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Introduction 
The TBR PFI data is stored in an ARCHIBUS database and is managed using the ARCHIBUS Web Central 
application. 

The PFI system gives multiple users from each institution access to the PFI data and the ability to 
manage, report, and analyze the PFI for their institution.  Users are able access the system from 
anywhere with internet access and view, add, and edit information for their institution. 

The system is very flexible and is meant to be as much a tool for the institutions to track and analyze 
their PFI as it is TBR’s central repository.  With this in mind, feedback is welcome as well as reporting 
needs. 

The Tennessee Board of Regents, Physical Facilities Inventory (PFI) uses the 2006 Postsecondary 
Education Facilities Inventory and Classification Manual (FICM) from the National Center for Education 
Statistics (NCES) which is located in the U.S. Department of Education - Institute of Education Sciences 
(IES).  This is the reference guide for the classification and inventory of space at all TBR campuses. 

http://nces.ed.gov/pubs2006/2006160.pdf  

Each campus will need to download this manual as various definitions, references and tables will be used 
from this manual.  Specific references will be given, however all of the information in the FICM manual will 
not be repeated in these instructions.  This version of the FICM manual has several updates and 
refinements.   

The inventory includes all “Permanent and Semi-Permanent” teaching locations.  This includes all owned 
sites and market rate leased sites.  It does not need to include nominal lease or no cost lease facilities such 
as high schools, community centers and similar facilities. 

This PFI and the resulting data analysis follow the FICM manual very closely as well as the new THEC Space 
Guidelines.  Categories created by the analysis based on the former “matrix” are not included, i.e. Special 
Academic, Special Administrative, Special Student Serviced, etc.  

 

Data and Instructions 
There are 4 main tables in which data is tracked for the PFI.  They are: 

• Institutions – this is the table that holds the institution information 
• Buildings – This is the table that holds the building level information 
• Floors – This table holds floor information.  This information did not exist in the previous PFI 

system and does not contain much data but is necessary for linking drawings and arranging the 
data in a true hierarchical manner. 

• Rooms – This table holds the room specific information. 
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These tables have a one-to-many relationship in a hierarchical fashion just as in the physical world.  For 
every institution there can be many buildings.  For every building there can by many floors.  And, for 
every floor there can be many rooms. 

The fields tracked for each table are: 

• Institutions 
o Institution ID – This is the two digit THEC code 
o Institution Name  
o Physical Address  
o Mailing Address  
o City  
o State  
o Zip  
o PFI Facilities Coordinator 
o Coordinator Phone   
o Coordinator Email 
o PFI Coordinator II 
o Coordinator II Phone 

o Coordinator II Email 
o Comments 

o TBR #1 (comments) 
o Campus #1 (comments)  

• Buildings 
o Institution Code – This is the two digit THEC code 
o Building ID  

§ A unique code up to a 7 characters assigned by the campus to identify each 
building owned or leased and managed by the campus. The format of the Building 
ID will normally be XX-XXX where the first two characters are the Institution Code 
and the last 3 are the unique Building Code.  Up to 5 characters may be used by the 
campus, including subscripts “A”, etc.  To be included here as a building, the 
structure should meet all four criteria in the FICM manual.   

§  Most Campuses now use a 3 digit numbering for their buildings, i.e.  100, 101 etc.    
§ The numbering system may be one that can be used on the campus graphic and by 

the registrar’s office.   
§ If your campus lacks clarity in your building numbering system you should use this 

opportunity to renumber your buildings. 
o Off-Campus Code - Two digit code assigned by THEC for off-campus sites. 
o Building Name - The official name of the building.  If no official name, use a descriptive  

name or the short building name. 
o Short Building Name - The name commonly used on campus.  20 Character limit. 
o Building Abbreviation - A two, three or four character abbreviation – Typically the one 

used by registrar for class schedules.  5 Character limit. 
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o Primary Building Function - Identify the primary function, i.e. Administration, Humanities, 
Library, etc., 

o Secondary Building Function - Identify the secondary function, i.e. Computer Center, 
Offices, Academic Achievement Center, etc.  If the building is a single purpose building, 
leave the second function blank. 

o Building Address - Typically, the 911 address for this building as assigned by 911. 
o City 
o County 
o State 
o Zip 
o Building Use 
o Ownership 

§ 1   Owned Facilities 
§ 2   Fair Market Lease 
§ 3   Nominal Lease (High Schools, Community Centers and city/county facilities that 

we are in for $1 per year, etc.) We probably won’t track these, at least in the short 
term. 

o Construction Type 
o Stations (Capacity) 

§ Total stations in the building or capacity of the building.  This would be calculated 
for all buildings.  See information on stations in Room section. 

o Date Built - The completion date of the building.   Four digit year. 
o Date Occupied - The date the building was occupied by the campus.  Four digit year. 
o Gross SF (Manual) - The gross SF as defined by the FICM manual.  Direct entry of the 

number for those without CAD driven data. 
o Gross SF - The gross SF as defined by the FICM manual.   
o Net SF - The Net SF as defined by the FICM manual.  Calculated Field from room data.  

