into the BCl and PSI. The manual will be accessible through the SUCF Web portal, both from
“Procedures, Forms and Presentations” and the “Building Inventory/Space Inventory Menu” in the main
menu list.

The web application will be the standard method for updating both the BCl and PSI. For campuses that
wish to provide an entire PSI replacement file (where the existing PSI data will be deleted and replaced
with the campus submission), SUCF will only accept the standard “bulk load” extract format (Appendix
B) or the card1 and card2 format (Appendix C) which have been previously transmitted to all campuses.
For partial replacements, SUCF will only accept the card1 and card2 format. SUCF will no longer accept
hard copy transaction forms or EXCEL files for the PSI. Please see the section on Bulk Uploads to review
how this information will be sent and received.

Adding and deleting buildings or changing the abbreviation in the BCI will still need to be sent to through
SUCF for processing. See Appendix A for this form.

Overview

With the new web application, campuses will be able to access and update their BCl and PSI information
more conveniently. Updates will also be possible throughout the year. Previously, the BCl and PSI were
updated in the fall of each year. An annual “call letter” from SUCF initiates the annual process. In
future, however, campuses can and should update the PSI and BCl on an on-going basis.

SUCF will still issue the call letter in the fall to ask campuses to review and if necessary, update their BCI
and PSI. Once all the campuses have indicated that their information is complete, SUCF will “freeze” the
updated BCl and PSl files. This frozen file is retained for reporting purposes and the ongoing file
becomes the “current” file. Only the current file can be updated. The current and/or prior year frozen
file can be downloaded by the campus in an EXCEL format for campus review, reporting and analysis.
The EXCEL file cannot be used to bulk load update data, however.

In addition to making BCI and PSI updates for a specific building or room, campuses will also be able to
download PSI reports, make mass updates to the PSI, add a dummy account (which enables space to be
assigned to an account not existing in SUNY’s official department listing), and indicate to SUCF that their
updates are complete.
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General Features

The following items are used frequently throughout the document. Refer to this list if you need a
refresher on what a specific item means.

Display and Filters

Department/Account

Each room space is assigned to a ten digit department or chart of account. These terms are used
interchangeably. Each campus has its own unique listing of "official" chart of account codes which are
maintained by SUNY System Administration's finance office. Additionally, campuses may create
additional department codes, unique to PSI space assignment, called dummy accounts. Together these
serve as the basis for all PSI space department assignments.

Horizontal Line

Both the BCl and PSI data pages are split into two parts, above the horizontal line and below the
horizontal line. Above the horizontal line on the page are the fields that are used to filter the data that
is provided below the line. Below the horizontal line is the detailed data that makes up the BCl or PSI.

52| - | @ Building Inventory/Space Inv... I@Bui\ding Characteristics In... 3¢ | & - B = E',

State University Construction Fund

Building Characteristics Inventory

Ccampus: Canton Bldg MoJAbbrev. | | select file:

splits: | ~]

Note: any fiekds antered sbove will be used to sslect BCI resords

Building Listing for Canten sorted by BUILDING ABR zscending using the Current file (2010)

BLDGABR & BLDGHAME BLDGHO GSE MAJORUSE COND. CODE OWHER CODE STATUS
23187 CONVOCATION ATHL RECR CTR F10& 1 21 06 - HPE 0% - Future 01 - Owned NC FSI
23200 CARC F109 108,094 06 - HPE Q7 - Future 01 - Owned NO PSI -
ALUMHS ALUMNI HOUSE 0013 4832 13 - Residence 01 - Existing 01 - Owned
Hover

Hovering is when you use your mouse over a specific area. In the example below, the mouse is being
hovered over the row containing the information for the “Alumni House” in the PSI web application.
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52|~ | @ Buiding Inventory/Space Inv... | 4 Physical Space Inventory X LB < geh v Page~ Safety~

State University Construction Fund

Physical Space Inventory PSllngui
Campus: Canten | Room Ho. ;
Department soxc: [name] [dept no.] |* t Noi ° b Select file: | Curent iz |
Splits: [ be used o seiect S|
Building Listing for Canton sorted by BUILDING ABR ascending using the Current file (2010}
BLDGNAME BLDGNO GSE MAJORUSE COND. CODE OWNER CODE STATUS

CONVOCATION ATHL RECR CTR O e

23200 cARC F102 108,084 03 -meE 07 - Future 01 - Owned NO FSI

..... cARC

ALUNHS ALUMNI HOUSE o3

CAMNST CA & MAINT. STOR

Splits
A campus can be split into multiple geographic locations called “splits”. Not all campuses have splits.

Buttons

Campus Excel

The “Campus Excel” button will create an EXCEL spreadsheet of all available data for every building on
the entire campus for the respective module (BCl or PSI). It can be for the current or a previous year.
This is more detailed than the “get Excel” file.

Edit/Update Mode
The “Edit” button takes the user to an update page for a specific building (BCl). In the PSI, the “Update
Mode” button takes the user to an update page for a specific room.

Get Excel
The “get Exce

IM

button will create an EXCEL spreadsheet of what is currently displayed on the screen as a
list. This file is not as detailed as the “Campus Excel” file.

Get Info

The “get info” button is used to retrieve the information for the campus after one of the filter fields has
changed. If you change a filter field, the information displayed will not reflect this filter until after the
“get info” button is clicked.

Save/Apply Changes
The “Save” button saves any user updates in the BCI. The “Apply Changes” button saves any user
updates in the PSI.

View
The “View” button on the BCl takes the user to the building’s detail page. The information on the
building is not editable from this screen.
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Access

You must contact and be given security clearance by the local campus security administrator in order to
sign on to the SUNY portal (https://www?2.sysadm.suny.edu/EmployeeServices/Login/Login.cfm). Any
number of employees may be given permission to browse and/or update their campuses BCI/PSI
databases. The authorities (permissions) that can be requested are as follows:

Type of Access Required Authority
BCl Inquiry CF_BCI_INQ

BCI Update CF_BCI_UPD

PSI Inquiry CF_PSI_INQ

PSI Update CF_PSI_UPD

Sign On

To log on to the BCI/PSI Web application:

1. Go tothe SUNY home page (http://www.suny.edu/)
2. Click, “Faculty, Staff and Employment”.
3. Select the “SUNY Secure Sign On” link.

o SLNY System Administration: Secure Sign-on }"’I\ s | = - Page

SUNY Login UNAUTHORIZED ACCESS PROHIBITED
Do vou need help? * Required fields
- ._Campus: Adirondack b
* Account:

* Password:

Remember me:

Copyright ® 2006-2007 The State University of New York All Righis Reserved

Contact Us =~ WEB ACCESSIBILITY - Privacy Policy - Site Map

4. Choose your campus from the drop down menu on the SUNY Login page
5. Please enter your LAN ID and password then click login to continue.
6. Select the “E-Business Services” tab.
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https://www2.sysadm.suny.edu/EmployeeServices/Login/Login.cfm
http://www.suny.edu/

£ SUNY Employee Services - 8 1 mmov Page

SI_]NY THE STATE UNIVERSITY of NEW YORK
y Employee SEI’ViCES Portal Home  Reports

Academic Services Business Systems E-Business Services Enroliment Management More >>
Applications

Our online directory
SUNY entities lists

» more of search criteria. ¥

Last Name:

First Name:

@) Begins with O Contains
[ Search ] [ Clear Form ]

*Results open in a new window

7. Select “SUCF Application Menu” (at the top of the page).
8. Select “Building Inventory/Space Inventory Menu” from the menu list.

€ Portal Menu

Portal Application Menu

PORTAL Application

Capital Plan
Facilities

Assessment
Menu

Purchase Order
Request

¢ Project Menu

¢ Capital Plan Funding Menu

o Campus Facility Assessment Menu

¢ Procedures, Forms and Presentations

¢ Building Inventory/Space Inventory Menu
e Purchase Order Request Menu

Menu Options

Depending on the authorities you have been given, you will be given a list of application options.
Possible menu items include:
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e Building Characteristics Inventory (BCl) Data

e Physical Space Inventory (PSI) Data

e PSI Annual Reports
e PSI Mass Update
e PSI Dummy Accounts

e PSI Complete

Each item is described in detail below.

Building Characteristics Inventory (BCI) Data

BCI Inquiry Authority Only

If you have Inquiry Authority to the BCI Data, when you click on the “Building Characteristics Inventory
(BCI) Data” link, a new window or tab will open with a list of all of your campus buildings from the
current file in building abbreviation sequence. Please note that page may take some time to load,
depending on the number of buildings for your campus. You should see a “loading” message while the
information is being gathered.

@8- gBulld\ng Inventory/Space Inv... l@BuiIding Characteristics In.., X | & M

State University Construction Fund

Building Characteristics Inventory

a8
L.
I@I

Campus: Canton Bidg Mo Abbrev. | | Select file:

Splits: |

Note: Any fields entered sbove will be used to select BCI records.

