Property Use (PREDOMINANT USAGE) – 

BUILDINGS
From the Main Menu select/click Real Property Management

Click Maintain Property Records
Click on the Buildings Tab

Click on the Binoculars to enter Query Mode

Enter your Agency Code in the Agency Field

Enter :A in the Property Type, :B in the Predominant Usage Code first field, Enter :C in the Predominant Use Code second field and Enter :D in the Status Field.  
Click the Exclude on FRPP Block a Check Mark will appear.  Click the Exclude on FRPP Block again, the check mark should disappear

Click Execute.  You will get a Pop Up Window 

QUERY/WHERE BLOCK.  Copy and Paste the following command:

(:A LIKE 'USDA%') AND (:B IS NULL OR :C IS NULL) AND (:D LIKE 'EXISTING%'  OR :D IS NULL)
Click OK
Note sometimes you have to click the OK button twice to Execute Query.

View Results and correct records where Predominant Usage Category and/or Subcategory is null. 
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LAND
From the Main Menu select/click Real Property Management

Click Maintain Property Records
Click on the Land Acquisitions Tab

Click on the Binoculars to enter Query Mode

Enter your Agency Code in the Agency Field

Enter :A in Property Type; Enter :B in Predominant Usage Code field; Enter :C in the Status Field.

Select General PP LAND from the List of Values for the *Type Field.
Click the Exclude on FRPP Block a Check Mark will appear.  Click the Exclude on FRPP Block again, the check mark should disappear

Click Execute.  You will get a Pop Up Window 

QUERY/WHERE BLOCK.  Copy and Paste the following command:

(:A LIKE 'USDA%') AND (:B IS NULL) AND (:C LIKE 'EXISTING%'  OR :C IS NULL)
Click OK
Note sometimes you have to click the OK button twice to Execute Query.

View Results and correct records where Predominant Usage is null. 
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STRUCTURES

From the Main Menu select/click Real Property Management

Click Maintain Property Records
Click on the Other Structures and Facilities Tab

Click on the Binoculars to enter Query Mode

Enter your Agency Code in the Agency Field

Enter :A in Property Type;  Enter :B in Predominant Usage Code field;  and Enter :C in Status. 
Click the Exclude on FRPP Block a Check Mark will appear.  Click the Exclude on FRPP Block again, the check mark should disappear

Click Execute.  You will get a Pop Up Window 

QUERY/WHERE BLOCK.  Copy and Paste the following command:

(:A LIKE 'USDA%') AND (:B IS NULL) AND (:C LIKE 'EXISTING%'  OR :C IS NULL)
Click OK

Note sometimes you have to click the OK button twice to Execute Query.

View Results and correct records where Predominant Usage is null. 
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LEGAL INTEREST – (Property Type)
BUILDINGS

From the Main Menu select/click Real Property Management

Click Maintain Property Records
Click on the Buildings Tab

Click on the Binoculars to enter Query Mode

Enter your Agency Code in the Agency Field

Enter :A in the Property Type field, enter :B in the Status Field.  

Click the Exclude on FRPP Block a Check Mark will appear.  Click the Exclude on FRPP Block again, the check mark should disappear

Click Execute.  You will get a Pop Up Window 

QUERY/WHERE BLOCK.  Copy and Paste the following command:

:A IS NULL AND (:B LIKE 'EXISTING%'  OR :B IS NULL)
Click OK
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Note sometimes you have to click the OK button twice to Execute Query.

View Results and correct records where Property Type is null. 

LAND

From the Main Menu select/click Real Property Management

Click Maintain Property Records
Click on the Land Acquisitions Tab

Click on the Binoculars to enter Query Mode

Enter your Agency Code in the Agency Field

Enter :A in the Property Type field, enter :B in the Status Field.  

Select GENERAL PP LAND from the List of Values for the *Type Field

Click the Exclude on FRPP Block a Check Mark will appear.  Click the Exclude on FRPP Block again, the check mark should disappear

Click Execute.  You will get a Pop Up Window 

QUERY/WHERE BLOCK.  Copy and Paste the following command:

:A IS NULL AND (:B LIKE 'EXISTING%'  OR :B IS NULL)
Click OK

Note sometimes you have to click the OK button twice to Execute Query.