Assignable + non-assignable 
o Assignable SF - The Assignable SF as defined by the FICM manual.  Calculated Field from 

room data.  
o Estimated Replacement cost 
o Risk Management ID 
o Year of Last Major Renovation - The completion date of the last major renovation.  Four 

digit year. 
o Cost of Last Major Renovation - In order to be considered Major the cost of the renovation 

needs to be at least ½ of the replacement cost of the building at the time of the 
replacement.  

o Percent In-Service for Next Year - Estimate of the total in-service time of the building, 
normally 100%.  If a new building is scheduled to come on-line at midyear, then the percent 
in-service would be 50%. 

o Comments - Open field for any notes that provide additional information about the 
building. 
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o TBR #1 – Comments 
o Campus #1 – Comments 
o Campus #2 – Comments 
o Campus #3 – Comments 

• Floors 
o Building Id 
o Floor 
o Floor Name 
o Gross SF  
o Net SF 
o Net Assignable SF 
o Stations 

• Rooms 
o Building ID 
o Floor ID 
o Room Number - Unique room ID normally 3 characters,  assigned by the campus to identify 

each room within each building.  A total of up to 5 characters may be used including 
subscripts, i.e. 101A and 101AB, etc.  The campus room numbering should be numeric and 
be the actual number that is used for that room in the building as well as be consistent with 
the room numbers used by the registrar, etc.  If your building numbering does not follow a 
consistent numbering system, you may want to consider revising your room numbering 
system.  

o Room Name - A commonly used name or description of the particular room.  The Room 
Use Code will identify the room as an office, classroom, classlab, etc.  This name can be use 
to further identify the room as the Presidents Conference room, Physics Lab, Eager Allen 
Poe Reading Room, etc. 

o Stations 
§ The actual stations or capacity of the room as set-up.  This station count or 

capacity is not based on the square feet in the room, rather the actual assignable 
chairs / stations.  This should be a count that the registrar can use in assigning 
classes, etc.   Do not count temporary seating for special purposes or stray chairs 
that may be in the room. 

§ Classroom:   The number of chairs/desks normally in the room intended for 
student occupancy. 

§ Classlabs:  For most labs it will be the number of student stations in the lab.  The 
number that the registrar would use to assign laboratory classes.   

§ Offices:  Identify the number of people normally assigned to the office (do not 
count visitor chairs, etc.) and for conference rooms identify the number of usable 
chairs typically in the room.   

§ Library:  Count the seating for library patrons,  i.e. the chairs / couches in the 
reading area, the number of carols or computer stations for patron use, the 
number of seats in the group study rooms, etc. 



 

7 
 

§ Sports Venues & Theaters:  Identify the number of fixed seats or assignable seat 
spaces for bench seats.  

§ Food Services:  The normal number of chairs for use by the diners. 
§ Housing:  The capacity should only include beds within the unit.  For a dorm room 

is would be the number of beds in the room and for an apartment it would be the 
number of beds in the unit.  Each “apartment” may be included as a room or each 
individual room may be identified.  If all rooms are included then the stations or 
capacity of the living room, kitchen, bathroom, etc. should be 0. 

o Furnishing Type - A 3 digit code to indicate the general furnishings type in the room.  Refer 
to the Furnishing Type table.   

o Technology Type - A 3 digit code to indicate the general technology type in the room.  
Refer to the Technology Type table.   

o CIP Code - CIP Codes from the table.   
o Room Use Code - Room use codes from the table. 
o Room Sub-Use Code 
o Program Classification Code - Program Classification code from the table. 
o Department 
o Division  
o Agency Code 
o SF – Square Feet.  The “net” square feet in the room (inside wall measurement). 
o Research Percent - The percentage of the room use for research.  Generally the percentage 

may be determined by use time.  If a lab is used 60% of the time for class use and 40% of 
the time for research enter 40%.  Default to 0 

o Revenue Producing Area  
§ 0 = Not a revenue producing area.  
§ 1 = Not necessarily revenue producing to the institution, but not wholly managed 

by the institution.  (i.e. Post Office & ROTC, etc.).  Spaces considered as “Private 
Use” by the Bond Authority.  

