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Introduction

Finding the Space Form
e From Portfolio - Use the left sidebar menu: Portfolio > Locations > Spaces.

e From Tables and Lists - Space forms can be accessed through most tables that have hyperlinked
(underlined) rooms or spaces.

e From the Floor Plan Viewer — Show Details

Floor: Second Fl Yay, [ Add To Bookmarks (= print @ Help
Yy
-
General Graphic Enhangeaﬂmbiss Area Measureme L Activate J L Save J L Save & Close J L More J x
Taa,,
Baay
(Optional): Graphic Image for this floor. L T T EEEEssEsssmmEEE .'9
= Graphics
LB A= ONON Y

’i B

(1) Use the sidebar menu, and go to Portfolio > Locations > Floors > Graphic tab
(2) On the Floor Plan Viewer, choose the Show Details icon to the upper right of the floor plan.

Prepare the Space Form for Editing
Space: 220

4, Help

- =
Revise More m

General Contact Details Graphic Motes & Documents Calendar Details Calen

(Required): General Information for this Space.

= General

ID 7238 Status Active
* Name 220

Image

(1) If you see the “Revise” buttons at the upper right of the Space Form, then the record is in
“Active” status and is locked.  [“gevise | [more | [ ]

Press the Revise button to edit the record. The “Activate” buttons will appear.

(2) If the “Activate” buttons are already visible, then the record status is “Draft” and is ready to
edit: [ Activate ] [ Save ] [ Save & Close ] [ Maore ] E]

Automated Clean-up When an Appointment Ends

If a person's appointment has ended, their Primary and Secondary Location assignment(s) will
automatically be deleted from the system. Department, Building, and Cluster Responsible Person
contacts will remain, and must be removed manually.
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Assign locations and contact roles in Tririga Facilities and Services Information Management
University of California San Diego

Overview - Workpoint Location and Occupancy

Workpoints and Locations

Workpoints are spaces assigned to individuals and are intended for regular occupancy or use (i.e. offices,
cubicles) and count towards a department’s vacancy report. Non-workpoints are spaces that are
intended for specific task use (labs, conference rooms, mechanical rooms, special class labs) and do not
count towards a department’s vacancy report. (Capacity for non-workpoints is set at and should remain
at 0, even though individuals can be assigned to the room as primary/secondary locations).

For PI/Cluster information, use the Cluster Allocations section next to Responsible Department Allocation
section (or use the Cluster actions in the Space Manager). DO NOT use Primary, Secondary or Check-in
Locations to indicate a Pl/Cluster presence.

Below are instructions for editing the four areas related to assigning people to on-campus locations
(Primary Location (A) Secondary Location (B), Occupancy (C), and Check-in Location (D)).

Space: 220 B Pt @ telp
General  ContactDetails ~ Graphic  Notes & Documents  Calendar Details  Calendar  Includes  Reports  Audit [(Activate ] [(save ] [Save & Close ] [More ] [x]
(Required): General Information for this Space.
+ General

+ Space Measurements

+ Current Use Space Classification |
+ Responsible Department Allocation | [(Remove + Cluster Allocations | [(Remove
= People - Primary Location I = People - Secondary Location ]
© Export 1totalfound ~ Show: |10 © 0total found — Show: [10 v
(] !'lastName  FirstName Full Name Work Phone Email [) ! Type LastName FirstName ID  Name Work Phone  Mobile Email
(0 Mitchell ErkT Erik T Mitchell 858/534-3060 etm@ucsd.edu Mo data to display
= People - Check-in Location | [Remove ]
' 0total found e show: |10 v
[] ! LastName First Name Full Name Work Phone Email
No data to display
= Occupancy = Occupancy Calculation ]
Occupancy Status Occupied - Related Reports |-Select- %) Space Level Occupancy
Chargeback Status Occupied g. Emergency Capacity 0 © Export 1totalfound
a.Headcount (Primary) 1 h. Overflow Capacity 1] m | Organization Name Percent Allocated
b.Headcount (Other) 0 i. Remaining Vacant 0 O B Occupancy Tracker 100 percent
¢. Seats Reserved 0 j. Planned Occupancy 0 100 percent
d. Seats Allocated 1 k. Planned Vacancy 1]
e. Capacity 1
f. Total Shared Capacity 1
1 >
+ Details *+ UC Details
+ Research Neighborhood Add | | [ Add Neighborhood | | [ Remove Neighborhood ] + Location Status

When working with Locations (A, B), remember to review Occupancy (C).

