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About This Training Guide 

TRAINING GUIDE DESCRIPTION 

This training guide covers the use of IBM TRIRIGA, a web-based Facilities Management application that 

supports facility operations for occupancy and space management. Users will learn how to create and 

allocate spaces for the purpose of planning, and monitoring the use of space and facilitating the 

allocation of costs. 

TRAINING GUIDE OBJECTIVES 

In this training guide, you will: 

 Create a floor and space record 

 Create, track and manage  a space reservation for the purpose of allocating costs 
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1. Operation Functions 

Learning Objectives 

In this lesson, you will: 

 Identify the process of creating Locations 

 Perform the function of creating Floors 

 Perform the function of creating Spaces 

 

Lesson Overview 

This lesson examines the operational functions available in TRIRIGA for the creation of locations and 

spaces in a hierarchal system. The Portfolio is a central store of asset, location, and other records used 

throughout the system. 

1.1. Manage Portfolio Locations 

The Location structure in TRIRIGA is hierarchical, meaning that records are organized based on their 

relationship with other locations. This allows the Location structure to mirror the physical location 

boundaries and relationships or be created independent of physical location structures in any way 

necessary.  

Locations 

The Portfolio > Locations portal contains a listing of the locations in the hierarchy. A typical setup of 

location types in the hierarchy is as follows: Property > Building(s) > Floor(s) > Space(s). The available 

location type options vary based on the parent location type. 
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Since AFIS is the system of record for all Fixed Asset information, most new location or facility related 

equipment data will be sent from AFIS to TRIRIGA to establish a shell record. The TRIRIGA user will then 

complete the record with additional information not captured in AFIS. It is possible that some locations 

and/or equipment may not meet the criteria for Fixed Assets and a department may decide not to 

create those records in AFIS. In this case, the TRIRIGA user will create the record directly in TRIRIGA for 

facilities related items. 

State Process Overview 

The steps below describe the statewide process. Your agency may have additional requirements. This 

process is referenced in To Be ID FM-TB-001 (Manage Portfolio) and represented by Figure 1 below. 

1. AFIS is the system of record for all Fixed Asset information. Fixed Asset information is sent from 

AFIS to TRIRIGA in order to establish location information in the TRIRIGA database. TRIRIGA 

users will then further define the location information. 

2. A TRIRIGA user can create locations that define a group of related buildings, land areas, or other 

locations. A group of locations is referred to as a Property. Each Property record can be assigned 

to a Geography which links the Property to a region as defined with each organization. Basic 

information about the Property can be entered, including any attributes that are common or 

relevant to each of the location records associated with the Property. 

3. A TRIRIGA user can define specific locations, including building or land records. Each location 

record can be assigned to the location hierarchy, including assignment to a parent Property 

record. Each location record in TRIRIGA is used as the data point in which all real estate and 

facility management activity is associated. Maintenance activity, project activity, lease 

administration, condition assessment, and space management are all activities that occur at 

specific locations. The history of this activity can be monitored using the location record. Each 

location can be assigned geo-code information to allow for spatial display and analysis of facility 

inventory, condition, and work order history information using GIS-enabled map functions. 

4. Within each building location, a TRIRIGA user can define a hierarchy of space, including floors 

and spaces. By organizing the building record into separate floors, more precise definition of 

maintenance and project locations is possible. For example, a work task can describe the exact 

space of a reported problem to a technician, rather than simply a building number or 

description. 

5. Once the location hierarchy is defined, CAD floor plans can be associated with each floor record 

in the database. CAD plans typically include a definition of the room/space boundaries 

(polylines). The integration of CAD data with floor plans allows for automatic calculation of floor 

and space areas, and the ability to graphically query the floor plan based on the data attributes 

of the spaces in the plan. Ongoing changes to the base CAD drawing will occur, and will require 

republishing. TRIRIGA exposes the user to CAD views of locations throughout the application. 

The user can interact with the drawing viewer using pan and zoom controls, measure functions, 

graphical reports, color-coding, and exporting. 
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6. Once the location record is fully defined, including the definition of key attributes (e.g. 

coordinate data for mapping) and floor plan data, then the location can be activated. Once a 

record is submitted for activation, an optional approval can be used to control which locations 

are available for reference to other activity in the system (e.g. projects, work orders, etc.). If the 

approval step is not used, the location record can be activated immediately. If the approval step 

is enabled, the assigned approver will be notified of an approval action. The location records will 

require the user to review and approve the location record prior to activation. 