View Results and correct records where Property Type is null. 
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STRUCTURES

From the Main Menu select/click Real Property Management

Click Maintain Property Records
Click on the Other Structure and Facilities Tab

Click on the Binoculars to enter Query Mode

Enter your Agency Code in the Agency Field

Enter :A in the Property Type field, enter :B in the Status Field.  

Click the Exclude on FRPP Block a Check Mark will appear.  Click the Exclude on FRPP Block again, the check mark should disappear

Click Execute.  You will get a Pop Up Window 

QUERY/WHERE BLOCK.  Copy and Paste the following command:

:A IS NULL AND (:B LIKE 'EXISTING%'  OR :B IS NULL)
Click OK

Note sometimes you have to click the OK button twice to Execute Query.

View Results and correct records where Property Type is null. 
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STATUS – 
From the Main Menu select/click Real Property Management

Click Maintain Property Records
Click on the Buildings Tab

Click on the Binoculars to enter Query Mode

Enter your Agency Code in the Agency Field

Enter :A in Property Type field, enter :B in the Status Field.  

Click the Exclude on FRPP Block a Check Mark will appear.  Click the Exclude on FRPP Block again, the check mark should disappear

Click Execute.  You will get a Pop Up Window 

QUERY/WHERE BLOCK.  Copy and Paste the following command:

:A LIKE 'USDA%' AND :B IS NULL
Click OK

Note sometimes you have to click the OK button twice to Execute Query.

View Results and correct records where Status is null. 
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Repeat the above Query for Both Land Acquisitions and Other Structures and Facilities.

Outgrant Indicator
For Fiscal Year 2005 all assets will have this Field defaulted to “Un-Checked” denoting that the rights to the asset has not been conveyed to another entity. 

If your agency has assets in which the rights have been conveyed to another entity, you will have to query up these assets and Check the Outgrant Indicator and Save the record.

HISTORICAL STATUS - Note this is a new field for Land Acquisitions all General PP Land Records will have to be updated.
From the Main Menu select/click Real Property Management

Click Maintain Property Records
Click on the Buildings Tab

Click on the Binoculars to enter Query Mode

Enter your Agency Code in the Agency Field

Enter :A in the Property Type field, enter :B in the Status Field.  Click on the Details Cont Tab enter :C in the Historical Status Field.

Click on the Details Tab before Executing the Query. 

Click the Exclude on FRPP Block a Check Mark will appear.  Click the Exclude on FRPP Block again, the check mark should disappear.

Click Execute.  You will get a Pop Up Window 

QUERY/WHERE BLOCK.  Copy and Paste the following command:

:A LIKE 'USDA%' AND :B LIKE 'EXISTING%' AND :C IS NULL
Click OK

Note sometimes you have to click the OK button twice to Execute Query.
View Results and correct records where Historical Status is null
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Repeat the steps above after selecting the Other Structures and Facilities Tab to identify the Structures that need to have Historical Status updated.
Reporting Agency –

For Fiscal Year 2005 the Reporting Agency will be defaulted to the GSA Agency Code assigned to your Agency.  For Example Agency 03 will be defaulted to 1205.

Using Organization –

For Fiscal Year 2005 the Using Agency will be defaulted to the Reporting Agency Code.  For Example Agency 03 will be defaulted to 1205.  If your agency has assets that are not occupied by a non-Federal Government Entity, (e.g., private sector) then you will have to query up these assets with Using Agency code of 9999.

SIZE -   Ensure Gross Square Feet is not Zero or Null.

From the Main Menu select/click Real Property Management

Click Maintain Property Records
Click on the Buildings Tab

Click on the Binoculars to enter Query Mode

Enter your Agency Code in the Agency Field

For Owned Buildings (Only), Leased Buildings Total Square Foot will have to be reviewed via a Report.  Total Square Feet for Leased Buildings is a calculated field and is not stored in the database.