Building Listing for Cantoen sorted by BUILDING ABR 3scending using the Current file (2010)

BLDGABR & BLDGHAME BLDGNO GSF MAJORUSE COND. CODE OWMNER CODE STATUS

23187 COMVOCATION ATHL RECR CTR 108 00,021 0F - HFE 05 - Future 01 - Owned Mo FEl

23200 CARC Fios 105054 03 - HFE 07 - Future 01 - Owned NO FSl =)
ALUMHS ALUMNI HOUSE o013 4535 13 - Residence 01 - Existing 01 - Owned

CAMNET TA B MAINT. ETCR oot7 3380 11-Campus Bervice 01 - Existing 01 - Owned

cavECT CAMFUS CENTER 0005 43,365 07 - Stud Activity 01 - Existing 01 - Owned ()
CONGHL CHANEY DINING CENTER E) 32,401 13 - Dining 01 - Bxisting 01 - Owned =)
cuECTA CAMFUS CTR ADD D005A 54,400 07 - Stud Activity 01 - Exdisting 01 - Owned

COOKHL CODK HALL 0002 35088 01 - Instruction 01 - Existing 01 - Owned

The screen is split into two parts, above the horizontal line and below the horizontal line. Above the
horizontal line on the page are the fields that are used to filter the data that is provided below the line.
Below the horizontal line is either a list of the campus buildings or the building’s detailed information.

Two important items above the line are the “get info” button and the “Campus Excel” button. The “get
info” button is used to retrieve the information for the campus after one of the filter fields has changed.
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The “Campus Excel” button will create an excel spreadsheet of all available BCI data for every building
on the entire campus.

Filter Fields
The fields above the line that are used to filter the information below the line include:

e Bldg No./Abbrev.
o Select file
e Splits

The first filter field above the horizontal line is “Bldg No./Abbrev”. If you enter the building number or
abbreviation in this field and then select the “get info” button, the detailed information for that building
will appear. This is the same view that you would see if you clicked the view button next to the building
information in the table.

The next field is the “Select file” field. This determines whether the information displayed is for the
current file or a previous year. The last field is the “Splits” field, which will limit the building list based
on specific campus breakdowns. Not all campuses have multiple geographic locations resulting in split
information, so your screen may not show this field.

Detailed Information

Below the horizontal line, when the BCl information is first loaded, the list of campus building is
displayed sorted by the building abbreviation. At the stop of the page is a description of the information
displayed. For this example, the description will display “Building Listing for Canton sorted by
BUILDING ABR ascending using the Current file (2010)”. Information can also be sorted by building
name, building number, gross square feet, major use, condition code, and status by clicking on the table
header. Clicking on the header a second time will reverse the sort. For example, clicking the
“BLDGABR” header would resort the buildings in reverse alphabetical order. The red arrow next to the
header indicates the column the data is sorted on and the sort direction.

There is also a “get Excel” button on the campus building list page. This will created an excel
spreadsheet containing the information displayed in the building list.

After you have either entered the building number or abbreviation or clicked on the “View” button next
to the building information in the list, you will go to the building detail page. This page has a detailed
description of the building’s characteristics. Hovering over some fields in the page with your mouse will
provide you with more information about what the field means. These fields include the owner code,
the condition code, and the location code. You will also see a “Return to Building List” button above the
horizontal line. Clicking on this will take you back to the building list.

BCI_PSI Web Applications.Docx 10/18/2010
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92 - | 48 Buiding Inventory/Space Inv... | & Bulding Characteristcs In.... it B [0 @ - Page~ Safety- Togk -

State University Construction Fund

Building Characteristics Inventory SCTagsior n
Campus: Canton Bldg No./Abbrev, [22:2 Selectfile: Currznt file e

splits: v [[campus Excml ] [[_Retom o Busang Lat__]

Note: Any fiekis entersd sbove will be used to select BCI records

Campr=a Y 22220 Campus Nams

Sidg. Abr Blig Name NI HOUSE Bidg. No. 0013 8F 4
Occupancy Date Construction Date

(mmyyyy) (mmyyyy)

Majoruse Owner Code Cand. Code Location

(Campus Information

Construction Type Style

Construction Gost

Design Cost {5000) 0 (5000) %0
Fioors Above Grade Fioars Below Grade 1 Number of Elevators.
Hesting from Central ir Conditioning From
Plant ¥ Gentral Chiller Plant ¥ Standby Gensration ¥ Roof Arss 4200
Lesse Number Buiding Type
Central Office Information
Map Ssquence Resid. Adj. Factars Frev. Bidg. Abbr
SFAAS Category 330 - House Hist. Sidg
SUCF Project 1 SUCF Project 2 SUCF Project 3
Fagility Gondition Index

Hospitsl Function FCl Update Bidg. Adiition Numbsr
Complesity - 8idg. Const. Agency
TunnelDeisted Fizg
Vew York Building Occupancy Codes
A A B E ] E ] cz ca caz [E] cat o4z c43 csl cs2 cs3 ca4 [ X c62
Construction Classification

Fire Resistant Non Combustible Heavy Timber Ordinary Framed

Building Addition Number

A new field has been added to the BCI called building addition number. The field is used by SUCF, but
displayed as reference information. If a building addition totaling more than 5,000 NSF or more than
25% of the existing structure is added to a building, the addition should be added to the BCl as an
additional building. The square footage of any connecting structure between a new and existing building
should be included with the new building. The original building number should be recorded as the
building addition number, which can be up to 6 characters.

BCI Update Authority

If you have BCI Update Authority, you will have all the rights that the BCl Inquiry Authority has and be
able to edit some of the BCl information. The main difference that you will see is the appearance of edit
buttons for the current file. An “Edit” button will now appear next to the “View” button on the building
list. There is also an “Edit Building” button on the building detail page. Pages showing previous years
BCl information are not editable — so if the “Select file” displays anything other than “Current year”, the
edit buttons will not appear.

BCI_PSI Web Applications.Docx 10/18/2010
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58|~ | &8 Building Inventory/Space Inv... I@Build\ng Characteristics In... X | B - 8 o -

State University Construction Fund

Building Characteristics Inventory

Ccampus: canton Bldg HNo./Abbrev. select file:

splits: [ ~]| [(estinfo ] [ Campus Excel | [ Retum to Suising List__]

Required Information

Campus No. 21320 Campus Name Canton

Clicking either of these buttons will take you to the “Edit Building Characteristics” page. All of the
information in the area called “Campus Information” can be edited by the campus/local user. Refer to
the BCl user guide for definitions and valid entries. The user guide will be accessible through the SUCF
Web portal, both from “Procedures, Forms and Presentations” and the “Building Inventory/Space
Inventory Menu” in the main menu list. The user may save the building information by clicking the
“Save Building Data” button or cancel and return to the previous screen without saving changes by
clicking the “Cancel” button. Please note: Unless you click on the “Save Building Data” button, any
changes you make to the page will NOT be saved. If any of the updated entries are invalid, such as a
letter is used instead of a number in the “Number of Elevators” field, a message box with the error will
appear. You will be prompted to correct the entered data or cancel the changes.

25| - | @ Buiding Inventory/Space Inv... ‘@Bu\\dlng Characteristics In... X | B-8 J g v Page~ Safety - Toos- (@~

State University Construction Fund

Edit Building Characteristic Data for Campus: Canton (28360)

Szve Buiing Dotz
Building Abbrewiation 2. AHS Buslding Name ~LUMNI HOUSE Building Number 20° 2 BSF 1512
Oczupancy Date (mmiyyyy) o Canstruction Date (mm/yyyy)
Major Use
Cumer Code
Candition Code. 0
Location o

tie commuting distance, the Code shoukd resd

Campus Information
Ganstruction Tyge | 2 - nustion v £ - WOOD WETAL v
oo 5| oo 2|
e P on e T P
Hesting from Cantrs! Fiant i Conaitianing frem Cantral Chiler Fiant StandyEy Ganerston Rmfmaa
LaaseNumberl:l Sulding Tyze| 7 - F— v
Central Office Information
Map S=quence Mumbsr Resid. Ad). Fastor Freu. Buiding Abbreviston
SFAAS Gat=gory 1230 - House Historical Buiing -
SUCF Project 1 SUCF Projeat 2 SUCF Projsat 2
Hosgitsl function FCl FCI Updste Buikding Addition No.
Gomplaxcty - Buiing Gorstruction Agency -

Tunnel Deistes Fizg

New York Building Occupancy Codss
a1 Az B 2 s s <t cz cat cs2 cs3 G4 ca2 c43 5.1 €52 c53 c54 C55 ca.1 6.2

C Classification
Firz Resistant Non Gombustible Heavy Timber Ordinary Framsd

Cresied  Updsisd

If you wish to add/delete a building or change the abbreviation of an existing building, please forward
the appropriate documentation to SUCF (See Appendix A for this form). Changing a building
abbreviation will automatically update the corresponding space on the PSI file with the new
abbreviation.

BCI_PSI Web Applications.Docx 10/18/2010
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Physical Space Inventory (PSI) Data

PSI Inquiry Authority Only

If you have Inquiry Authority to the PSI Data, when you click on the “Physical Space Inventory (PSI) Data”
link, a new window or tab will open with a list of all of your campus buildings from the current file in
building abbreviation sequence. Please note that page may take some time to load, depending on the
number of buildings for your campus. You should see a “loading” message while the information is
being gathered.

25 |~ | @ suicing Inventory/Space Inv... | & Physical Space Inventory X | - B 7 =k - Page v Safety- Tools -
State University Construction Fund
Physical Space Inventory Pellnguin.cin

Campus: Cantan Bldg Ho./Abbrev. l:l Room No. l:l

=]

Splits:

Building Listing for Canton sorted by BUILDING ABR ascending using the Current file (2040)

BLDGABR & BLDGHAME BLDGNO GSF

COHND. CODE OWHER CODE STATUS
CONVOCATION ATHL RECR CTR F108 01 - Oaned P

03 - Futurs

23200

NTER 0003 22,40

The screen is split into two parts, above the horizontal line and below the horizontal line. Above the
horizontal line on the page are the fields that are used to filter the data that is provided below the line.
Below the horizontal line is either a list of the campus buildings, a room list for a specific building, or a
room’s detailed information.