7. Record information and any attached documentation are reviewed and approved by the 

department. If the approver determines there are missing or incorrect data, then the record is 

rejected and returned for corrections in Step 6: Revise/Submit Location for Activation. If the 

approver determines the data is complete and acceptable, then the record is approved and the 

process ends. 

Figure 1: Manage Portfolio (IM-TB-002)  
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Create a Location Record 

Some sections of the Location form will only be used when appropriate for the location type being 

created. For example, defining environmental details may be relevant for a building or land location 

record but not necessary when defining a space or room location record in the hierarchy.  
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To create a new location record, navigate to the existing node in the location hierarchy that will be the 

parent for the new location and select New. Then select what type of location record is to be created. 

When adding information to a Location record, it is important to save changes regularly so that they are 

not lost by accident. 
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General 

In the General section on the General tab of the Location form, complete the following fields: 

 ID 

 Description 

 Image 

 Name 

Insurance Underwriting 

The Insurance Underwriting section is used when defining a building location. Complete the following 

fields: 

 Flood Zone Indicator 

 Earthquake Zone Indicator 

 Marshal Valuation Classification Code 

 IBC Building Construction 

 Number of Stories 

 Percent Sprinklered 

 Fire Alarm Indicator 

 Smoke Detector Indicator 

Details 

The Details section can be used to designate a location with Parking as the function, usually for a 

building or structure. In the Primary Use field, select Parking as the value. 

Primary Address 

The Primary Address section of the form is used to define the physical location of the location record. 

Complete the following fields: 

 Address 

 Zip/Postal Code 

 Geography Lookup 

 City 

 State/Province 

The Geocode Address action can be used to derive the GIS coordinates, Latitude and Longitude, from 

the provided address. 

Graphics 

In the Graphics section, CAD drawings can be associated with a Floor location record.  
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Contact Details 

On the Contact Details tab, users can assign roles to people for a location at any level of the location 

hierarchy. In TRIRIGA, roles are used to manage contacts. Each associated contact can have a designated 

role, such as Manager, Primary Contact, or HR Contact. The Approval and Notification functionality in 

TRIRIGA can be based on the Contact Role for a record. Contacts can be added in specific roles by 

selecting the Add People action in the Contacts section. 

Area Measurements Tab 

The Area Measurements tab is used to review space area measurements for the Location. The 

measurements displayed vary based on the form. Measurements are rollups from any child locations 

and typically include Gross Area, Rentable Area, Usable Area, and Property, Building, or Floor Common 

Area. 

 

Assessment Tab 

The Assessment tab is used to review condition assessment information and the assessment history for 

building systems. On the Assessment tab, users can find information pertinent to managing assessment 

data and processes for a location including: 

 Life expectancy 

 Replacement cost 

 Current condition index (with history log) 

 List of opportunities and total cost of opportunities 

 Repair and replacement funding 

 Building systems 
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 Inspection history 

 Regulatory information 

 Valuation log 

 

Valuation 

When necessary, users can add a record to the Valuation Log on the Valuation tab of the Assessment 

tab. The following fields are available on the new Valuation Log record: 

 Valuation Name 

 Valuation Type 

 Valuation Method 

 Jurisdiction 

 Comments 

 Effective Dates 

 Estimated Costs 

 Actual Costs 
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Regulatory Information 

From the Assessment tab, the Regulatory Information tab is used to review the list of existing license 

and permit information for the location. Users can add entries to this list by clicking the Add action. 

Complete the detailed information for each record in the following fields: 

 Regulation Name 

 Description 

 Regulation Type 

 Jurisdiction 

 Code 

 Issue Resolution 

 Inspection Details 

 Key Contacts 

 

Maintenance 

The Maintenance tab is used to review maintenance work activity information and maintenance history 

for the location record. In the Maintenance Details section, enter a value in the Maintenance Priority 
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field. The Maintenance tab can also be used to view preventative maintenance schedules and 

procedures, building systems installed, meter allocations and readings, project activity, and work 

orders/tasks for the location. 

Building Equipment 

The Building Equipment tab is used to review the list of equipment associated with the location. The list 

cannot be modified in this view but the information can be searched, sorted and filtered if needed. 