Select USDA Owned from the List of Values for Property Type

Enter :A in the Status Field.  Enter :B in the Gross Sq Ft field.

Click the Exclude on FRPP Block a Check Mark will appear.  Click the Exclude on FRPP Block again, the check mark should disappear.

Click Execute.  You will get a Pop Up Window 

QUERY/WHERE BLOCK.  Copy and Paste the following command:

:A LIKE 'EXISTING%' AND NVL(:B,0) <=0
Click OK

Note sometimes you have to click the OK button twice to Execute Query.

View Results and correct records where Gross Sq. Ft is null or less than or equal to 0.
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Land 
From the Main Menu select/click Real Property Management

Click Maintain Property Records
Click on the Land Acquisitions Tab

Click on the Binoculars to enter Query Mode

Enter your Agency Code in the Agency Field

Enter :A in the Property Type Field.  Enter :B in the Rural Acres Field, Enter :C in the Urban Acres Field, and Enter :D in the Status Field.

Select General PP Land from the List of Values for *Type 
Click the Exclude on FRPP Block a Check Mark will appear.  Click the Exclude on FRPP Block again, the check mark should disappear.

Click Execute.  You will get a Pop Up Window 

QUERY/WHERE BLOCK.  Copy and Paste the following command:

:A LIKE 'USDA%' AND (NVL(:B,0)+ NVL (:C,0) <=0) AND :D LIKE 'EXISTING%'
Click OK

For every record that fits the above criteria, the following message will be displayed:

Land Unit Rural Acres or Urban Acres have to be Greater than 0!
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Click OK for each error message that is displayed.

Note sometimes you have to click the OK button twice to Execute Query.

View Results and correct Rural or Urban acres (one of the two fields have to be greater than 0).
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Other Structures and Facilities –

No action required.  For all other Structures and Facilities assets the assumption will be a Quantity of 1 and a Unit of Measure of Each excluding Roads.  Roads are being reported via a staging table for FRPP.

UTILIZATION –
Office (10)
From the Main Menu select/click Real Property Management

Click Maintain Property Records
On the Buildings Tab Click the Binoculars to enter Query Mode.

Enter :A in the Property Type Field; Enter :B in the Status Field

Select the Drop down for Predominant Usage

The Building Predominant GSA Usage Form will Pop Up.

Click in the Find Block, Type 10 after the % sign, and click Find – this will pull up all of the Predominant Use Category/Sub Categories that will derive GSA Usage Code 10 (Office Buildings) 

Select the First Code Displayed in the Building Predominant GSA Usage Form.

Click the Exclude on FRPP Block a Check Mark will appear.  Click the Exclude on FRPP Block again, the check mark should disappear

Click Execute.  You will get a Pop Up Window 

QUERY/WHERE BLOCK.  Copy and Paste the following command:

:A LIKE 'USDA%' AND (:B LIKE 'EXISTING%'  OR :B IS NULL)
Click OK

Note you will have to run this query for every Building Predominant Category that appears in the Building Predominant GSA Usage Form Pop Up.  For example: Office GSA Code 10 will have to be run 5 times.

For each Record that is displayed you will have to update the Floor/Room Usage and Occupancy Sections of the Form to allow for CPAIS to calculate the Utilization for the Office Building.   For the Occupancy Section update the *No of Personnel and *No of Workstations. 
If a record/asset is queried up that is not subject to Utilization, Predominant Use Code will have to be changed to something other than 10, 21, 41, 74, 30, or 31.

[image: image14.png]Buidings
*Building 1D Name.

Floor/Room Usage

“Fioor “Room
Occupancy
*agency Nae

*
(2

dstart || @ 1] B) 58 @ @ || £)cpais van .| [merosoft ... | Ejpocuments .| &]navellvieb.