Two important items above the line are the “get info” button and the “Campus Excel” button. The “get
info” button is used to retrieve the information for the campus after one of the other filter fields has
changed. The “Campus Excel” button will create an excel spreadsheet of all available PSI data for every
building on the entire campus.

Filter Fields
The fields above the line that are used to filter the information below the line include:

e Bldg No./Abbrev
e Room No.

e Department

o Select file

BCI_PSI Web Applications.Docx 10/18/2010
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e Splits

The first filter field above the horizontal line is “Bldg No./ Abbrev”. If you enter the building number or
abbreviation in this field and then select the “get info” button, the room list for that building will appear.
This is the same view that you would see if you clicked the specific building information in the building
list.

The next field you can filter on is “Room No”. If you have entered a building number in the “Bldg
No./Abbrev.” field and a room number in this field and then select the “get info” button, the page will
display the detailed information for that room. This is the same view you would see if you clicked a
specific room in the room list.

The next field is the “Department” field, which displays departments currently in use on the campus.
This list may be sorted by name or department number. Selecting a specific department and clicking
the “get info” button will display a list of all rooms assigned to a specific account across the entire
campus. To display a list of rooms for a specific department and building, select the department, enter
the building number or abbreviation, and then click the “get info” button.

The next field is the “Select file” field. This determines whether the information displayed is for the
current file or a previous year. The last field is the “Splits” field, which will limit the building list based
on specific campus breakdowns. Not all campuses have split information, so your screen may not show
this field.

Detailed Information

Below the horizontal line, when the PSI information is first loaded, the list of campus building is
displayed sorted by the building abbreviation. At the stop of the page is a description of the information
displayed. For this example, the description displays “Building Listing for Canton sorted by BUILDING
ABR ascending using the Current file (2010)”. Information can also be sorted by building name, building
number, gross square feet, major use, condition code, and status by clicking on the table header.
Clicking on the header a second time will reverse the sort. For example, clicking the “BLDGABR” header
would resort the buildings in reverse alphabetical order. The red arrow next to the header indicates the
column the data is sorted on and the sort direction.

There is also a “get Excel” button on the campus building list page. This will create an excel spreadsheet
containing the information displayed in the building list.

Buildings that have been added to the BCl with a future condition code (such as under design or under
construction) will be displayed in the PSI, but will have a status of “NO PSI” if no spaces have been
added.

The PSlinformation is listed in rows. Hovering over a row will change the color of the row to indicate
the row is active. If you click on an active row, you will go to a room list for that building sorted by room
number. For example, from the building list you would drill into the room list for a specific building. You

BCI_PSI Web Applications.Docx 10/18/2010
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can also enter the building number or abbreviation in the “Bldg No./Abbrev.” Field and select the “get
info” button.

S5 |+ | @ suiding Inventory/Space Inv... | €& Physical Space Inventary -8 “| pmm v Page ~ Safety - Tools -

State University Construction Fund

Physical Space Inventory

Campus: G Bldg Mo./Abbrev, 0272 Room Mo.
Department sczt (0} - OfF; Select file: | Surr=nt fie et
Splits: v lect PSI records
Room Listing for Canton - Building ALUMHS - 0013 sorted by Room Ne. ascending using the Current file (2010}
page 1of 2 MEXL--= GotoFage:| 1 ¥

BUILDING ROOM ROOM NO. & LINE NO. DEPT. DEPT. NAME SPACE TYPE SPACE DESC PRORATED HSF STATUS

LUMHE - 0013 ALUMN HousE

clelelEle|e|elE]|E

olojo|alolo]o]alololo]o]alalo

E|EIEIE

#NI RELATIONS

At the stop of the page is a description of the information displayed. For this example, the description
displays “Room Listing for Canton - Building ALUMHS - 0013 sorted by Room No. ascending using the
Current file (2010)”. Information can also be sorted by room, line number, department, department
name, space type, space description, prorated nominal square footage, or building status by clicking on
the table header. Clicking on the header a second time will reverse the sort. For example, clicking the
“ROOM NO” header would resort the buildings in reverse alphabetical order. The red arrow next to the
header indicates the column the data is sorted on and the sort direction.

There is also a “get Excel” button on the room list page. This will create an excel spreadsheet containing
the information displayed in the room list. You will also see a “Return to Building List” button above the

horizontal line. Clicking on this will take you back to the building list.

The room list displays all rooms in the selected building, including multiple lines for rooms that have
been split into multiple uses. Just as at the building level, hovering over a room row will change the
color of the row to indicate it is active. Selecting any active line in a room will send the user to the detail
page for the room, which will display information for all lines. Data elements that are only reported on
line 1, but are relevant for the entire room (such as room height), are displayed at the bottom of the

page.
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58|~ | @Buiding Inventory/Space Inv... | @@ Physical Space Inventary X | £ - B - O & - Page~ Safety- Tools~

State University Construction Fund

Physical Space Inventory Pellnguiny.cin

Campus: Cantzn

Room No.

Department scxt: [neme] [dept no ]|E%£>

splts:

Return to Room List_]

Data Elements that are reported on Line 1
e station

Room Height

You will now also see a “Return to Room List” button above the horizontal line. Clicking on this will take
you back to the room list for the current building.

PSI Update Authority

If you have PSI Update Authority, you will have all the rights that the PSI Inquiry Authority has and be
able to edit some of the PSl information. The main difference that you will see is the appearance of add
and edit buttons throughout the application for the current file. Pages showing previous years PSI
information are not editable — so if the “Select file” displays anything other than “Current year”, the edit
buttons will not appear.

Adding a Room
You may add space to an existing building on the current file. There will be an “Add Room” button at
the top of the room list page.

28 | - | @ Building Inventory/Space Inv... | @ Physical Space Inventory X LB ) @ - Page- Safety - Tools -
State University Construction Fund
Physical Space Inventory Pellnginy.cin
Campus: Cantan Room Ho. I:l
Department sorc: [nzme] [dept no.] | selac o) -G Selectﬂle:| Current file h
Splits: hd be
Room Listing for Canton - Building ALUMHS - 0013 sorted by Room No. ascending using the Current file [2010)
Add Aoon | ———————
page 1of2 Next-> Goto Page'
BUILDING ROOM ROOMHO, & LINE NO. DEPT. HAME SPACE TYPE SPACE DESC PRORATED HSF STATUS
ALUM =oRCH 1 ALUMNI RELATIONS B HousE 20 C
ALUM HOUSE 22 ¢
ALUM HOUSE 104 C
ALUM HOUSE 40
ALUM HOUSE [
LM oz c

Clicking on the “add room” button will display an area to the right of the room listing information,
prompting the user for a room number and total net square footage of the room. The room number
must not be previously in use.
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< gBulldlngIﬂvenboryISDacelnv éPhYS\EE|5DEEEIHVEFIbJFY X M —| o=y ~ Page~ Sal

State University Construction Fund

Physical Space Inventory

Campus: Camen Bldg No.JAbbrev. RoomMo. | |
Department scxt: [name] {deps no.] [ ssket s Szpanment Note: (5) - Offisial (8) - Specia Select file: | Sur=nt fiz

splts:

be uzed o slent FEI renords

Add New Room

Roem Listing for Canten - Building ALUMHS - 0012 sorted by Room Ho. ascending using the Current file [2010) ‘ =
Room Mo HEF

page 1of2 Next.> GD(DPage

When you click on the add room displayed in the boxed in area, an add screen will appear. The user
may create from 1 to 9 different lines (splits) for each space. Multiple lines are used when a room has
multiple departments or multiple space types in the same physical room. At least one line must be
used.

gsmldmg Inventory/Space Inv.. éths\cal Space Inventary X = = L@; + Page > Safety ~ Tools
State University Construction Fund
Physical Space Inventory Fellnguincin
Campus: anton

Bldg No./Abbrev.

Room Ho. I:l

Department zcrs: [name] [dept ne ]|Eé— cepartman:
Splits: |

L@ o | T =] | | | | | | | | C 1 [noogong
w2 | L I | | | | | | | | R
wo 3 | L ][ I | | | | | | | | L1 [noogdng
w4 | L ][ I | | | | | | | | L] [oooddang
e s | L1 I | | | | | | | | L1 [ogodang
wo 8 [ T 11 I | [ [ | [ | | | I
wo 7 [ T 11 I | [ [ | [ | | | I
w8 [ T 11 I | [ [ | [ | | | I
Wi s [ 1 I | [ [ | [ | | | C 1 [ooning

. _____________________________________________________________________________________________________________|

Data Elements that reported on Line 1

U U L L] L L]

You can add the room information and then click the “apply changes” button to save the room
information or the “cancel changes” if you want to return to the room list without adding the room.
Please note: Unless you click on the “Apply Changes” button, any changes you make to the page will
NOT be saved and room will not be added. If any of the added entries are invalid, such as the space
time percentages do not add up to 100%, a message box with the error will appear. You will be
prompted to correct the entered data or cancel the changes.

