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Space Module Reports - Report Guide

Provides guidance on how to use a space report in Tableau and filter on specific categories. If you have any questions or require additional
guidance, please reach out to Nasreen.Rajani@northwestern.edu.

DIRECTIONS: .
v Space Information Reports
1 Enter Tableau using the M on the We recommend downloading the cross tab view or using the full data set when exporting reports.
FC Reporting page,
Report Name Report Description Square Footage
e Select the desired report within Asslanes Space B a@j area proration assigned to the Total space sf found in column
the Table of Contents for Space B P [ PI. Grant chartstrings can be activated for each | “Total Space Area”. Prorated sf
Module Reports. REPQ rt H . Users can filter by assignee name, building, and = of Assignee found in column
longst others fields “Area Prorate by
! ) Dept./Assignee”
Base Bullding Lists all building information included whether it is owned or Building gross area found in
Report [4 leased, gross area, net/non assignable area, as well as a column “Building Gross Area”.
local/national landmark flag. Users can filter by these along  Building net assignable area
with campus, building ID, and primary use found in column “Building Net

Assignable Area”.

Building non assignable area
found in column “Building
NonAssignable Area”

Bullding Occupant  Provides a list of all occupants including name, phone Total space sf found in column
Locatlon Contact  number, and email addresses for those occupying a “Total Space Area”
List O particular building, space, and floor. Users can filter by

building |D, occupant name, arganization description, and
space classification

Department Base Shows area and area proration by department and assignee, Total space sf found in column

Data [ percent allocation, as well as occupant information by “Total Space Area”. Blended
building |D, space, and department. Can search on building  prorated sf found in column
ID, space class roll up, and space classification “Area

Prorated by Department
Assignment, Assignes”

2 Identify if you would like to narrow down the report by looking at just a few criteria i.e. campus, building, floor, etc.

Assignee Space Report
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Abc  Assignee Name sslgnee amf: Chicago 0511 Ch-Heatin.. 01 01101 43453 Business & Finance-. 1801000 Facilities-0.. 100 300 Building ID [(all) -
R Grant Chartstring Campus
Abc  Assignee Percent A 8602 AbbottHall 01 00100 501.06 Business &Finan SAFETYSSE.. 100
Abc Building ID Parent Organization Space (an v
inti 00100A 144.55 Business & Fin SAFETY&SE.. 100
Abe  Building Name =
Abe  Description Space Roll-Up 001008 81.61 Business & Finance- SAFETY&SE.. 100 Floor @i .
foe. Floor Space Classification 00100C 212.82 Business & Finan SAFETY&SE.. 100
Abe  Grant Chartstring R Description |(Multipl... v
Abe Lab Users A Marks 00100D Business & Finan SAFETY&SE.. 100
Abc  Occupants 00100 Business & " SAFETY&S 0 -
- P Automatic v 001008 Susiness & Fina SAFETYESE. 100 Assignee... |(al]) v
Abe - Org Prct Alloc UOM _ ~
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Abc - Parent Description o o pace Rol... |(all) v
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Uncheck ‘All’ and select which criteria you would like to view for all fields you have identified.
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To download the report into excel, click on the icon below and select ‘crosstab’ and download.
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