My Queries
Extra Conltions

1

potaeton [ |ste || shgeney [ 8] | ]
Buiding | I ]
“Property Type A 2] vorg | =
ProdominantUsage. | £l | osacee ||
Stetus B 2l sae |

Cexclued rom FRPC [ loey Rec site Clougrant inccator

Building

Find3e10

Category

AL OTHER

AL OTHER ADMNISTRATIVE OFFICES AND LABORATORY
AL OTHER AL OTHER

AL OTHER ANMAL FACLITY, ALL OTHER

AL OTHER BARN
AL OTHER CHANGING FACILITY

AL OTHER ENGINEERING FACLITY.
Kl

D]

e e, | [GROATARS 12aem




[image: image15.png]38 CPAIS - Microsoft Internet Explorer provided by USDA Forest Se:

My Queries
Extra Conltions

Buidings

*Building 1D Name.

potaeton [ |ste || shgeney [ 8] | ]
Buiding | I ]
“Property Type A 2] vorg | =
ProdominantUsage. | £l | osacee ||
Stetus B 2l sae |

Cexclued rom FRPC [ loey Rec site Clougrant inccator

Fine[OFFICE%

Category Suncategory s Usac

oFricE USTRATIVE AD LABORATO c
Floor/Room Usage OFFICE GREENHOUSE, OFFICE 0
e . oFiceE LABORATORY, OFFICE 10
oFFicE oFFicE 10
oFFicE TRALER, OFFICE 10
2l i___D}
Occupancy

-Agg.% Name () oK cel
(2 (2]

D]

|
e e, | [GROATARS 12aem

Hstart ||| & 1] B) 55 W @ || £)cpaisvain..| [EmcrosoftE... | Eipocuments ...| & Novell web... [&cpars -





[image: image16.png]J 3 CPaIS - Microsoft Internet Explorer provided by USDA Forest Service: =18l

e =%

Eile Edit

Feel]

Count

Buidings
*Bulding ID

*Floor

Occupancy
*agency

5]

Neme

Floor/Room Usage

“Room

Neme

Deats
etateton | [ste || *ageney o3 %]
Buiding | I ]
Property Type 4 [ o [ 5]
‘Predominant Usage [OFFICE & AoMSTRATVE A0 LasoRd] s code [10 |
Status B & saws

A LIKE USDA%' AND (B LIKE EXISTING%' OR '8 IS NULL)

S

My Queries
Extra Conltions

[Jexcluded rom FRPC [ Ioev Rec st [Jougrant inccator

*Personnel Type. “Ho. of Personnel  “No. of Workstations

B
(2] g

|
Astart||| & 1 B) 2 @ @ || E)cparsmain .| WMicrosoftE... | Epocuments .| Etovellweb... [Ecpats i, Elecame.| [(EESATDE 1zasem





HOSTPITAL – (21)
From the Main Menu select/click Real Property Management

Click Maintain Property Record
On the Buildings Tab Click the Binoculars to enter Query Mode.

Enter :A in the Property Type Field; Enter :B in the Status Field

Select the Drop down for Predominant Usage

The Building Predominant GSA Usage Form will Pop Up.

Click in the Find Block, type 21 after the % sign, and click Find – this will pull up all of the Predominant Use Category/Sub Categories that will derive GSA Usage Code 21 (Hospital) 

Select the First Code Displayed in the Building Predominant GSA Usage Form.

Click the Exclude on FRPP Block a Check Mark will appear.  Click the Exclude on FRPP Block again, the check mark should disappear

Click Execute.  You will get a Pop Up Window 

QUERY/WHERE BLOCK.  Copy and Paste the following command:

:A LIKE 'USDA%' AND (:B LIKE 'EXISTING%'  OR :B IS NULL)
Click OK

Once the records are retrieved, you will have to click on the Details Cont Tab and enter Design Capacity Sq. Ft. and Occupied Units Sq. Ft for each record.

Save each record after updating.
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WAREHOUSE – (41)
From the Main Menu select/click Real Property Management

Click Maintain Property Records
On the Buildings Tab Click the Binoculars to enter Query Mode.