Each line in a room will have the same room number and NSF, but may have different space names,
number of stations, space types, user codes, department numbers, percent space, percent time, parking
square footage, and campus flags. A detailed description of these fields is provided in the PSI Manual.
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There are a few field options particular to the PSI web application regarding these fields that are

described below.

o Number of Stations: Certain space codes require an entry of number of stations, as described in
the PSI Manual. In addition, space type codes for parking (7100, 7110, 7115, and 7125) should
include the number of parking spaces available as the number of stations.

e Space Type Code: The space type code has a link on the column header that will open up a new
window with a list of space type codes. The space type code field will also generate a list of
options as information is typed into the field. For example, typingin “1” in the field would
generate a list of “1001”, “1050”, “1100”, “1250”, etc. Typing in “10” would generate a list of
only “1001” and “1050”. Please note the Space Type Name only appears after the space type

code has been entered and the room update has been saved.

e Department Number: The department number has a link on the column header that will open
up a new window with a list of department numbers. The department number field will also
generate a list of options as information is typed into the field. This field requires two
characters to be entered before the list is generated. Please note the department name only
appears after department number has been entered and the room update has been saved.

e Percent Space and Time: If these fields are left blank, the web update will assign a value of
100% to both. Values from 1 to 100 are acceptable. For rooms with multiple lines, the sum
total of each percent space multiplied by the percent time must equal 100%. For example:

Line % Space % Time Total % (Space * Time)
1 50 50 25
2 50 50 25
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3 50 100 50
Total 100

e Prorated NSF: The prorated NSF is calculated based on the NSF and the percent space and time
and is calculated based on these entries. No direct entry is allowed. The total prorated NSF for
the room’s lines will add up to the NSF.

e Parking Square Footage and Parking Lighted: These fields are only applicable to space type
codes for parking (7100, 7110, 7115, and 7125).

Updating a Room
You can edit existing room information by going into the room detail page and then clicking the “update
mode” button at the bottom of the screen.

Data Elements that are reported on Line 1

The update screen looks exactly like the screen used to add rooms and the same data requirements
apply.

~ | @ Buicing Inventory/Space Inv... | (@!Physical Space Inventory X | - Page - Safety~ Took -~

State University Construction Fund

Physical Space Inventory

Campus: Cantan Bidg No./Abbrev. Room Ho.

epartment sort - [name] [deps no ] | 52kt 3 depanment Note: (0] ~ Offisisl () — Spasia v| Coment =

zpi(sr:t t to select PSI
32 Canto KHL COOK HALL 0002 33,088 01 - Instruction

,: No. , = No. k:, E,:, Nams — Stations NS k- = l;_:L-J;-:F\: . | sercode  Dept Mo ;u ; = %Spme Prorsted t : tl- EEEEEEEE

X 0107 z c £C C oFE e | pacurvore | = BIOLOG z : I:l EEEEEEEE
oo 3 | I L 1 I 1 (| [ [
oser | I L1 I O | [ | o
o s | I L1 I O | [ | o
o s | I L1 I O | [ | o
owr 1 | I L1 I O | [ | o
owr s | I L1 N O | [ | [
oor 3 | I L] L HOad0moE]

___________________________________________________________________________________________________________________|]

A o m

You can update the room information and then click the “apply changes” button to save the room
information or the “cancel changes” if you want to return to the room list without updating the room.
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Please note: Unless you click on the “Apply Changes” button, any changes you make to the page will
NOT be saved. If any of the updated entries are invalid, such as the space time percentages do not add
up to 100%, a message box with the error will appear. You will be prompted to correct the entered data
or cancel the changes.

To add additional lines, you can enter the status, space name, and other fields as needed, along with the
percent space and percent time. The percent space and time for existing lines must also be adjusted so
that the sum total of each percent space multiplied by the percent time is still 100%. Once the “apply
changes” button has been clicked, the new line will be added.

To delete lines, adjust the remaining lines percent space and time to add to the 100% mark. Then click
on the “X” next to the line to be deleted.

.
i Room Mo. Line No.  Status Room Mams g;ti's NSF Spst
y 00T T oW SCIEMCE FAC OFC 44 ( (30D
| EHF——s— [T W SCIEMCE FAC OFC 44| | 30D
= — - = =

Deleting a Room
To delete entire room, go to the room detail page and click on the “delete room” button at the bottom
of the page. This will delete the entire room and all of its respective lines.

Data Elements that are reported on Line 1
PC Workststion |=olstion Radistion
Fizmm Height Support Riooms Incubator Labs Imaging lze Rin
[ updats mods ] [ delete room ]4—
PSI Annual Reports

The PSI Annual Reports menu item takes you to a list of available reports for your campus. To see a
specific report, select the report term and year. This will populate a pull down with all the reports that
are available for that time period. Select the report and click the “Get Report” button.
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52 - (@ Buiding Inventory/Space Inv... | & Physical Space Inventory Menu . i€ Select PSI Report X

State University Construction Fund

Physical Space Inventory Annual Reports

Please select from the options below:

Fall2009 v PSFUNCTB PDF v ||_Get Report

More detail on what is displayed in each report is available in the PSI Manual.

PSI Mass Update
If you have PSI Update Authority, you will be able to make mass updates to the PSI information for your
campus. There are four options for mass updates of PSI Data:

e Campus wide department change
e Building department change

e Building status change

e Building room change

Campus Wide Department Change

This type of mass update will change the number for a department for the entire campus. Type the old
department number in the first text box. A list of existing departments used on campus will be
generated as information is typed into the old department field. You can select the department number
from this list if you wish. The old department number must be currently in use in a space on the
campus. Type the new department number into the second text box. A list of possible department
numbers will be generated as information is typed into the field. You can select the department number
from this list if you wish. The new department must be an available department number for the campus.
Once both fields are complete, click the “Update” button.
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& PSiMassUpdate - Windows Internet Explorer

= .
2] suny.edu ¥ | b Certificate Error || ¥2 || X }:? ‘,0 &

herdboo =

Fle Edt View Favortes Tools Help

T Favorites | 55 Google & + [ Free Hotmail €] -
58 |+ | @ uiding Inventory/Space Inv... | @ PSIMassUpdate X BB - - pxer shtys Tk @ >
%‘g State University Construction Fund
3 & _
PSI Mass Update BSDMassUpdate cin
Yew yort
PSI Application
Campus: Canton Update
Type of Change: \[Calﬂpuswlde Department Change V‘
LE oid New
Department | 36| [ -
3600070000 A
Note: 8600080000
3600020000
3600110000
e« Onlyb o

e Requests to update a building abbreviation must be submitted with a form to the State University Construction Fund Information Services Department.

Building Department Change

This type of mass update will change the number for a department within a specific building. Select a
building from the building pull down list. Then select a department number from the old department
pull down list, which will only contain departments used for the specific building. Type the new
department number into the text box. A list of possible department numbers will be generated as
information is typed into the field. You can select the department number from this list if you wish. The
new department must be an available department number for the campus. Once both sets of fields are
complete, click the “Update” button.
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PSIl Mass Update

Campus: Canton

Type of Change: | Building Department Change V|

m Field Old New
Building v ALUMHS - ALUMNI HOUSE

Depanmenl| select a department Note: {0} - Official: (S) - Special V|

Note:

® Only buildings with active P3l records are displayed
e Requests to update a building abbreviation must be submitted with a form to the State University Construction Fund Information Services Department.

Building Status Change

This type of mass update will change the status for all spaces within a specific building. Select a building
from the building pull down list. Select the status from the old status pull down list, which will only list
statuses currently in use in the building. Then select the new status from the new status pull down list.
Once both sets of fields are complete, click the “Update” button.
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53| - | € Building Inventory/Space Inv... I@PSIMESSUDC‘EE x| & - 8 =

State University Construction Fund

PS3l Mass Update

BSI Application
UCF Portal Home Campus: Canton Update

Type of Change: | Building Status Change V|

Hel

Fild ol Now
Building ‘ALUMHS - ALUMMNI HOUSE V| ALUMHS - ALUMNI HOUSE
Note:

& Only buildings with active PSI recerds are displayed
s Requests to update a building abbreviation must be submitted with a form to the State University Construction Fund Information Sernvices Department

Building Room Change

This type of mass update will change the room number for all lines associated with the current room
within a specific building. Select a building from the building pull down list. Type the old room number
into the first text field. A list of existing room numbers will be generated as information is typed into the
field. You can select the room number from this list if you wish. The old room must be an existing room
number for the building. Then enter the new room number in the second text box. The new room
number cannot already exist in the system. Once both sets of fields are complete, click the “Update”
button.

88 - gBulldmgInvenmrijpace Inv... @PSIMESSUDdate x @ . I’__J —

Iéil

State University Construction Fund

PSI Mass Update

Campus: Canton

Type of Change: | Building Room Change V|

m Field Old New
Building |ALUMHS - ALUMMI HOUSE V| ALUMHS - ALUMNI HOUSE
Room I‘.Io.| ||
Note:

s Only buildings with active PSI records are displayed
®» Requesis to update a building abbreviation must be submitted with a form to the State University Construction Fund Information Services Deparment.

PSI Dummy Accounts

A dummy account allows campuses to assign space to a non-state entity (employee union, student
association, private enterprise, etc.) that has no official SUNY chart of account. Each campus business
office is responsible for maintaining the official SUNY chart of accounts.

Adding a Dummy Account

Select “Add” as the type of edit. Enter the new 10 digit department number and its description (up to
32 characters). Select the “Update” button. Please note that account numbers that are currently in use
or that have been deleted cannot be re-added.
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==l éBuiId\ng Inventory/Space Inv... I@PSIDummyAccounts x | & . r__J -

State University Construction Fund

PSI Dummy Accounts

PSI Application
SUCortaI Home Campus:  Canton Update
SUNY Portal Home Type of Edit | Add 3

Add New Dummy Account

New Description |

Deleting a Dummy Account

Select “Delete” as the type of edit. A list of active dummy accounts will be displayed. Place checks next
to those accounts you wish to remove and select the “Update” button. You cannot delete an account
that currently has spaces assigned to it in the PSI. Please note: Deleted dummy accounts cannot be
reused or reassigned. These accounts are kept on the file for future reporting purposes, but they are
flagged as being deleted.