People Data - Sources
People data is primarily pulled in from the Employee Activity Hub (UC Path), Student Activity Hub (SAH),
and the Affiliates Table.

Remote Locations
A person’s Remote Location Is not captured in Tririga at this time. 100% Remote people will be flagged
as a part of phase 2 AB119/Tririga development. Completion is anticipated in March 2023.
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Space Form - Assign or Unassign Individual People to Locations

Use Primary and Secondary Locations for Occupancy Calculations. Use Check-in Location for field
workers, or those with constantly changing or on-demand work at a variety of locations.

People — Primary Location

All people in Tririga are allowed only one Primary Location, usually an office workpoint assigned by the
person's primary or ‘home' department (but can be a non-office or non-workpoint space if no office is
assigned). The Primary Location people count against occupancy calculations when it is a workpoint.
DO NOT use Primary Location to indicate a Pl/Cluster presence.

To preserve the rule of only one Primary location per individual, when you assign a person with an
already existing Primary Location to a new Primary Location, it will remove them from the older Primary
Location automatically. If this is a concern for you, use the Space Manager and check the Display Floor
Plan for Current Assigned Space checkbox in the “Select an Action” section to display the current
Primary Location for the selected person.

To add people to a Primary Location:

(1) Select - Search by the = People - Primary Location o Find | | People - S

"preferred name" if a person has & oo |
Export

IR

' = 1| Last : 2
one. If a user doesn't have a Ul s s R [
. . __ S A
designated preferred name it O Mitcht i Reports T ] employees
. . L ™
WI” be thelr fu” Iegal name. v |1 /1809 Ex?é';ﬁdﬁdmtal found Apply Filters  Clear Filters Show:
(2) Filter and for the appropriate = Peon L JIESSEISME S geR RS e
person. (If you have trouble [f", I”[;‘;’i [ contains i.' | [zontains | [contain.
locating the person, try filtering s ILSILP—T e
. O R EAMON lipour@ucsd.ed
on the person’s email address). 04 — SERRITEIER At
JoLL
(3) Check the radio button in front = Occd [J AALUND ESMARELDA raalund@ucsd.edu

of your selected person, then...

(4) Select

When finished, click either | save | | save & close | on the Space Form.

People — Secondary Location

All people in Tririga may have any number of Secondary Locations. They are used for subsequent
designated locations after the Primary Work Location is identified. These additional seat assignments
are usually based on a situational use such as a secondary appointment or project. The Secondary
Location people count against occupancy calculations when it is a workpoint. DO NOT use Secondary
Location to indicate Pl/Cluster presence.

To add People to a Secondary Location, follow the People - Primary Location assignment process above,
but perform it in in the Secondary Location section.
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Occupancy
This section must be reviewed in conjunction with Primary and Secondary assignments to be able to
report on workpoint (office) occupancy and vacancy.

Occupancy Calculation

Capacity headcount (HC) analysis uses the Primary and Secondary Location occupants and applies to
“Workpoint” spaces that are intended for regular assigned occupancy/use (i.e. Offices, Cubicles) and
count towards a department’s vacancy report (graphic reports available in floor plan viewer, People
theme). Check-in HC is excluded from Occupancy Calculation.

Edit Occupancy Calculation Fields
Capacity and Total Shared Capacity must be more then 1 for workpoints (offices), and are used to
calculate occupancy and vacancy when the space is a workpoint.

= Occupancy
Occupancy Status M/A
Chargeback Status Occupied g. Emergency Capacity 0
a.Headcount (Primary) 0 h. Overflow Capacity 0
b.Headcount (Other) 0 i. Remaining Vacant 0
c. Seats Reserved 0 j. Planned Occupancy 0
d. Seats Allocated 0 k. Planned Vacancy 0
e. Capacity 0
f. Total Shared Capacity 0

(1) Adjust e. Capacity - how many individuals can routinely occupy the space at the same time.
Capacity for non-workpoints is set at and should remain at 0, even though individuals can be
assigned to the room as primary/secondary locations.

(2) Adjust f. Total Shared Capacity - how many individuals can be assigned to share the space while
not exceeding the intended capacity at any one time*.

Then click either [ save | [ save & close | at the upper right corner of the form to finish.

*For example, a grad student office may have a capacity of 4 (4 desks), but can have a total shared
capacity of 8 (8 people share the room, but only 4 can occupy at any given time).