Enter :A in the Property Type Field; Enter :B in the Status Field

Select the Drop down for Predominant Usage

The Building Predominant GSA Usage Form will Pop Up.

Click in the Find Block, type 41 after the % sign, and click Find – this will pull up all of the Predominant Use Category/Sub Categories that will derive GSA Usage Code 41 (Warehouse) 

Select the First Code Displayed in the Building Predominant GSA Usage Form.

Click the Exclude on FRPP Block a Check Mark will appear.  Click the Exclude on FRPP Block again, the check mark should disappear

Click Execute.  You will get a Pop Up Window 

QUERY/WHERE BLOCK.  Copy and Paste the following command:

:A LIKE 'USDA%' AND (:B LIKE 'EXISTING%'  OR :B IS NULL)
Click OK

Once the records are retrieved, you will have to click on the Details Cont Tab and enter Design Capacity Sq. Ft. and Occupied Units Sq. Ft for each record.

Save each record after updating.
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LABORATORIES – (74)
From the Main Menu select/click Real Property Management

Click Maintain Property Records
On the Buildings Tab Click the Binoculars to enter Query Mode.

Enter :A in the Property Type Field; Enter :B in the Status Field

Select the Drop down for Predominant Usage

The Building Predominant GSA Usage Form will Pop Up.

Click in the Find Block, type 74 after the % sign, and click Find – this will pull up all of the Predominant Use Category/Sub Categories that will derive GSA Usage Code 74 (Laboratory) 

Select the First Code Displayed in the Building Predominant GSA Usage Form.

Click the Exclude on FRPP Block a Check Mark will appear.  Click the Exclude on FRPP Block again, the check mark should disappear

Click Execute.  You will get a Pop Up Window 

QUERY/WHERE BLOCK.  Copy and Paste the following command:

:A LIKE 'USDA%' AND (:B LIKE 'EXISTING%'  OR :B IS NULL)
Click OK

Note you will have to run this query for every Research Category that appears in the Building Predominant GSA Usage Form Pop Up.  For example: Research….GSA Code 74 will have to be run 7 times.

Once the records are retrieved, you will have to click on the Details Cont Tab and enter Design Capacity Sq. Ft. and Occupied Units Sq. Ft for each record.

Save each record after updating.
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HOUSING – (30 and 31)
From the Main Menu select/click Real Property Management

Click Maintain Property Records
On the Buildings Tab Click the Binoculars to enter Query Mode.

Enter :A in the Property Type Field; Enter :B in the Status Field

Select the Drop down for Predominant Usage

The Building Predominant GSA Usage Form will Pop Up.

Click in the Find Block, type 30 after the % sign, and click Find – this will pull up all of the Predominant Use Category/Sub Categories that will derive GSA Usage Code 30 (Housing).  Repeat this process for Code 31 once all Code 30 records have been updated. 

Select the First Code Displayed in the Building Predominant GSA Usage Form.

Click the Exclude on FRPP Block a Check Mark will appear.  Click the Exclude on FRPP Block again, the check mark should disappear

Click Execute.  You will get a Pop Up Window 

QUERY/WHERE BLOCK.  Copy and Paste the following command:

:A LIKE 'USDA%' AND (:B LIKE 'EXISTING%'  OR :B IS NULL)
Click OK

Note you will have to run this query for every Housing Category that appears in the Building Predominant GSA Usage Form Pop Up.  For example: Housing….GSA Code 30 will have to be run 10 times.

Once the records are retrieved, you will have to click on the Details Cont Tab and enter Design Capacity Sq. Ft. and Occupied Units Sq. Ft for each record.

Save each record after updating.
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Value – 

A formal waiver has been requested for this data element for all buildings and structures, excluding Forest Service’s DEV REC Sites.  A new Facilities Master Plan form has been implemented to capture this data for Fiscal Year 2006 reporting.  All agencies should arrange to have training on the use of this form so that the information can be populated to satisfy Fiscal Year 2006 reporting.