PSI Complete
Once you have completed your BCl and PSI updates, check the “Complete” box and select the “Save”
button. This will indicate that your PSI campus updates are complete for the current reporting cycle.

B8 - '_r,éBuiId\ng Inventory/Space Inv... @PSIDummyAccounts I@PSICampusComplebe X‘ @ B = o=

State University Construction Fund

PSI Complete

REEEpphca o Campus: Canton

SUCF Portal Home
SUNY Portal Home Complete: []
E—

Ifthe campus PSl is complete for the current update cycle, please check the box above
Note:

s Once the PSIhas been marked complete, the PSIfile will not be editable until the file is officially marked acceptedifrozen by SUCF Information Senices

This will lock the campus file and prevent further updating until SUCF has frozen all of the campuses and
begun the annual reporting process. Please contact SUCF Information Services if the file is locked in
error. Once SUCF has frozen the campus files, a new “current” file is created and campuses can resume
updating the current file.
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PSI Bulk Uploads

Campuses will still be able to bulk load PSI data, provided that the files are in the correct file format.

Acceptable File Formats

For campuses that wish to provide an entire PSI replacement file (where the existing PSI data will be
deleted and replaced with the campus submission), SUCF will accept the standard “bulk load” extract
format (Appendix B) or the cardl and card2 format (Appendix C). These have also previously been
transmitted to all campuses. For partial replacements, SUCF will only accept the cardl and card2
format. SUCF will no longer accept hard copy transaction forms or EXCEL files.

To assist campuses with extracting their data from their existing systems, a guide for creating a flat file
from ACCESS is available in Appendix D. A guide for using ACCESS to convert an EXCEL file into a flat file
is available in Appendix E. Please note that the columns in ACCESS must be in the expected order of the
flat file format you are trying to generate.

Sending SUCF IS Bulk Load Files

To send bulk load files to SUCF IS, you need access to the SUCF secure FTP site. Please contact SUCF IS
for a username and password for the site. You will also need an FTP client, such as Filezilla. SUCF IS will
provide specific FTP instructions once you have access to the site. After the bulk load file has been
moved to the SUCF FTP site, please email SUCF to notify us that an update is ready for processing.

Campus Notification
After SUCF IS uploads the bulk load file, one of three things will happen:

1. If there are no errors in the file, the data will be uploaded into the PSI system and the campus
notified.

2. If there are a few errors in the file (less than 15%), the campus will be given the option to either
accept the errors and adjust the rooms with these errors via the web application or resubmit the
entire file.

3. If there are more than 15% errors, the campus will be required to resubmit the entire file.

If there are any errors in the file, regardless of the number of errors, the campus will be provided with a
text field indicating the line number in the original file received from the campus, the building, room
number, and the error.
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[ PSI2817Errorlist.txt - Notepad

File Edit Format Wiew Help

Line BuildingRoom Mo Error

6430 2T-DM AL001 Mumber of sStations must be greater than 0 for space type (9001)
6438 2T-DM  A1009  Number of stations must be greater than 0 for space tType (9001)
6445 2T-DM A1016  Number of Stations must be greater than 0 for space type (9001)
6449 2T-DM AL0Z0 Mumber of Stations must be greater than 0 for space type (9001)
6454 2T-DM Al025  Number of statjons must be greater than 0 for space type (9001)
7174 2T-DM 02204  Number of stations must be greater than 0 for space type (5000)
7175 2T-DM 02208 Mumber of Stations must be greater than 0 for space type (5000)
Conclusion

The BCI/PSI web application will make it easier for campuses to both access their information and
update it. Continuous updating of the information as changes occur is encouraged. Please contact SUCF
IS if you have any questions or need assistance.
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Appendix A: Add Delete Building from BCI Form
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SUNY BUILDING CHARACTERISTICS INVENTORY UPDATE

CAMPUS: DATE:

CAMPUS CODE: PAGE: OF

PREPARED BY:

ACTION (checkone) ADD BUILDING [] CHANGE BUILDING DATA [ ]

Building Abbreviation Building Number Building Name Owner Code Major Use Gross Area
25 Characters including spaces

Occupancy Date Construction Date Condition Code Construction Code Style Code

mmyyyy

Construction Cost ($000)

mmyyyy

Design Cost ($000)

Floors Above Grade

Floors Below Grade

Number of Elevators

Heating from Central Plant (Y/N)
Location

Lease Number

Air Conditioning from Central Chiller Plant (Y/N)

Location Description (if not main campus)

Standby Generation (Y/N)

Address

Science
Special Buildings:
check - multiple ok) Field

House (F)

Building (Y) o
[

Nurse's President's Parking
Residence (N) [ Residence (P) Structure (X) [
Air O Non Resid [] MathM) [

Structure (A) Pres Fac (G)

Heating

Plant (H) ] Incubator (I) [ ]

Mixed Science,

Engineering (E) [] Engineering, Math (D)

Non Stud Dormitory

Campus
Housing (R) [

Schools (C) [
] Hospital (L) [

ACTION [ ] Building Abbreviation Change

0ld Building Abbreviation

New Building Abbreviation

ACTION [ ] Delete Entire Building

Building Abbreviation

Reason for deletion

Aug-09




Appendix B: Bulk Load Master File Format
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State University
Construction Fund

System Name Physical Space Inventory

Data Processing Page 1 of 2
Record Layout Date : 10/02/01

Record Name PSI Standard Extract

Record Format F Record Size 158
Field Name Size Dec Type From Thru Remarks
Campus 5 0 |ALPHA 1 5
Building Abbreviation 6 0 [ALPHA 6 11
Room No. 6 0 |ALPHA 12 17
Line No. 1 0 |ALPHA 18 18
Status 1 0 |ALPHA 19 19
No. of Stations 4 0 |NUMBER 20 23
Total NSF 5 0 |NUMBER 24 28
Space Type Code 4 0 |ALPHA 29 32
User Code 4 0 |ALPHA 33 36
Future User Code 6 0 [ALPHA 37 42
Space Name 17 0 |ALPHA 43 59
Workstations 1 0 |ALPHA 60 60
Isolation Room 1 0 |ALPHA 61 61
Incubator Lab 1 0 |ALPHA 62 62
Raidation Imaging 1 0 |ALPHA 63 63
Ice Rinks 1 0 |NUMBER 64 64
Enviromental Chamber 2 0 |[NUMBER 65 66
Swimming Pools 1 0 [NUMBER 67 67
Cooler/Freezer 2 0 |[NUMBER 68 69
Functional Split 1 0 [ALPHA 70 70
Physical split 1 0 |ALPHA 71 71
Fillerl 5 0 |ALPHA 72 76
Chart of Accounts 10 0 |ALPHA 77 86
% Space 3 0 |NUMBER 87 89
% Time 3 0 |NUMBER 90 92
Proration Factor 5 3 |[NUMBER 93 97
Calculated NSF 5 0 |NUMBER 98 102
Parking Lighted 1 0 |NUMBER 103 103
Parking Sq. Footage 7 0 |NUMBER 104 110
Filler2 1 0 |ALPHA 111 111
Room Height 5 2 |NUMBER 112 116
Campus Flag 1 1 0 |ALPHA 117 117
Campus Flag 2 1 0 |ALPHA 118 118
Campus Flag 3 1 0 |ALPHA 119 119
Campus Flag 4 1 0 |ALPHA 120 120
Campus Flag 5 1 0 |ALPHA 121 121
Campus Flag 6 1 0 |ALPHA 122 122
Campus Flag 7 1 0 |ALPHA 123 123
Campus Flag 8 2 0 |ALPHA 124 125
Filler 3 3 0 |ALPHA 126 128




State University
Construction Fund

System Name Physical Space Inventory

Data Processing Page 2 of 2
Record Layout Date : 10/02/01

Record Name PSI Standard Extract

Record Format F Record Size 158
Field Name Size Dec Type From Thru Remarks
RF Flag 1 0 |ALPHA 129 129
Filler 4 1 0 |ALPHA 130 130
Air Cond. Space 1 0 |ALPHA 131 131
Filler 5 13 0 |ALPHA 132 144
Old Space No. 6 0 |ALPHA 145 150
Old Bldg. Abbrev. 6 0 |ALPHA 151 156
Filler 6 2 0 |ALPHA 157 158




Appendix C: Bulk Load Card1 and Card2 Format
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STATE DATA PROCESSING
UNIVERSITY RECORD LAYOUT Page__1 of 3

CONSTRUCTION FUND
State University Plaza

Date _5/31/94 - REVISED

System File
Name PHYSICAL SPACE INVENTORY Name
Source Record
Program Name PSI TRANSACTION #1
File Record Record Block
Sequence Format F Size 80 Size
Field Name Size | Dec | Class | From | Thru Remarks

Action Code 1 A 1 1 A-Add: C-Change; D-Delete
Campus Number 4 A 2 5 Standard 4 Digit Campus No.
Building Abbreviation 6 A 6 11 Standard BCI Abbreviation
New Building Abbreviation 6 A 12 17 For Changes Only
Space Number 6 A 18 23
New Space Number 6 A 24 29 For Changes Only
Line Number 1 A 30 30 ‘1’, If Prorated “2” — “9” allowed
Status 1 A 31 31 ‘C’, ‘A’ ‘N, ‘U’ or ‘P’
Number of Stations 4 N 32 35 Right-Justified, 0-Filled [l1.E. 0002]
Net Square Footage 5 N 36 40 Right-Justified, 0-Filled [l.E. 000212]
Space Type Code 4 A 41 44
User Code 4 A 45 48
Space Name 17 A 49 65
Department (COA) 10 A 66 75