Notes and Documents 

The Notes and Documents tab is used to add informational comments or documents related to a 

location record.  

Activation 

Once data entry for the location record is complete, the user can activate the location record using the 

Activate action at the top of the form. If approval is required to activate a location, the record status will 

be set to Review in Progress, pending the completion of the approval action. 

 

ACTIVITY 1.1 

Create a Floor and Space Record 

Scenario 

Your department has determined that it needs to track space within a building and a record must be 

created in TRIRIGA. You will use the Portfolio > Locations portal to create and update the record. 

Setup 

 User is logged in to the TRIRIGA Home Page. 

Steps 

A. Navigate to the Portfolio > Locations portal landing page. 

1. Click the Portfolio tab. 

2. Click the Locations option in the sub header to view the Locations Hierarchy page. 

3. In the list of Locations on the left, locate and expand 999-Training Facility (Property). 
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4. Click on ST ## Training Property, where ## is your student number, from the list of buildings 

located at the property. 

 

B. Create a new Floor record. 

1. In the Hierarchy section, click New. 

2. In the list of location types, click Floor. 

 

C. Complete the General tab. 

1. In the General section, in the Name field, enter 2nd Floor. 

2. In the Description field, enter Temporary use for training. 

3. In the Details section, in the Floor Level field enter 2. 

4. In the Floor Measurements section, enter 1000 for both Gross Area and Gross Measured 

Area. 
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5. Click the Create Draft action. 

6. Click the Activate action. 

D. Return to the Locations Hierarchy page. 

1. In the list of locations on the left, locate and expand ST ## Training Building, where ## is your 

student number. 

2. Click on 2nd Floor. 

 

E. Create a new Space record. 

1. In the Hierarchy section, click New. 

2. In the list of location types, click Space. 

F. Complete the General tab. 

1. In the General section, in the Name field, enter ## Space, where ## is your student number. 

2. In the Description field, enter Temporary use for training. 

3. In the Space Measurements section in the Area field, enter 500. 

4. In the Current Use Space Classification section, click Find in the top right corner of the 

section. 

5. Select the radio button for \Classifications\Space Class Current\Alternative Workplace. 

6. Click Ok. 
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7. Click the Create Draft action. 

8. Click the Activate action. 
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2. Occupancy and Space Management 

Learning Objectives 

In this lesson, you will: 

 Review the process of Forecasting Occupancy 

 Review Chart of Account set up for Program Codes 

 Identify the process of creating a Room Utilization Program 

 Create a Space Utilization record 

 Review the reports available for viewing space utilization data 

 Perform a space allocation 

 Identify the concepts involved in move requests and move projects 

Lesson Overview 

Some of the functions performed in TRIRIGA revolve around the planning and allocation of space. This 

lesson focuses on the process of space utilization, allocation and planning. 

2.1. Forecast Space Occupancy 

TRIRIGA provides a space management feature that can be used to maintain space plans and track space 

utilization data in buildings and structures. It is also possible to manage the people and assets that are in 

the space and coordinate property transactions in the system. Once spaces have been configured and 

classified, users can manage spaces through space associations, space audits, and space utilization. 

State Process Overview 

The steps below describe the statewide process. Your agency may have additional requirements. This 

process is referenced in To Be ID FM-TB-017 (Forecast Space Occupancy) and represented by Figure 2 

below. 

1. The forecasting process requires that the Space Planner gathers information from the business 

managers to determine the space requirements that meet the business needs and objectives. 

Space Forecast surveys are set up and generated in the Strategic Facilities Planning module. The 

surveys are tied to a Portfolio plan that defines specifics, such as; the forecast time span, fiscal 

time periods, contacts, planning objectives and scope. Surveys are generated for each 

organization and forwarded to the designated Business Managers for their input. 

2. Surveys can be sent as either an online form that allows direct input of the information into the 

system, or as an offline form that is distributed as an Excel spreadsheet. Once the spreadsheet is 
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updated by the department business manager, the survey is sent back to the system where the 

forecast line items are updated. Survey request responses can be collected and monitored 

centrally to track which departments did not complete surveys. 

3. The Space Planner reviews the long-term space usage forecast information from the surveys, 

along with the State and departmental goals and objectives to create alternative proposed 

solutions to the current Space Plan that satisfy the requirements. 