Condition Index - 
A formal waiver has been requested for this data element for all buildings and structures, excluding Forest Service’s DEV REC Sites.  A new Facilities Master Plan form has been implemented to capture this data for Fiscal Year 2006 reporting.  All agencies should arrange to have training on the use of this form so that the information can be populated to satisfy Fiscal Year 2006 reporting.

Mission Dependency –
For Fiscal Year 2005 reporting all active reportable assets will be defaulted to Mission Dependent, Not Critical.  Additionally, all assets classified as Abandoned or Excess will be defaulted to Not Mission Dependent.  Any asset that the agency should be reporting as Mission Critical will have to be queried up and changed.

Annual Operating Costs –

A formal waiver has been requested for this data element for all assets for Fiscal Year 2005.  The Department is formalizing a methodology for capturing this information and guidance is forthcoming.

Main Location (either Street Address or Latitude/Longitude)

To satisfy Fiscal Year 2005 reporting, if either the Street Address or Latitude/Longitude is not populated at the asset level, the address assigned to the site for which the asset is linked to will be used.  

All agencies should utilize the Explorer: Installation Site Form to identify and update any sites that do not have an address entered.

Real Property Unique Identifier –

Every asset in CPAIS has an assigned unique Control Number.  The Control Number will be used as the asset’s Real Property Unique Identifier.  A new field has been added to all CPAIS forms to display the Control Number assigned to each asset.  This new field can be viewed and queried from the Maintain Property Form (Details Cont Tab) for Buildings and Other Structures and Facilities, and on the Land Acquisitions and Land Use Tabs.

City –

If this field is populated at the asset level, CPAIS will use the City assigned to the individual asset.  If this field is not populated at the asset level, CPAIS will use the City associated to the site for which the asset is assigned.  Agencies are required to populate this field at the asset level to satisfy Fiscal Year 2006 reporting.

State - 
If this field is populated at the asset level, CPAIS will use the State assigned to the individual asset.  If this field is not populated at the asset level, CPAIS will use the State associated to the site for which the asset is assigned.  Agencies are required to populate this field at the asset level to satisfy Fiscal Year 2006 reporting.

Country – 

If this field is populated at the asset level, CPAIS will use the Country assigned to the individual asset.  If this field is not populated at the asset level, CPAIS will use the Country associated to the site for which the asset is assigned.  Agencies are required to populate this field at the asset level to satisfy Fiscal Year 2006 reporting.

County –

If this field is populated at the asset level, CPAIS will use the County assigned to the individual asset.  If this field is not populated at the asset level, CPAIS will use the County associated to the site for which the asset is assigned.  Agencies are required to populate this field at the asset level to satisfy Fiscal Year 2006 reporting.

Congressional District –
For Fiscal Year 2005 reporting, CPAIS will use the Congressional District assigned to the site for which the asset is linked.  CPAIS will be updated to include the Congressional District field at the asset level.  Once this field is added, agencies will be required to populate this field at the asset level to satisfy Fiscal Year 2006 reporting.

Zip Code –
If this field is populated at the asset level, CPAIS will use the Zip Code assigned to the individual asset.  If this field is not populated at the asset level, CPAIS will use the Zip Code associated to the site for which the asset is assigned.  Agencies are required to populate this field at the asset level to satisfy Fiscal Year 2006 reporting.

Installation/Sub-Installation Identifier –

From the Main Menu select/click Real Property Management

Click on Assign Property to Installation Sites 

This form will automatically query up all assets that have not been linked to an Installation Site.  
Click on the Buildings, Land Acquisitions, and Other Structures Tabs to view and update the assets that have not been linked.

Restrictions –

For Fiscal Year 2005 USDA will only be reporting assets as having “Environmental Restrictions” (clean up-based restrictions, etc.) or “Non Applicable”.  The “Restriction” field will automatically be set to “Non Applicable” for all assets.  OPPM will advise each agency which assets need to be updated to reflect “Environmental Restrictions”.  These assets will have to be queried up via the Maintain Property Records Form and then clicking on the Restrictions Button either on the Buildings, Land Acquisitions, or Other Structures and Facilities Tabs. 
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