Default Value Is “*** = 100% (1.00)
Space Utilization Factor 2 N 76 77 Right-Justified, 0-Filled

Default Value Is “*** = 100% (1.00)
Time Utilization Factor 2 2 N 78 79 Right-Justified, 0-Filled
Card Number 1 2 A 80 80 ‘0




STATE

DATA PROCESSING

UNIVERSITY RECORD LAYOUT Page_ 2 of 3
CONSTRUCTION FUND
. . Date 5/31/94
State University Plaza
System File
Name PHYSICAL SPACE INVENTORY Name
Source Record
Program Name PSI TRANSACTION #2
File Record Record Block
Sequence Format F Size 80 Size
Field Name Size | Dec | Class | From | Thru Remarks
Action Code 1 A 1 1 A-Add: C-Change; D-Delete
Campus Number 4 A 2 5 Standard 4 Digit Campus No.
Building Abbreviation 6 A 6 11 Standard BCI Abbreviation
New Building Abbreviation 6 A 12 17 For Changes Only
Space Number 6 A 18 23
New Space Number 6 A 24 29 For Changes Only
Line Number 1 A 30 30
These flags are set to 0 initially. Any other value

Campus Flags: May be entered by the campus.

Flag 1 1 A 31 31

Flag 2 1 A 32 32

Flag 3 1 A 33 33

Flag 4 1 A 34 34

Flag 5 1 A 35 35

Flag 6 1 A 36 36

Flag 7 1 A 37 37

Flag 8 2 A 38 39
Room Height 4 2 N 40 43 Right-Justified, 0-Filled [I.E. 0900, Default]
Reserved 5 A 44 48
Computer Supported Work
Stations 1 A 49 49 ‘Y’ or ‘blank’
Hospital Patient Isolation Rooms 1 A 50 50 ‘Y’ or ‘blank’
Incubator Labs 1 A 51 51 ‘Y’ or ‘blank’
Radiation Imaging Equipment 1 A 52 52 ‘Y’ or ‘blank’




STATE
UNIVERSITY

CONSTRUCTION FUND
State University Plaza

DATA PROCESSING

RECORD LAYOUT
CONTINUATION

Page 3 of

Date 5/31/94

Field Name Size | Dec | Class | From | Thru Remarks
Ice Rink 1 N 53 53 Right-Justified, 0-Filled
Environmental Chambers 2 N 54 55 Right-Justified, 0-Filled
Swimming Pools 1 N 56 56 Right-Justified, 0-Filled
Walk-In Coolers/Freezers 2 N 57 58 Right-Justified, 0-Filled
Parking — Lighted? 1 A 59 59 ‘Y’ or ‘blank’
Parking — Square Footage 7 N 60 66 Right-Justified, 0-Filled
Air Conditioned Space 1 A 67 67 ‘Y’ or ‘blank’
(Blank) 12 blank 68 79
Card No. 1 A 80 80 ‘2’
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How to Create a Flat File from Access for PSI

1. Make a copy of your table structure (just the structure, not the data).

Paste Table As

Table Name:
Copy Of ADM_BG1 |

Paste Options
) structure Only

{(®) Structure and Data

(") Append Data to Existing Table

2. Modify the format of the NEW table to have all text fields with the appropriate length (i.e., Campus would be a
text field with 5 characters). Save the table and close it.

‘,E!:: = B = Table Taals Databasel : Database (Access 2007) - Microsoft Access - O X

Home Create External Data Database Tools Design @

E 5N =, —raInsert Rows
View || Primary Builder Test Validation *‘I Praperty Indexes
- Key Rules el Lookup Column || gheet
Wiews Tools Show/Hide
All Tables + «|[=3 aomBer (=T apm.BG1 Queny (-5 anDataWE Copy Of ADM_BG1
Tablel % Field Name Data Type Description -
B Tablel: Table CANMPUS Text v =
ADM BG1 IS BLDG ABR Text
E5 ADM_BGL: Table ROOMNO Text
LINE Text
¥ CopyData stat Text
G¥ ADM_BGL Query NBR STAT Text
PSIDataText 2 TOTAL NSF Text
5 psiDataText : Table SPCETYPE Text
Copy Of ADM_BG1 x USER CODE Text
FUTCD Text
F5 Copy OF ADM_BGL : Table e
SPACE NAME Text
Work Stations Text
Iso Rm Text
Incu lab Text
Rad Imag Text
ice rinks Text
Env Chmb Text
Swmg Poals Text
Coolers/Freezers Text
Func Split Text
Phys Split Text
Fillerl Text
Chart Accounts Text
% Space Text
% Time Text
Pro Fact Text
Calc NSF Text -
Field Properties
General |Logkup|
Field Size 5| "~
Format B
Input Mask T
Caption
Default Value
Walidation Rule The maximum number of characters you can
Walidation Text enter in the field. The largest maximum you
Required Ho can set is 255, Press F1 for help on field size,
Allow Zero Length Yes
Indexed o
Unicode Compression | No
IME Mode o Contral
IME Sentence Mode None
Smart Tags b

Design view, F§ = Switch panes. F1 = Help. Num Lock [T /68 (0. 15]




3. Create a new query with the following SQL. You will need to update the table names (highlighted in yellow) and
make sure the column names are correct. You can do this with find replace in word and then copying in the SQL
part of the query. Essentially, this step pads the values that need extra zeros.

INSERT INTO [Copy Of ADM_BG1] ( CAMPUS, [BLDG ABR], [ROOM NOJ, LINE, Stat, [NBR STAT], [TOTAL NSF], [SPCE TYPE],
[USER CODE], [FUT CD], [SPACE NAME], [Work Stations], [Iso Rm], [Incu lab], [Rad Imag], [ice rinks], [Env Chmb], [Swmg
Pools], [Coolers/Freezers], [Func Split], [Phys Split], Fillerd, [Chart Accounts], [% Space], [% Time], [Pro Fact], [Calc NSF],
[PKG LT], [Parking NSF], Filler2, [Rm Height], C1, C2, C3, C4, C5, C6, C7, C8, Filler3, [RF Flag], Filler4, [Air cond], Filler5,
[old space no], [old Bld Abbr], Filler6)

SELECT ADM_BG1.CAMPUS, ADM_BG1.[BLDG ABR], ADM_BG1.[ROOM NO], ADM_BG1.LINE, ADM_BG1.Stat, String(4-
Len(CStr([NBR STAT])),"0") & CStr([NBR STAT]) AS Exprl, String(5-Len(CStr([TOTAL NSF])),"0") & CStr([TOTAL NSF]) AS
Expr2, ADM_BG1.[SPCE TYPE], ADM_BG1.[USER CODE], ADM_BG1.[FUT CD], ADM_BG1.[SPACE NAME],
ADM_BG1.[Work Stations], ADM_BG1.[Iso Rm], ADM_BG1.[Incu lab], ADM_BG1.[Rad Imag], String(1-Len(CStr([ice
rinks])),"0") & CStr([ice rinks]) AS Expr3, String(2-Len(CStr([Env Chmb])),"0") & CStr([Env Chmb]) AS Expr4, String(1-
Len(CStr([Swmg Pools])),"0") & CStr([Swmg Pools]) AS Expr5, String(2-Len(CStr([Coolers/Freezers])),"0") &
CStr([Coolers/Freezers]) AS Expr6, ADM_BG1.[Func Split], ADM_BG1.[Phys Split], ADM_BG1.Fillerl, ADM_BG1.[Chart
Accounts], String(3-Len(CStr([% Space])),"0") & CStr([% Space]) AS Expr7, String(3-Len(CStr([% Time ])),"0") & CStr([%
Time ]) AS Expr8, CStr(Format([Pro Fact],"0.000")) AS Expr11, String(5-Len(CStr([Calc NSF])),"0") & CStr([Calc NSF]) AS
Exprl0, ADM_BG1.[PKG LT],, String(7-Len(CStr([Parking NSF])),"0") & CStr([Parking NSF]) AS Expr12, ADM_BG1.Filler2,
CStr(Format([Rm Height],"00.00")) AS Expr9, ADM_BG1.C1, ADM_BG1.C2, ADM_BG1.C3, ADM_BG1.C4, ADM_BG1.C5,
ADM_BG1.C6, ADM_BG1.C7, String(2-Len(CStr([C8])),"0") & CStr([C8]) AS Expr14, ADM_BG1.Filler3, ADM_BGL1.[RF Flag],
ADM_BG1.Filler4, ADM_BG1.[Air cond], ADM_BG1.Filler5, ADM_BG1.[old space no], ADM_BG1.[old Bld Abbr],
ADM_BG1.Filler6

FROM ADM_BG1;

Alternately, you can use the query design feature below with the padding function - String(2-Len(CStr([Field])),"0") &
CStr([Field]) where 2 is the length the field needs to be. Just make sure you update the information for all the values
that are supposed to be numbers in the extract file (i.e., no of stations, total nsf, etc.).