§ 2 = Revenue producing, wholly managed by the institution.  (i.e. dorm, student 
housing, seating in a sports venue or theater, snack bars & laundries where the 
institution owns all the equipment.) 

§ 3 = Revenue producing, operated by an outside company. (i.e. cafeteria operated 
by Aramark, or a bookstore operated by Follett etc.) 

o Comments - Open field for any notes that provide additional information about the room. 
o TRB #1 – Comments 
o Campus #1 - Comments 
o Campus #2 -Comments
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Using the System 

Logging In 
From an internet browser such as Internet Explorer, go to the following web address: 

www.pfi.tbr 

The following log in screen will appear: 

 

Enter your username and password and click on the Sign In button or press the Enter key on your 
keyboard. 
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Navigation 
Once logged in, your screen should look similar to the following: 

 

In this image, a red rectangle has been placed around the Navigator.  The Navigator is a type of menu 
system which allows users to choose from predefined edit forms, charts, and reports.   

The current edit forms, charts, and reports (also known as “views”) are shown and are described in 
detail below.  Reports and charts may be periodically added.  If so, this document will be updated to 
describe these new views. 
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Define Rooms 
The Define Rooms task gives the user the ability to view, add, and edit the PFI information for the 
Institution, Buildings, Floors, and Rooms all in one view. 

In the image below, the Define Rooms task has been chosen in the Navigator.  The resulting View 
presents a Tree Panel in which one may drill down from the Institution level, to the Building Level 
(shown), to the Floor level and, finally, the Room level.  Drilling down to these levels is done by clicking 
on the plus (+) sign to the left of the desired entity.   

 

Tree Panel 
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View/Edit Institution Data 
To view or edit institution level information, click on the Institution name in the Tree Panel.  The 
institution data will be presented in the Detail Panel as shown in the image below where the data may 
be viewed and edited. 

 

Fields with an ellipses button  validate on another table.  In other words, the value in the field must 
exist in the validating table.  In this case, we have two fields with ellipses buttons in this view, City and 
State.  If the ellipses button is clicked for the City field, a valid list of cities is presented.   

 

Detail Panel 
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Choose a city from the list in order to ensure you have chosen a valid city.  Do the same with the State 
field. 

All other fields are free text fields and will accept a fixed amount of characters based on the field. 

The Comments, TBR#1, and Campus#1 fields are “memo” type fields.  These fields hold large comments 
and will accept carriage returns. 

SAVE! 

Anytime data is added or modified, always remember to hit the Save button in the top right corner of 
the form. 

View/Edit Building Data 
To view or edit building level information, click on the building name in the Tree Panel.  The building 
data will be presented in the Detail Panel as shown in the image below where the data may be viewed 
and edited. 

 

In this case, we clicked on the “24-006 Lyon Hall” item in the Tree Panel.  In the Detail Panel, we can 
view and edit this building’s information. 
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Note that some of the data in this form has ellipses buttons  and, therefore, must contain valid values.  
These fields are: City, County, State, Construction Type, and Building Use.  Always click on the ellipses 
button and pick from the list to ensure that you have entered a valid value. 

There are also two list box fields, “Percent In Service Next Year” and “Ownership”.  Click on the down 
arrow to the right of these fields and select a value from the drop down list. 

 Calculated Replacement Costs and Estimated Replacement Costs 
Calculated Replacement Costs is calculated using the standard cost/sqft associated with the Building Use 
times the Gross sqft.  This is meant to be used as a guide for entering the “Estimated Replacement 
Costs”.  In most cases you should use the Calculated Replacement Costs when entering the Estimated 
Replacement Cost.  Occasionally the Estimated Replacement Costs will differ from the calculated due to 
finishes or features that increase the value.  In some cases the Estimated Replacement costs may even 
be lower than the calculated. 

SAVE! 

Anytime data is added or modified, always remember to hit the Save button in the top right corner of 
the form. 

View/Edit Floor Data 
To view or edit floor level information, click on the floor name in the Tree Panel.  The floor data will be 
presented in the Detail Panel as shown in the image below where the data may be viewed and edited. 
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Other than the Floor itself, users are not required to track any data in the Floors table.  A Floor Name 
may be entered but is not required as well as a Gross SF for the floor.   