4. The Space Planner reviews and evaluates the scenarios with the Scenario Evaluation and 

Comparison tool. Here the user can compare multiple scenarios side-by-side to review how each 

scenario performed against specific criteria. These comparison reports allow for better-informed 

decision making by management. The planner then identifies the recommended scenario plan 

and submits the recommended plan for review and approval. 

5. The system allows the approvers to view all the scenarios in the side-by-side comparison and 

evaluation grid. If the plan requires further development or clarification, it is routed back to 

Space Planner for review. If approved, the process continues with Step 6. 

6. Upon approval, the system changes the status of the recommended scenario to Approved, and 

it becomes read-only. All other scenarios are updated to a Retired status, which are also now 

read-only. The Space Planner applies the approved changes to the master plan. If the plan 

requires changes, the record can be revised, but may require re-approval. 

Figure 2: Forecast Space Occupancy (FM-TB-017)  

 

Review Space Utilization Data 

There are several Community Reports available in TRIRIGA designed to help users understand their 

current space utilization. These reports include the Area per Employee by Building report and the Floors 

report. 

Area per Employee by Building 

Navigate to the My Reports portal and select the Community tab. In the Title filter field, enter Area per 

Employee and press Enter. The first report returned is the Area per Employee by Building report. This 

report illustrates the area per occupant of each building and the headcount total for each building. 
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Floors 

On the Community tab, in the Title filter field, enter Floors and press Enter. The first report returned is 

the Floors report. This report illustrates the space usage information, broken down by floor class, 

capacity, headcount, area usage (sq. ft.), vacant area (sq. ft.), for each floor record in the report. This 

report provides a clear picture of where space may be over-utilized or under-utilized. 

All reports provide the user with an option to export the report data to Excel using the Export action on 

the report window. 

2.2. Allocate Space and Track Occupancy 

TRIRIGA provides the ability to manage many aspects of space management including space allocations 

and occupancies.  

State Process Overview 

The steps below describe the statewide process. Your agency may have additional requirements. This 

process is referenced in To Be ID FM-TB-018 (Allocate Space and Track Occupancy) and represented by 

Figure 3 below. 

1. The Space Planner evaluates the space for occupancy and chargeback assignments to 

departments. This activity is typically performed by doing a physical walkthrough of the facility 

to document who is occupying each space. Once move management processes are in place and 

enforced, space planners can rely on the system for tracking of what space each department is 

occupying, and physical walkthroughs can be performed less frequently. For each space, the 

assigned departmental allocation can be defined or revised using the Chargeback Allocations 

section on the Allocation tab of the space record. Area Allocated and Percent Allocated are 

auto-populated at 100%, but can be overwritten to reflect multiple department assignments. 

2. In some cases, a space is assigned to one department for chargeback purposes, even when that 

organization does not occupy the space. If the assigned chargeback department is the same as 

the occupying department, the process can continue with Step 3: Activate Space Record. If the 

assigned chargeback department differs from occupying department the occupying department 

is assigned to the Occupancy Allocation section of the Allocation tab on the Space record. In 

addition, depending on State policy, departments may remain accountable for the chargeback 

of a space even after the space is left vacant. 

3. Once the space is allocated to one or more departments, the space record is activated to update 

the department assignment and to trigger workflows that create the allocation records. The 

space record status is updated to Active. 

4. Chargeback/allocation reports can be generated to display the amount of space and space costs 

allocated to each department, by site, by building, by floor, etc. The chargeback/allocation 

reports can be used for reviews with each department about their space usage. 
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5. Depending on State policies, the chargeback/allocation report may be used to apply 

proportional chargeback of other costs (e.g. utilities) based on the share of the total building 

space of each department.  If the State will use proportional departmental space usage to 

determine other internal cost distributions, then the chargeback/allocation report will be shared 

with AFIS for charging to other areas. 

6. The State will use an interface with AFIS to create the Room Utilization Programs necessary for 

the chargeback of space allocation for departments participating in cost allocation. 

Figure 3: Allocate Space and Track Occupancy (FM-TB-018)

 

Space Level Allocations 

The Portfolio portal is used to locate records in the Location hierarchy. Navigate to the Portfolio > 

Locations portal and locate the Building > Floor > Space record for which allocations will be defined. 