Cin = R ¥ Query Toals Databasel : Database (Access 2007) - Microsoft Access
T e |

- 8 X
Home Create External Data Database Toals Design @
E ' @ @1’ %' /' % x’ @D Union % Zealnsert Rows 3’ Insert Columns z [ Property Sheet
. * I e ®* @ rass-Through =¥ Delete Rows W' Delete Columns EﬁTame Mames
View Run Select Make |Append|Update Crosstab Delete . Show N\ Buil Totals -
- Table w, Data Definition || Taple o Builder E_i-l#ﬂ Return: |All = To] Parameters
Results Query Type Query Setup Show/Hide
All Tables -« |[E3 ADM_BGl‘ﬁ ADM_BG1 Qnm‘T*ﬁ CopyData |, = Copy Of ADM_BG1
Tablel ES =
3 Tablet : Table ADNl—EGl =
-
ADM_BG1 S CAMPUS =
= ADM_BGL : Table ELDG AER.
ROCM MO
¥ CopyData LNE
Y ADM_BGL Query Stat
PSIDataText 2 i
F psDataText: Table
Copy Of ADM_BG1 S
] Copy Of ADM_BGL : Table k4
Py A : 4 »
Field: | Exprd: String(5-Len(C Expri0: String(5-Len{CStri[Cale MSF)L 07 & CStr{[Cale NEF]] | Exprll: String{l-Len{{ Exprl2: String(7-Len(C Filler2 Expri3: String@-len(C <1
Table: ADM_BGL ADM_E|
Sort:
Append To: | Pro Fact Calc NSF PKG LT Parking MSF Filler2 Rm Height [}
Criteria:
or:
1 »

Ready Mum Lack H mu.ui]

4. Save the query and then run the query. You may get some errors if there are null values in columns.
5. Export the new table to a flat file as follows:

a. Select Export to Text.

b. Make sure the “Export Data with formatting” box is unchecked and browse to where you want to put
the export file.



Export

- Text File

Specify the destination file name and format.

Select the destination for the data you want to export

Eile name: |C: \Documents and Settings\hugheske My Documents|Oneonta TempCopy Of ADM_BG 1. tat

Specify export options,

[ ] Export data with formatting and layout.

Select this option to preserve most formatting and layout infarmation when exparting a table, query, form, or report.

Browse...

QK

Cancel

J |

C.

Pick fixed width as the export type. Then click advanced.

& Export Text Wizard

This wizard allows you to specify details on how Microsoft Office Access should export your

data. Which export format would you like?

(") Delimited - Characters such as comma or tab separate each field

@EFixed Width - Fields are aligned in columns with spaces between each field

Sample export format:

1 [2E220ADM-BGC 1C00001105976006651 CIRC EPLCE 000000 2860603000 i‘
TE 2220ARTM-BGCL 1C00000037950516630 CIRCULATICH SPARCE 000000 260835000
?2 8220ADM-BGE 1C00000045276026651 ELEVATCRS 000000 260603000
TEEEEDREH—EES 1CO00000135876016651 STRIRS 000000 860603000
?2 g§220ADM-BGO0O01 1CO0000053377006630 CCMPUTER CTIR 000000 260835000
?2 g§220ADM-BGOO0OIRA 1COO0010011050006630 CCMPUTER CTR QFC 000000 860835000
TE 2220ADM-BGOC0IE 1CO0010010850006630 CCHMPUTER CIR CFC 000000 260835000
?2 g§220ADM-BGOO0IC 1CO0010011150006630 CCMPUTER CTER QFC 000000 860835000
TE 8220ADM-BGOO00OID 1CO0010011150006630 CCHPUTER CIR CFC 000000 260835000
EE g§220ADM-BGOO04 1CO0000026477006653 MECH RM 000000 260620000
HEEEEDRDI‘I—EE:IDCIS 1C00000165077006653 MECH RM 000000 860620000
EE g8220ADM-BGO0O0OE 1CO0000023077006653 ELEV MACH BM 000000 260620000
EE 220ADM-BGO0O0T 1C0005011 0046641 PRINT SHCFE 000000 860815000
HEEEEDED}I—EEJDJ?E 1C00000000877006653 TEL CABINET RM 000000 8260620000 ﬂ
K1 2

iot> ] [ Enen ]




d. Confirm the field information spec is correct (i.e., campus is set to run from characters 1to 5 as listed
on the extract data processing record layout). Then select OK.

E Copy Of ADM_BG1 Export Specification x

File Format: () Delimited

O Fisdiidt”

Fixed Width

QK

Language: |English Saue As..
Code Page: |'-'-a'estern European {Windows)

]
finone} + |

Dates, Times, and Mumbers

Date Order: [#] Four Digit Years

Date Delimiter: El [ Leading Zeros in Dates

Time Delimiter: |:| Decimal Symbal: I:l

Field Information:
Field Mame Start | Width "
CAMPUS 1 5
ELDG ABR. [ [
ROOM MO 12 [5]
LIME 13 1
Stat 19 1
MNER STAT 20 4
TOTAL MSF 24 5
SPCE TYPE 29 4
USER CODE 33 |4 [*]

e. Select “Next” on the remaining screens and then “Finish”.

= Export Text Wizard X

The wizard has made some guesses about where your field breaks occur, Are they correct? If not, you can make adjustments now,

Lines with arrows signify field breaks.
To MOVE a ling, click and drag it.

10 20 30 40 50 &0 70 80

TS Tipooclzossheoopest] Ttac seace 5 TEe06030000k0] «
RDM-BEC1 1loooposTesossesg CIRCULATION SPACE 0 ze0z3500000| |
JRDM-3CE 1 0452(76025851 2 s 260603000010
RDM-BGE 110000013587 6016651 STRIRS 0 260603000010
RDM-BG0001 [ 337700630 COMPUTER CIR s 260835000010
RDM-BGO01A [C0001j001105000630 [CCMPUTER CIR OFC 0 2608350000110
FDM-B 1i0n00100108/50006630 COMPUTER CTR OFC s 260835000010
F.DM-BG 11000010011 1/50006630 [CCMPUTER CIR OFC 0 2608350000110
JRDM-BG 1000010011 1/5000/6630 COMPUTER CTR OFC s 260835000010
F.DM-BE{ 10000z 6477006653 MECE RM 0 2606200000
LDM-3 165007700 R s 2606200

RDM-B ELEV MACH RM =E062

JRDM-3 i35 SHOF 2608150

F.DM-BG| TEL CRBINET RM njoppo 86062000

Cancel ] [ < Back ] [ MNext = ] [ Einish ]




E Export Text Wizard X

That's all the information the wizard needs to export your data.

Export to File:

6. The file should now be in the correct format.

Please note, once you have completed this the first time, you should have an easier time creating follow up updates. All
you will need to do is delete the data out of the “new” table, run the query, and then export the file.



Appendix E: How to Convert an Excel File to a Fixed Width Format File
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Convert an Excel File into a Fixed Width Text File Using
Access

You can convert a file from Excel into a fixed width text file using Access. This can be broken
down into two steps:

1. Importing the data from Excel into Access
2. Exporting the data from Access into the fixed width text file

Importing the data from Excel into Access

1. Open a new blank database in access.

File New Database E]

Save in: |[E|SLICF w @*LIHQXL'JETTDDI_Sv
_Z_ 5,.-_-‘| psi,mdb

My Recent
Docurments

-

Deskiop

My Documents

! File mame: ||:usi.mu:||:| v | [ Create l
My Metwiork, —
Places 3ave as Lype:! |Miu:ru:usu:uFt Office &ccess Database (*.mdb) w | Cancel

2. Before importing the data, every different data definition will need a separate Excel
worksheet. For example, if you have one data definition with widths 30, 40, and 10, and one
data definition with widths 20, 20, 20, and 20, you will need two Excel worksheets. This is to
allow the text fields to be the right size in the final fixed width text file.

3. Import the excel data by going to “File”, “Get External Data” and then “Import”. Browse to the
excel file location.



2 Microsoft Access
sert Tools Window Help Type a question for help |8
curlnt

o

Get External Data P mport..
Close: |q:| Link Tables...

EBX

Save Chrl+s
Cre.

Save As... Create table by using wizard

Export.. Create table by entering data
Page Setup. . Cardl

A Print Preview Card2

Print.. e+
Send Ta >
Database Properties

L psimdb

Exit

@

Ready M

®)c M a0zpm

Import

X

Look in: |[ﬁ SUCF | @ - 0 ﬁ X Ch * Tools -
Copy of PSI2010
|PsI2010.215
My Recent | E]psi Data,xds
Documents
Deskiop
r

My Metwiork,
Flaces

File name: |

vl

E Iﬂ_pu:urt I

Files of bype: |Miu:ru:usu:uFt Exccel (¥, xls)

v)

Zancel
7 |

. Select the Excel worksheet with the first set of data on it and select Next.




B Import Spreadsheet Wizard E

Your spreadsheet File contains more than one worksheet or range. Which worksheet or range
would yau like?

(%) Shaw Warkshests
() Show Mamed Ranges

Sample data For worksheet 'Sheetl’,
1 c ES55 |A-PARE | DOOODOA (1 £ QOS2 poooo -
?C 255 A-PARE | DOOOOE | 1 £ QOZ7 pOoooo
?D 255 [A-PARE | DOOOOE | [1 oooo poooo
TC 355 [A-PARE | DOOOOI | A £ Q018 poooo
?C 555 [A-PAREK | pO0O0O0OQ | 1 £ PO1e Q0O0O00
ED 555 [A—-FPARE | DOOOOER | [1 oooo poooo j
K1 i

Mext= | [ Finish |

5. You may get an alert message. Click Ok.

Import Spreadsheet Wizard

\;) The First row contains some data that can't be used For walid Access field names. In these cases, the wizard will

automatically assign valid field names.