The Floor code must be unique to the building.  For example, a building cannot have two first floors.  If 
this were attempted, an error would occur when trying to save the record. 

The Net SF and Net Assignable SF are summed up from the room records for the floor. 

SAVE! 

Anytime data is added or modified, always remember to hit the Save button in the top right corner of 
the form. 

 

View/Edit Room Data 
To view or edit room level information, click on the room name in the Tree Panel.  The room data will be 
presented in the Detail Panel as shown in the image below where the data may be viewed and edited. 

 

The room code must be unique to the floor.  If this were attempted, an error would occur when trying to 
save the record. 



 

15 
 

Note that some of the data in this form has ellipses buttons  and, therefore, must contain valid values.  
Always click on the ellipses button and pick from the list to ensure that you have entered a valid value. 

The Taxonomy Code field is for reference only.  These codes were converted to the newer CIP codes.  
However, some of the Taxonomy codes were not correct and, therefore, did not convert so we added 
this view only field so the end user could see what the taxonomy code was to help them determine 
what the CIP code should be. 

SAVE! 

Anytime data is added or modified, always remember to hit the Save button in the top right corner of 
the form. 

Adding New Buildings, Floors, and Rooms 
To add a new building, floor or room, click on the “Add New” button as shown below and then make the 
appropriate choice.  You will then be presented with a blank form in the Detail Panel.  

 

Notes: 

• Depending on your screen resolution, you may need to drag the right frame border of the Tree 
Panel over to the left in order to see the “Add New” button. 

• You must click on the appropriate level in the Tree Frame before using this command.  For 
example, if you are adding a floor to a building, you must have chosen the building for which 
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you wish to add a floor in the Tree Frame first.  Likewise, if you are adding a room, you must 
choose the floor for which you wish to add a room in the Tree Frame first.   
 
With this in mind, the building code will be pre-populated when adding a floor.  The building 
code and floor code will be pre-populated when adding a room.   

 
• When adding a new building, the Building ID must start with the Institution Code (THEC Campus 

ID) followed by a dash followed by the unique building code.  For example, MTSU’s THEC 
Campus ID is 24 so, as you will notice in the image above, all of these buildings start with a 24 
and are followed by a dash and then the building code. 

SAVE! 

Anytime data is added or modified, always remember to hit the Save button in the top right corner of 
the form. 

DELETE – you may also delete buildings, floors, and rooms by clicking on the Delete button. 

CAUTION! 

BEWARE that if you delete a building, you will delete all the floors and rooms associated with that 
building.  Likewise, if you delete a floor, you will delete all the rooms associated with that floor. 

If you are renumbering an existing building, simply change the Building ID.  The new Building ID will 
cascade down to all the floors and rooms for that building.  Do NOT delete it and add a new one if you 
are simply trying to rename it. 
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Additional Features for the Define Rooms view 

 

Frame borders (see red arrows) can be adjusted by dragging them from side to side.   

Complete panels can be hidden by clicking on the small arrow (see red circles) in the middle of the 
border.  Click on the arrow again to unhide the panel.  When working in this view, one might hide the 
navigation panel (left panel) to make more room for the Tree Panel and the Detail Panel and then 
unhide it when ready to open a different view. 

 

Assign Room Uses and Sub Uses to Rooms 
This view provides a graphical way to assign Room Uses.  This is only available to those that have linked 
CAD drawings to the database.  All others will need to update room uses via the “Define Rooms” view as 
described above or the “View Rooms” view described later in this document.  This document will be 
updated with more detail on this view in an upcoming release. 

Assign Divisions and Departments to Rooms 
This view provides a graphical way to assign Divisions and Departments.  This is only available to those 
that have linked CAD drawings to the database.  All others will need to update room uses via the “Define 
Rooms” view as described above or the “View Rooms” view described later in this document.  This 
document will be updated with more detail on this view in an upcoming release. 
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Calculations 

Update Area Totals 
This is an action that should be run after adding or updating data that effects building information such 
as square footage (assignable and net) and stations.  Following is an explanation of the calculations 
performed: 

1. Room: SF (Square Foot) will be updated by the value entered into SF (Manual). 
2. Room to Floor: Sum of SF of rooms where the Room Use starts with “01” for a given floor = Net 

Assignable SF for the floor. 
3. Room to Floor: Sum of SF of all rooms = Net SF for floor. 
4. Room to Floor: Sum of Stations of rooms for a given floor = Stations for floor. 
5. Floor to Building: Sum of Stations of floors = Stations for the Building. 
6. Floor to Building: Sum of Net SF for floors for a given building = Net SF for the building. 
7. Floor to Building: Sum of Net Assignable SF for floors for a given building = Net Assignable SF for 

the building. 
8. Room to Building: Sum of rooms SF for a given building where Revenue Producing? = 2 or 3 = 

Revenue Area (PFI) for the building. 
9. Building: Gross SF will be updated by the value entered in the Gross SF (Manual) field. 