Edit Other Optional Occupancy Fields
These Occupancy fields are not calculated against Primary and Secondary Location headcounts.

g. Emergency Capacity is the stated maximum occupancy of the room, if known (often set by the Fire
Marshal or other building official). This field is not required.

h. Overflow Capacity is how many additional individuals can be assigned to the space in an overflow
situation. This field is not required.
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People — Check-in Location

The Check-in Location section is for people who do not perform a significant concentration of work in a
designated space in a building. This could be due to work performed in the field, or constantly changing
on-demand work at a variety of locations. The check-in location is where a supervisor or other contact
could enable someone to get in touch with the person, or where staff report but not where they
perform the majority of their work. The Check-in Location people are excluded from occupancy

calculations.
DO NOT use Check-in Location to indicate a Pl/Cluster presence.

To add people to check-in, follow the People - Primary Location assignment process above, but in the
Check-in Location section.
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For Primary Location assignment only. Space Manager currently does not work for Secondary or Check-

In Locations. People are assigned one at a time.

Navigate to the Space Manager, and prepare the Space Manager to assign people.

- -
= Select an Action = Location of the Space(s)
« Action [Assign Person [+ Building Torrey Pines Center South o0
Show confirmation before updating space(s)? (] + Floor [Third Floor Lo
Display Floor Plan for Current Assigned Space
<
= Select a Person to assign to a Space v -
» /2 % Expert 14totaliownd  Apoly Fiters Clear Filters Show Mere Filters Show
Type LastName - First Name ‘Organization Bulding = Floor Room Functional Role “Ispace Class
== comans == |[comrars 1 [coneas | [corvers | [conrmms | B ]
fo) Employee CARBAJALESCOBEDD ABTGAIL T Student
o) Employee  CARBAJAL ESCOBEDO ATLYN s Student
o Employee  ESCOBEDO ALICIA GUADALUPE,®® Student
i
O Employee ESCOBEDO BRIANNA, 48** Student
(e} Employee ERIANA » Student
O @ Employee ESCOBEDQ o nnn S WARIANA Student
Y T
JE9 a0 8 2 ERESARA"* NG, , Student
reuy
Employee  ESCOBEDO PEDRO MANUEL frena,,, Student
.
Employee  ESCOBEDO SARA SILVA e, Student
.
@® @ Employee Escobedo Eliud Jr. RME Controller's Offic8%s,  Campus Services Complex - Building C First Floor 113 Staff: Career Office - Enclosed
N
o) Employee  Escobedo Griselda 2y, Staft: Career
.
e essasEEEEEEEESEREEEEEEEEEEEIEEEEESEERERSREEEEEEER
%, gsssssnsssssusse >
., ot 1]
o o
= Floor Plan - Selected Person's Current Space = Floor Plan - Select a Space to assign to the selécted Pers fon Assign Person
Menu  [Torrey Pines Genter SoulhiThird Fioor v ‘; = i¢eRAaanq
LY, | U
T o] oz =
n n ylu| ;
—
. 0 T

A) Choose Space Manager Action

In the Select an Action section, under Action, choose Assign Person.

B) Choose Location

In the Location of the Space(s), choose the building and floor.

C) Assign Person
(1) Filter on the chosen terms to limit your choices bel

ow the 80,000+ people in the Employee

Activity Hub. Filter options include Name and Functional Role (from UC Path)

(2) Check the boxes in front of the person to assign.
(3) Select the designated space in the floor plan.

(4) Click to the right to assign the pers

on. Repeat as needed.

To preserve the rule of only one Primary location per individual, when you assign a person with an
already existing Primary Location to a new Primary Location, it will remove them from the older Primary
Location automatically. If this is a concern for you, check the Display Floor Plan for Current Assigned
Space checkbox in the “Select an Action” section to display the current Primary Location for the selected

person.

NOTE: Spaces also may be individually edited by using Show Details and clicking a space.
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Space Manager - Unassign People

For Primary Location un-assignment only. Space Manager currently does not work for Secondary or
Check-In Locations. Several people may be unassigned at once.

Navigate to the Space Manager, and prepare the Space Manager to unassign people.