6. If the excel spreadsheet does not have column headings, uncheck the “First Row Contains
Column Headings” box. The example in the image below does not. Select Next.




B Import Spreadsheet Wizard E

Microsoft Access can use wour column headings as Field names For your table, Does the Firsk
rowe specified conkain column headings?

[_] First Foowe Contains Column Headings

1 £ EZ@55 |A-PARE | pOO0OL [ 1 )2 POSE o000 -
TC 855 [A-PARE | D000CE | 1 | POEZ7T Qo000
TD £855 [A-PARK | DO0O0O0E (1 oood poooo
TC £555 [A-PARE ( D000CTI |1 2 pO1s poooo
?C 853 W-PARE [ pOoo0o0oQ [ 1 = POle pOOOO
ED £355 [A-FARE | DO0O0OE | |1 oood poooo j
| 2

Cancel ] [ < Back I Mext = l[ Finish ]

7. Select Next.

E Import Spreadsheet Wizard

You can skore your data in a new table ar in an existing table.,

Where would wou like to store wour daka?

® in a Mew Table

1 [ E855 |A-PARE | pOO0OL [ 1 2 POSE2 o000 o
?C 855 [A-PARE | D000CE | 1 | pO27 poOooad
TD £855 [A-PARK | DO0O0O0E (1 oood poooo
TC £555 [A-PARE ( D000CTI |1 2 pO1s poooo
?C 853 W-PARE [ pOoo0o0oQ [ 1 = POle pOOOO
ED £355 [A-FARE | DO0O0OE | |1 oood poooo j
A i

Cancel ] [ < Back I fext = ][ Einish ]

%)




8. You can enter more information about the data if you will be using this database for other
functions. Otherwise, select Next.

B Import Spreadsheet Wizard E|

You can specify information about each of the fields yvou are imparting,  Select Figlds in the
area below, You can then modify Field information in the 'Field Options' area.

Field Cptions
Field Mame:
Indexed: Mo LV [] Do not impart field (Skip

FiFieldFields [fFields |[HFiFijFielcFieldlFieldFieldFiel
1 855 [W-PARE | pOO0OA [ 1 © QOSE2 pPO0OO0O i‘
P d55 [A-FPARE | pOOO0OE (1 |© POZ27 PO0oo
3 d55 [A-FARK | pOOOOE (1 oood poooo
4 d55 [A-FARE | pO00OTI (1 © PO18 poooo
=] 855 W-PARE | pO0O00Q |1 |2 pOle poooo
£ 855 [A-FAREK | pOOOOE (1 oood poooo j

1 i

Cancel ] [ < Back I Mext = l[ Einish ]

9. If you are only importing the data to export it to text, select “No Primary Key” and then select
Next.



E Import Spreadsheet Wizard

Microsoft Access recommends that you define a primary key For

= wour new kable, A primary key is used to uniquely identify each
FF— record in your table, It allows wou ko retrieve data more quickly,
2 nudommnounn
Fonnyownnouun .
- [—— (7 Let Access add primary key.
Rl +¥% ot i () Choaose my awn primary key,
(&) Mo primary key.
FiFielcFields [fFields |HFjFiFieldField]FielcFielcFiel
LC 555 [A-FARE | DOOOOLA | 1 © Q052 pOooo
LC 255 A-PARE | DOOOOE | 1 £ QOZ7 pOoooo
iD 255 [A-PARE | DOOOOE | [1 oooo poooo
iC 355 [A-PARE | DOOOOI | A £ Q018 poooo
iC 555 [A-PAREK | pO0O0O0OQ | 1 £ PO1e Q0O0O00
iD 555 [A—-FPARE | DOOOOER | [1 oooo poooo
K1

3

Cancel ] [ < Back I Mext = l[

Finish

10. Enter a table name for the new table and select Finish.

E Import Spreadsheet Wizard

That's all the information the wizard needs ko import your data,

Import to Table:

PsICardl]

[] 1 would like a wizard ko analyze my table after importing the

data.

[ ] Display Help after the wizard is finished.

3

[ Cancel ] [ < Back

11. You should receive the message below and see a new table in your table list.




Import Spreadsheet Wizard

\ll) Finished imparting file 'Z:Dacuments and SettingsiHughes) Deskkoph SUCF, Copy aof PSIZ010.xs' ko table 'PSICardl’,

12. Repeat steps 3 through 11 for each Excel worksheet you need to import.

Exporting the data from Access into the fixed width text file
Once you have the data in Access you can export it to the correct fixed width text file.

1. Right click on the table you want to export and select Export.

Microsoft Access - [psi : Database {Access 2000 file format)]

lzl File Edit View Insert Tools ‘window Help Type aquestion for help [« (2 & X%

RN R WE= NN A W= Ne=N R AR Iﬁ'l%’@-l@!

LiFopen B Design Snew | XK | 2o
Ohijects 2| create table in Design view
| = Tables E  create table by using wizard
E fzies Create table by entering data
= E cardt
= F
erme H Cardz
i Reports i ]
by o
ages
2 Macros g Diesign View
Print
&% Madules o B
|4 Print Preview
Groups
& ot
[#] Favorites I
=3 Copy
Save As...
| Export...
Send To 3
Add ko Group 3
Create Shortcut. .,
X Delete
Rename
ﬁ Properties
Ohbject Dependencies. ..
Linked Table Manager

Ready MUM

(—— p— o . - =
1y Start S toMakean 0. | /- /- KODAK Gallery | P...

2. Select “Text Files” in the “Save as Type” dropdown. By default, the file name is the name of
the table you are exporting, but you can change it here if needed. Make sure the “Save
Formatted” box is unchecked. Select Export.



Export Table ‘PSICard1" As X
Saveini |[3) SUCF v| @ @@ X i E - Tools-
T [Z] cardl.bxt
! [Z] PSIzE55- Bray. ToT
My Recent
Docurnents

&l

Deskiop

\$

My Documents

My Computer

e
I

My Metwiork,
Places Save as bype: TEe::-::t Filee

File mame: |p51c5r.j1 v| [] 5ave Formatted

3. The Export File Wizard should now appear. Make sure you select “Fixed Width” as the export
format. Then select Advanced.

B Export Text Wizard

This wizard allaws yau ko specify details on how Microsaft Office Access should expart yaur
data, Which export format waould wou like?

() Delimited - Characters such as comma or tab separate each Field

{E};Fixed Widkh - Fields are aligned in columns with spaces between each Field

ple export Format:

LN
il
=

el ] = )=
=N =E

Advanced... fext = ][ Einish ]




4. The Advanced window allows you to set each field starting position and length (both are
editable). You can also save the specification for use later by clicking the Save As button. The
specification can then be recalled by clicking the Specs button. After you have set the field
widths, click OK. You will need to make sure that the fields are continuous. For example, if the
field starts at 1 for a width of 1, the next field will start at 2.

B Card1 Export Specification

File Format: @) Delimited Field Delimiter: | o
(3) Fizzed Width Text Qualifier:
Cancel
|

Language:; |En|;||ish
Code Page: ‘western European (Windows) v |

—Dates, Times, and Mumbers

Date Order: Four Digik Years
Date Delimiter: [] Leading Zeros in Dates

Time Delimiter: |:| Decimal Symbol: I:I

Field Information:

Field Mame Start | Width e
) L 1 1
Fieldz 2 4 3
Field3 [ =] i
Field4 17 &
Fields 15 &
Fielda 29 =]
Field? 30 1
Fields 31 |1 3

5. Select Next.



B Export Text Wizard

This wizard allows vou ko specify details on how Microsoft Office Access should export wour
data, Which export format waould wou like?

() Delimited - Characters such as comma or tab separate each Field

@;Fixed Widkh - Fields are aligned in columns with spaces between each Field

Sample export Farmat;

1 CZ2855A-FPARE oooooh 1CO05z200000 -
-E_CEBSSA—PARK oooooE 1CO0z7o000o

-E_DEBSSA—PARK O00O00E 1 Qoooooooo

TIEEBSSA—PARK oooooT 1Ca0is00000

-EFCEBSSA—PARK ooooog 1C001e00000

EDEBEEA—PARK OOO00R 1 Ooooooooo j

=
v

Advanced... Mext = ] [ Finish ]

6. You can edit the column breakpoints graphically. If you entered the specifications in the
Advanced window correctly, you should not need to do this. Once you have reviewed the data
preview, select Next.

B Export Text Wizard

The wizard has made some quesses abaut where your figld breaks occur, Are they correct? IF
naok, yau can make adjustments now,

Lines with arrows signify field breaks,

To MONE a line, click and drag it.

10 20 30 40 50
CESS5L-PARE DO00oa) LCpaszpoooo o
CESS55A-PARE Alnninlu): LCpoz 7 oooo
DES558-PARE nOO00E 1| paoopoooo
CESS5(A-PARE nooooT LCpoi1spoooo0
CESS5L-PARE aluinininle LCoo1e00000
D 5550 —-PARE nOaaoE 1| paoopoooo j

& P
Al

Cancel ] [ < Back I fext = ][ Einish ]




7. Select Finish.

B Export Text Wizard E'

That's all the infFarmation the wizard needs to expart wour data,

Export to File:
'tingsiHughes\Desktopl SUCFIPSICard! bxt|

e (<

8. You should receive the message below.

Export Text Wizard

- | ) Finished exporting table 'PAICard1’ to file '2:\Documents and SettingsiHughes\Deskbop),3UCFPSICard]  Ext'

9. Repeat steps 1 through 8 for each table you want to export. Use saved specifications as
available to speed the process.
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