 

Within the Space record, select the Allocation tab and then the Revise action. Chargeback allocations 

can be added and removed in the Chargeback Allocations section. Occupancy allocations can be added 

or removed in the Occupancy Allocations section. Select Save and Close when finished. 
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Floor Level Allocations 

Allocations can also be defined at the Floor level in the Location hierarchy. Navigate to the Portfolio > 

Locations portal and locate the Building > Floor record for which allocations will be defined. 

Within the Floor record, select the Allocation tab and then the Revise action. To add new Floor-level 

allocations, in the Area Overlay section, select the Add action. A new Area Overlay Allocation window 

opens. In the Organizations Charged section, select the Organization and enter a name for the 

allocation. Complete the Overlay record by entering the amount of the area to be allocated in the 

Details section, click Create. 

 

Within the Floor record, select the Activate action to route the record for approval. Once approved, the 

status will change to Active. 

Space Allocation and Chargeback Reports 

There are several Community Reports available in TRIRIGA designed to help users understand their 

current space allocation. These reports include the Space Allocations by Organization report and the 

Space Chargeback by Organization report. 

Both of these reports can be found on the My Reports portal, Community tab. Enter Space in the Title 

filter field and press Enter to display the available reports. 
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These reports can be exported to Excel using the Export action. 

ACTIVITY 2.2 (INSTRUCTOR DEMO) 

Create a Room Utilization Program (manual process) 

Scenario 

Your department has determined that it wants to perform chargeback allocation for the space it 

occupies. You must create a Room Utilization Program to facilitate this chargeback to the appropriate 

program. 

Setup 

 User is logged in to the TRIRIGA Home Page. 

Steps 

A. Navigate to the Tools > Administration portal landing page. 

1. Click the Classifications option. 

2. In the list of Classifications on the left, locate and click on Room Utilization - Program. 

 

B. Create a new Program record. 

1. In the Hierarchy section, click New. 

2. In the list of location types, click Room Utilization Program. 
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C. Complete the General tab. 

1. In the General section, in the Name field, enter ## Training Program, where ## is your 

student number. 

2. Click the Create action. 

 

ACTIVITY 2.2 CONTINUED 

Assign Chargeback and Space Utilization to a Space 

Scenario 

Your department has determined that it wants to perform chargeback allocation for the space it 

occupies. 

Setup 

 User is logged in to the TRIRIGA Home Page. 

Steps 

D. Navigate to the Portfolio > Locations portal landing page. 

1. Locate the Space record you created earlier by expanding the Building and Floor records in 

the hierarchy on the left side of the screen. 
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2. Click ## Space, where ## is your student number, and select the Open option in the hierarchy 

panel. 

 

E. Revise the Space record for chargeback allocation. 

1. Click the Revise action. 

2. Navigate to the Allocation tab. 

3. In the Chargeback Allocations section, click the Find option. 

 

4. Select the checkbox for \Organizations\State of Arizona\ADA. 

5. Click Ok. 

6. In the Space Utilization section, click the Add option. 

7. In the General section, in the Name field, enter ## Space Allocation, where ## is your 

student number. 

8. In the Details section, in the Program field, click the magnifying glass icon. 

9. Click on ## Training Program, where ## is your student number. 

10. In the Area field, enter 500. 

11. Click the Create action. 

 

12. Click the Activate action. 
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3. Reservation Functions 

Learning Objectives 

In this lesson, you will: 

 Examine the process of reserving space 

Lesson Overview 

This lesson identifies the processes involved in the reservation of spaces. TRIRIGA users can manage the 

distribution of shared locations. Space Reservations can be created in the same way requests are 

created. The system will generate work tasks as required for events. 

3.1. Managing Space Reservation 

Location reservations can be created in TRIRIGA to capture and track the details of a scheduled event, 

including the timing, recurrence, and other event details. Using the Need Space/Event Reservation 

request form in Request Central, users can enter the details for requested events. The reservation 

process can trigger the automatic generation of the work tasks required to setup before and breakdown 

after the event. 

State Process Overview 

The steps below describe the statewide process. Your agency may have additional requirements. This 

process is referenced in To Be ID FM-TB-020 (Manage Space Reservations) and represented by 

CROSSREF below. 

1. The requestor creates a Space/Event Reservation request. The location, date, time, equipment 

reference, and any additional available information pertaining to the reservation. The Event 

Reservation box must be checked for the Event Reservation Information section to be available. 