 

To perform these calculations, choose the “Update Area Calculations” task in the Navigator and then 
click on the “Start Job” button in the Detail Panel shown below and wait for the job to complete. 
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Edit Checks for Buildings 
Edit Checks for Buildings shows potential problems with building data.  Potential issues are explained 
below the image.   

 

Building Name – if this field shows “name”, this means that the building name is blank for this building 
and will need to have a building name entered. 

Building Use – If a building use is blank, this field will show “**” and will need to have a building use 
assigned. 

Owner – Valid owner values are 1, 2, or 3.  If there is an invalid value in this field, that value will be 
displayed.  Otherwise it will be blank. 

Date Built and Date Occupied – If these fields are blank or have invalid data, “date” will be displayed in 
these fields and need to be corrected. 

Stations – if stations are 0 then “0” will be displayed. 

Gross SF, Net SF, Replacement Cost – if any of these fields are 0 then a “0” will be displayed.  These will 
need to be corrected. 
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A blank report means that no problems were found! 

This view can be exported to aid in cleaning up the data.  To export this data, choose the “DOC”, “PDF”, 
or “XLS” button in the top right corner of the view. 

To make corrections, use the “Define Rooms” view described above or the “View Buildings” described 
later in this document. 

 

Edit Checks for Rooms 
Edit Checks for Rooms shows potential problems with room data.  Potential issues are explained below 
the image.   

 

Gross SF – if this field is 0, then a “0” will be displayed. 

Stations – if this field is 0, then a “0” will be displayed. 

A blank report means that no problems were found! 

This view can be exported to aid in cleaning up the data.  To export this data, choose the “DOC”, “PDF”, 
or “XLS” button in the top right corner of the view. 
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To make corrections, use the “Define Rooms” view described above or the “View Rooms” described 
later in this document. 
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View Buildings 
This view presents the building data in a tabular format for viewing or exporting to Excel.  The data can 
also be sorted, filtered, and edited from this view. 

 

Sorting 
Click on a field’s heading once to sort on that field in ascending order.  Clicking on it a second time will 
sort it in descending order. 

Filtering 
To filter, hover with your mouse right below the Building ID until the following filter icons appear and 
click on the plus (+) sign. 

 

This will add blank text boxes below the field headings to use for filtering.  Simply enter the value for 
which you want to filter in the appropriate column’s filter text box and hit the enter key.  For example, if 
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you just wanted to see buildings with a Building Use of “10”, enter “10” in the text box and hit enter and 
the data will be filtered to show just those buildings as shown below. 

 

To clear the filter either clear the value from the text box and hit enter OR click on the Clear filter icon. 

 

 

NOTES:  

• If the data is filtered when exporting to Excel, only that data will be exported.  
• You may filter on multiple columns simultaneously.   
• You may hide the Navigator pane by clicking on the little arrow at the center of the border. 

 

Editing Building Data 
In some cases, users might find it more convenient to edit building data from this view rather than the 
“Define Rooms” view.  For example, one might be analyzing the data from this view and notice 
something that needs to be changed.  Rather than going to the “Define Rooms” view and drilling down 
to the appropriate building, you can simply click on the Building ID for that record.  Notice this field is a 
blue hotlink.  Clicking on the Building ID will bring up an edit form allowing one to quickly edit the 
chosen building record as shown below. 
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SAVE! 

Anytime data is added or modified, always remember to hit the Save button in the top right corner of 
the form. 

Delete – you may also delete buildings from this form.   

CAUTION! 

BEWARE that if you delete a building, you will delete all the floors and rooms associated with that 
building.   

 

View Rooms 
View Rooms shows the room data in a tabular format and functions the same as View Buildings (see 
View Buildings) with one exception.  To edit a room record, click on the blue room code link. 
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Room Use Chart 
The Room Use Chart displays a chart of room uses. 