\—/ \-—/
= Select an Action = Location of the Space(s)
» Action |Unassign People E «» Building [Torrey Pines Center North Felx]
Show confirmation before updating space(s)? | " = Floor [First Floor Lo
= Select People to Unassign from Space(s) [[Refresh Flsor Plan with Selected People
v /3 © Expont 26motalfound  ApplyFiliers ClearFilters = ow:
W TastName Organization Room Space Class
[ | [conains [ consain | [contains J[[conz=ins . ]
Aganon-Riedling &trfck Donald 1238 Staff: Career Administrative ice - Enclosed
-
Buckley Ane Louise 128 Staff: Career administgfle Offie - Enclosed
- *
. 2ty
Chavarin Jam' r Creative Services and Publications 100B Staff: Career mealw& Office - Open
. . PLA
Clark Castagna Chistine Elizabeth University Communications 104 Staff: Career po#*" Admisistrative Office - Enclosed
e * -
i1 a o
Distefano Dighe Carole 121 SjaffuGane® Adrfinistrative Office - Enclosed
* sssmsEEEIssEEEEEESEEESES 1
Grantham &ffrey Todd L (L 118 Staff: Career Adr‘inistrah've Office - Enclosed
- at L3
Guzman-Verduso Jarlos o» 82 % Ereative Services and Publications 100C Staff: Career Adritpistrative Office - Open
L J
Hale o Matthew 308 Creative Services and Publications 113 Staff: Career AdminiSiative Office - Enclosed
- s
. .
Howard .o' g;né E Creative Services and Publications 122 Staff: Career AdministratvBgffice - Enclosed
o .
Hutchinson ¢ o#% dessicadnn Crestive Services and Publications 108 Staff: Career Administrative Offic® Egclosed
. %
2, )
LE Ky
LT "
Taaa,
ay .
= Floor Plan - Current Space(s) lected Peopl'e' e, Unassign People
T i g D esRa®alP s
Wenu | Tomey Pines Center NomhiFirst Fioer [P v GReseEoaaQR®
.' -
. ~
()

106
Leo Solar Kosug

18 108
Jeffrey Todd Granthan] Jessica Anh Hutchinson

105
Erika Rose JoBhs

ane Carole Distefano
\ -

A) Choose Space Manager Action
In the Select an Action section, under Action, choose Unassign People.

(CU)483-1-1

B) Choose Location
In the Location of the Space(s), choose the building and floor.

C) Unassign Person
(1) Filter on the chosen terms to limit your choices below the 80,000+ people in the Employee
Activity Hub. (Filter options include Name and Functional Role from UC Path)
(2) Designate people OR locations to unassign
a. People - check the boxes in front of the person(s)
b. Location - select the designated space(s) in the floor plan.
(3) To highlight checkbox choices (2a) on the floor plan, select [ Refresh Floor Plan with Selected People |
to the upper right of the person list.

(4) Click to the upper right right of the floor plan, to finish.
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Assign Department Contacts and Roles

Use the sidebar menu: Portfolio > Organizations > Departments > [select department] > Employees and

Contacts tab.

Add a Department Contact

(1) Choose to the
right.

(2) Filter for the contact. Ifitis a
common name, filter on the
eMail field.

(3) Check the box in front of the
name

) Click

Add a Role to a Contact

General  Employees&Contacts  Contracts  SpaceDefails  Clygyw Activate Save Baiose | [(More ] [x]
ammmEES
(Optional): List of Employees for this Department. ey we®®
Y
Y
- Contacts o Add People | |

© ototalfound o show: |10 v

[ ]! Role: Person Work Phone M:)ﬂ& Email Primary Organization
+
Mo data to display r
- BEPFS
Emol .0. S x
- Employees B =
F g o
Related Reports |-Select- ey ¥ *
Refted Repos -! Ty People

D Export 15totalfound  ApplyE  m

Show: |50 W

.
ilters  Clear Filters

[ ]! LastName  First Nan1 2 found  Appl
Full Title & Work Phone  Work Fax eMail
“ontain: '
‘% 'lsungEum Lee || cettains || contsins || contains [ contains

[0 Aleksanian *

Sameghi | g !:LEEUW at

Lled'a gy un® sblee@ucsd.edu

M ramninn ramilla F

Department Roles are assigned to the department, and people are assigned to Roles. An individual may
occupy more than one Role. Available roles include:

e Business Unit Manager — Must have one. Only one allowed per department
e Space Manager — Must have one. May have several for a department

e HR Contact — Not required.

More roles can be created on request Have your VC space management team contact FSIM.

To add a Role:

(1) Click on the person that needs
a role assigned.

(2) Inthe Contact Role popup,
choose in the Role
section

(3) Check the box in front of the
desired contact role.