The Reservable field on the equipment/asset record must be checked in order for the 

equipment to be considered reservable by the system. If the box is not checked, the equipment 

record will not be displayed in reservation search fields. Upon completion of the data entry, the 

reservation request is submitted and routed for approval. The process continues with Step 2: 

Department Approvers. 

2. The Space/Event Reservation request record is reviewed by a designated approver(s). If the 

location requested is not reservable, is not available for the date requested, is not entitled to 

the requestor, or if the approver needs additional information, the reservation request is 

rejected and returned for resubmission or termination in Step 1: Create and Submit Space/Event 
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Reservation Request. If the request is determined to be valid, the record is approved and the 

process continues. The process continues with Step 3: Create Reservation Work Tasks. 

3. Upon approval of the Space/Event request, reserve work tasks (for services such as equipment 

setup, room layout changes, room breakdown, etc.) are created and auto-assigned based on the 

request classification and service plan. The process of managing the performance of the 

individual work tasks continues with process FM-TB-015. 

4. Once the work has been performed, the Space/Event Reservation request record can be 

completed. The availability of the location is updated for reference on future reservation 

requests. 

Figure 4: Manage Space Reservations (FM-TB-020)  

 

Need Space/Event Reservation 

Space/Event Reservations can be tracked and managed for any location in TRIRIGA. Additionally, each 

request form provides fields that can be used to define the association of a single request to multiple 

locations.  

 

The process of reserving a space starts by navigating to the Request Central portal, and from there, to 

the Space group of request types. Selecting the Need Space/Event Reservation option from the Space 

group will create a new request. 
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General 

On the Need Space form, the Event Details section on the General tab is used to identify the subject, 

duration, recurrence, and other details for the reservation. The required fields on the request include:  

 Building 

 Organization 

 Service Request 

 Event Name 

 Event Type 

 Intended Use 

 Start Date 

 End Date 

When the reservation request details are complete, clicking the Submit action will submit the event 

request and approval (if approval rules are defined). Upon completion of the review (if any), the record 
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will be save with a status of Issued. Issued reservation records are read-only.

 

Submission 

Upon submission of the reservation request, the system will automatically send the requestor an email 

notification to confirm receipt of the request. The notification includes basic information about the 

received request as well as a link to the record. 

Activation 

Once issued, the system will automatically generate and assign any related Reservation Work Task 

records (as defined by the related Service Plan). 

Complete 

The reservation will automatically change to a status of Complete when the resulting event project/tasks 

are completed. If the associated request class is configured for surveys, then a survey request will be 

sent for the requestor to complete in TRIRIGA. 
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ACTIVITY 3.1 

Create a Space Reservation 

Scenario 

You are in charge of reserving a classroom for a training class. You will create the Need Space/Event 

Reservation process by creating a Need Space/Event Reservation form. 

Setup 

 User is logged in to the TRIRIGA Home Page. 

Steps 

A. Navigate to Request Central. 

1. Click the Requests tab. 

2. In the Related Links – Requests section, click Submit Request. 

B. Create a Need Space/Event Reservation request. 

1. In the Request Central section, click the arrow to expand Space. 

2. Click Need Space/Event Reservation. 

C. Complete the Need Space form. 

1. At the top of the form, click the checkbox for Event Reservation. 

 

2. In the Building field, click the magnifying glass lookup icon. 

3. Select the radio button for the ST ## Training Building, where ## is your student number. 

4. Click the OK action. 

5. In the Floor field, click the magnifying glass lookup icon. 

6. Select the radio button for the 2nd floor. 

7. Click the OK action. 

8. In the Room field, click the magnifying glass lookup icon. 

9. Select the radio button for the ## Space, where ## is your student number. 

10. Click the OK action. 

11. In the Organization field, click the magnifying glass lookup icon. 

12. Select the radio button for ADA. 

13. Click the OK action. 
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14. In the Describe Your Request section, in the text box, enter Room reserved for EUT Training. 