NOTES: 

• When the view is first accessed, the chart displays institution wide data. 
• Click on a building in the middle pane to view a chart for the chosen building. 
• Hovering over a bar in the chart brings up a popup with more detail. 
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Schedule D 
The Schedule D view is compiled from building data and is not editable.  However, you may Sort, Filter, 
and Export this data (See Building View for details). 
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FTE Reports 
The FTE reports are “paginated” reports.  These reports are exported directly to MS Word when the task 
is chosen in the Navigator.  To open the report, click on the task in the Navigator and then, once the job 
is complete, click on the blue link for the Result File as indicated below by the red arrow. 

This report benchmarks square footage by FTE for 6 major categories: 

• Classroom 
• ClassLab 
• OpenLab 
• Research 
• Office 
• Library 
• PhysEd 

 

Results  
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FTE Charts 
Similar to the FTE Reports, this data is presented as a chart.  This chart may be exported to MS Word by 
clicking on the “DOC” button indicated by the red arrow in the image below. 

There are two versions of these charts.  One that aggregates the data by institution and one by campus. 
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CIP Codes 
This report is not editable and is available for reference. 

You may sort, filter, and export this data (see View Buildings). 

Filtering Tip:  When filtering, the results will show any records that contain the value entered in the 
filter text box.  For example, if one were to search for all CIP codes for non-assignable space (those 
starting with 02) by filtering on 02 in the CIP Code filter text box, they would get any CIP Codes with “02” 
anywhere in the code.  In other words, 01.0102 and 01.0205 would show up in their results.  In this case, 
it would be best to filter on 02. (Include the dot). 
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Program Classifications 
This report is not editable and is available for reference. 

You may sort, filter, and export this data (see View Buildings). 

TIP: For fields that aren’t wide enough to show the complete value as is the case with the Definitions 
field in this view, you can hover over the field and a pop up will appear showing the full text. 

 

 



 

32 
 

 

Room Uses 
This report is not editable and is available for reference. 

You may sort, filter, and export this data (see View Buildings). 
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Additional Information 

Correcting Floor Codes 
Some room’s floor codes are not correct due to fact that the previous system did not track floors and, 
therefore, there were no floor to import.  The new system requires a valid floor code for each room.  To 
accomplish this during the process of importing the data from the old system to the new system, floors 
were created and assigned to rooms based on the first character of the room number.  In other words, a 
second floor (2) was created and assigned to room “201”.  This is the most logical way to determine the 
floor code for import purposes as, typically, rooms on the 3rd floor begin with 3, rooms on the 4th floor 
begin with 4, and so on.  

However, this is not always the case.  There are rooms that begin with 0 and, therefore, a floor 0 is 
created and that room is assigned to it.  There are rooms prefixed with alpha characters so room 
number D305 would be on an invalid floor called “D”.  This is a very small percentage of rooms but each 
institution is likely to have this issue for some rooms.    

It is important to correct this data.  Remember, however, that if you delete a floor record, you will 
delete all the rooms assigned to that floor.  So you must first correct the floor codes of all the room 
records associated with an invalid floor and then the floor can safely be deleted. 

To find and correct these, use the “Define Rooms” task.   

1. Click on the plus sign (+)to the left of the institution to drill down to the building level.   

2. Then, starting with the first building, click on the plus sign to the left of the building to drill down 
to the floor level. 

3. Look for unlikely or invalid floors in this list.  If found, click on the plus sign to the left of the floor 
code in question to drill down to and review the rooms for that floor.  In the image below, you 
will see that we did not find any invalid floors until we made it to Lyon Hall where we have an 
“E” floor and an “S” floor. 
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4. Click on the first room on that floor which, in this case, is “E001” to show its data in the detail 
panel. 
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5. Edit the room’s floor code by clicking on the ellipses button to the right of the floor field and 
pick the correct floor from the list.  In this case, we know that “E001” is on floor “0”. 

Don’t forget to SAVE! 

 

After saving, “E001” disappears from beneath floor “E” in the tree panel because it is now under 
floor “0”. 

6. Repeat this process for the rest of the rooms under the invalid floor. 

7. Once all room records for the invalid floor have been changed, you will see no rooms listed 
below that floor. 

In fact, that floor will no longer show a plus sign to the left of it because there are no rooms to 
drill down to as shown in the image below. 
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8. Once all of the rooms for a given floor have been corrected, click on the floor code in the tree 
panel to pull it up in the detail panel and delete it (below). 

NOTE: Be sure you have corrected all of the rooms (i.e. there is no plus sign to the left of the 
floor code in the tree frame as in our example above) before deleting the floor.  
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You will be asked to confirm the deletion. 

 

Choose yes. 

9. Repeat this process for the rest of the buildings. 