) Click
(5) Click either to finish

[ Save ] [ Save & Close ]

Genersl  Employees & Contacts  Coniracts  Space Details  Cljggp [Lactivate | [(save & Ciose | [more | [x]
(Optional): List of Employees for this Department.
= Contacts Add People | | [ Remove
© Export 1 total foung Show: |10 v
[]IRole  phrs Work Phone  Mobile Email Primary Organization
+
] .-' Sung Bum Lee shlee@ucsd.edu Campus Plannin;

T Contact Role: 1049314 - Sung Bum Lee-Organization-Center on Global Justice - Google Chrome

ucsd-test.tririga.com,

[
Related Reports
)

Contact Role: 1049314 - Sung Bum Lee-Organization-Center on Global Justice

"..E, Print @)1 Help

.
O emn 15

silMbBikssesnnnsnnnnns

auns
annt®
s
s

s
5 (g ] (=)
.
r! (Required): Select the contact and their role. LN
Canta b
#, Linked Record Center on Glabal Justice Linked Form Department L 3
O Aleksan *e .
- "ogptact
O campiol ’umame Sung Bum Lee D 1373930 1
Eo— ¥ M@sganizations\University of California\University of California, San Diego\Office of the i
m} Huante Primary Organization Chanceﬂem\ﬁ;e Chancellor of Resource Management and PlanningiCampus Planning 2
office\campus Daﬁrﬁngu.._...‘l . H
O chag Email sblee®ucsd.edu :
.
.

Work Phone ot Work Fax
»
[0 Gokalga St g
< Role R
F g
snna »
O Haines | * Role et Trea,, &
(o) (s (ras J) g * r
3 - 4
3 +
Hernan . * . .
- H « LETTSR- L
= F x
Hoe |’ -
. g
.
.o
O 3Jiven w_gm Reponts | -Select- ¥ Contact Roles
o ) Export 2totalfound  ApplyFilters Clear Filters show: |50 ¥
Lieban Name
0 M B.Jsmess Unit Manager
@ Space Manager
O Maier
b
O  Malinis
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Creating and Editing Clusters

Clusters are sub-department groups of people, space, funding, and research activity that may cross
departmental boundaries. As noted above, PI/Cluster presence should be identified using Cluster
Allocations. DO NOT use Primary and Secondary Location workpoints to indicate a Pl/Cluster presence.

Create and Assign a Responsible Person to a Cluster
Use the sidebar menu: Portfolio > Organizations > Clusters > General tab:

Facilities Information Management

Portfolio / Organizations [

Clusters - Active A Open In New Window D, Add to Bookmarks D| My Bookmarks

Clusters - Active

T Cluster: - Google Chrome

_Select- ] ucsd-stage-old.tririga.com

Related Reports

n® .
e 249 © 248410 Cluster: Lent st iy Print @ Help Show: |10 W
.
] * ble Person R
[ ] General -g.aae‘r Allocations Cluster Allocations Graph Atl:-cao Create Draft E] )
@
ot o .‘. | E
04095 Requirad): General Cluster Information. L) ANDA A A
[J 1004095 = quir . IRAMDA AARONS G
r ! St ! sl
Oz : k & General Y pagyan a
L | - . o
Oz s o Status - N n Isaac Abarbanel Fl
M s : o # Mame ‘4‘ D rams g
| 8 ! = prams Sl
" sasnsEEEmN .
O : Short Mame -..-_.!!.- L] ll-.._..._. 5, Aburto Oropeza M
- = . a® "y *
O 10 . H‘f?‘d‘?path te, Y L E. Acampora El
L . . n

011 . Jo® L Aceves B

— * .
[ a3 5 of hchim P

- .
] 2875 .“.‘ - Details kerman Bi
J 4252 | Organization Type Cluster Ehley Miller Bi
% Responsible Organization e £3 % Responsible Person e (%
=

(1) Aadd | a Cluster.

(2) Create a unique name.*

(3) Add a Responsible Organization (magnifying glass L , search and filter for the department
name, choose by selecting checkbox in front, then ).

(4) Add a Responsible Person, using the same methods as for assigning a Primary Location for a

person. (magnifying glass (0 , search and filter for person, choose by selecting the checkbox
in front of the name, then ).

Once a draft is created, open it and choose either | save | | save & Close | to complete the new Cluster.

* NOTE: Research Clusters names should be LAST NAME, FIRST in all-caps, and add a clarifying suffix to
all identical names if they need to point to distinctly different activities. Clusters may also denote
grouped activity other than research-focused and -funded efforts.

Edit a Cluster’s Responsible Person
(1) Within the Cluster Form under Responsible Person, click on the magnifying glass [ , search
and filter for the person, choose by selecting the checkbox in front of the name, then

Finish by choosing either | save | [ save & Close | on the Cluster Form.
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