15. In the Service Request section, select the radio button for Need Space/Event Reservation. 

16. In the Event Name field, enter EUT Training ##, where ## is your student number. 

17. In the Event Type field, enter EUT Training. 

18. In the Reservation Start Date/Time field, select today’s date from the calendar. 

19. In the Reservation End Date/Time field, select today’s date from the calendar. Adjust the 
time by 2 hours. 

 

20. Click the Create Draft action. 

D. Submit the reservation request. 

1. Click the Submit action. 

2. When you are finished, click the Home tab to return to the Home Page. 

3.2. Manage Move Project 

In TRIRIGA, the management of moves includes managing move service requests, planning scheduled 

moves, and planning strategic moves. The move manager is responsible for moving people, assets, and 

equipment within an organization to ensure that move requests and move projects are implemented as 

required. The move planner is responsible for assembling move projects so that strategic space plans or 

facility move plans are organized with minimal cost and disruption.  

A move request follows the service management process. The request is submitted by the requester, 

assigned to a move task or move project, and completed when the move is complete. 

State Process Overview 

The steps below describe the statewide process. Your agency may have additional requirements. This 

process is referenced in To Be ID FM-TB-019 (Manage Move Project) and represented by Figure 5 below. 

1. A move request can be initiated using self-service or call center functions, allowing employees to 

directly request moves. The requestor can complete an online form to enter the request. The 

request form prompts the user for the type of move, the employee(s) being moved, the from 
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location and to location of the move. The system sends a notification message to the requestor 

confirming receipt of the request and provides the requestor with a portal view to monitor the 

status of the submitted request if submitted via self-service. The process continues with Step 2: 

Department Approvers. 

2. The move request record is reviewed by a designated approver(s). If the move request is not 

acceptable, or if the approver is in need of additional information, the request will be rejected 

and returned for resubmission or termination in Step 1: Create/Submit Move Request. If the 

request is determined to be valid, the record is approved and approval notification is sent to the 

requestor. Upon approval, the process continues to Step 3: Create Move Project. 

3. Move requests are addressed through the execution of move projects. The move project 

provides the move coordinator with the functions required to manage and execute the move, 

including management of costs, coordination of tasks, and updates to drawings and documents. 

Upon creation of the project, the process continues with Step 4: Create Move Project Tasks. 

4. The move project serves as a container for the tasks that need to be performed. Tasks can be 

generated for the project based on pre-defined move project templates. The process of 

managing the performance of the work task continues with process FM-TB-015. 

5. Once the move project tasks are completed, the move coordinator can manage the closeout of 

the move project as required. Move project closeout includes management of and revision to 

related CAD drawings. Upon closeout of the work, the system is automatically updated to 

display the new employee locations. 

 

Figure 5: Manage Move Project (FM-TB-019)  
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Move Request 

 A move request can be submitted by employees or space planners to initiate the process of moving 

employees and their related assets (PC, phone, etc.). A move request can be managed in the system 

from the initial submission through delivery or fulfillment of the move transaction.  

 

The move request must include information about the location from which the person is moving and the 

organization that is responsible for the location. When a move request is submitted, a series of 

automatic and manual activities are initiated that are managed by the move manager. 

Move Project 

Move projects are often generated automatically, as a result of the Move Request process. A move 

project is associated with one or more move line item records that contain the details of the move. 

Move projects can be based on an applied project template which may include more information, such 

as the planned start date and estimated costs. 
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Terminology 

The terms listed below are used throughout this training guide. 

Table 1: Terminology 

Term Description 

Approvals Ensure that created and modified records meet the defined business 
requirements. 

Dashboard Default page for each security group or user role that provides a snapshot of 
current activity. 

Evaluation surveys Used to follow up requests, maintenance, sustainability measurements, and 
space reservations with a questionnaire that provides feedback to the service 
provider on the quality of work performed. 

Funding Sources Budgetary resources for programs and projects. 

Home Page Returns the user to the default Dashboard page and includes the available 
portals for that user based on assigned security. 

Landing Pages Contain actions organized into menus and sections of relevant information. 

Manage Moves 
Project 

Management of moves includes managing move service requests, planning 
scheduled moves, and planning strategic moves. 

Notifications tab A tab in each record that defines users who are notified of any changes or 
approval requirements. 

Portals The main application sections within TRIRIGA. 

Portfolio portal Central store of Locations, Organizations, People, Specifications, and Assets. 

Requests portal Used to issue, manage, and track various requests. 

Space 
Management 

Used to maintain space plans and track space utilization data in buildings and 
structures.  Also possible to manage the people and assets that are in the space 
and coordinate property transactions in the system. 

 


