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Section 1 System, Setup and Configuration

System Requirements

Desktop:

Microsoft ® Windows 10 or newer (32 or 64 bit)
Microsoft ® Access 2013 or newer, or W 365 (32 or 64 bit)
LAN or wireless connection (for multi-user configuration)
Adobe Acrobat (for storing and emailing reports)

25 mb storage for application files

Server: (for multi-user configuration)

Designated shared directories.

Simultaneous, multiple user access, full read and write permissions.
20 MB storage per average project file.

System File Structure

The SRP system is composed of three linked Microsoft Access (.accdb) files: the application (APP) file, the
Project Navigation (NAV) file, and a project data (DAT) file, plus image and document files.

Navigation *| SRP20PROJ.accdb
|| Reports . L
Project Navigation file
SRP20APP.accdb

Back-end Project Data files

Front-end Application file

1. SRP20App.accdb - Application file (‘APP’) - contains all interface-related objects including modules,
macros, queries, forms and reports. The APP contains links to tables in the active project database
(‘DAT’) and to the project navigation database (‘NAV’).

2. SRP20Proj.accdb - Project Navigation file (‘NAV’) - contains the table ‘tbIProjects’, which stores project
names and directory path information used in linking projects to the APP, and the table ‘tblUsers’,
which stores the user log-in names.

3. SRP20Dat.accdb - Backup Project Data file (‘DAT’) - a master copy of the project database tables,
containing only base system records.

4. SRP20Smp.accdb - Sample project file (SMP) a project data file containing records for the SRP Sample
Project.

5. SRPLOGO.ico - The SRP logo image, for use with a Windows desktop shortcut.

Earnest SRP20
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Installation.

In Windows Explorer, create a directory folder on the primary local drive C:\EARNEST
Extract the SRP20 directory (contains all system files), to the EARNEST folder.

1. Confirm that the resulting directory tree and files have been installed correctly:
Earnest
SRP20

L« SRP20App.accdb

L« SRP20Proj. accdb

< SRP20Dat. accdb

L« SRP20Smp. accdb

+ SRPLOGO.ico
2. Create a Windows shortcut (desktop and/or quick-start menu) to launch SRP
3. Target to open the application file ‘SRP20App. accdb’.
4. Inthe shortcut properties, change the default ICON to ‘SRPLOGO.ico’.

For Multi-user licenses, also:

Create a directory tree on a shared network drive for the end users to share templates, image files etc:
e Read/write permissions for all end-users.

e include in your network’s routine back-up

Earnest Central Files
SRP20 Shared

Image Files

Install Files
SRP20
L« SRP20App.accdb
L« SRP20Proj.accdb
L« SRP20Dat.accdb
L« SRP20Smp.accdb
#« SRPLOGO.ico
¢ Earnest SRP20 - shortcut

Template files

Vault

Network / Multi-user setup

In a network environment, users can work on any SRP project from any desktop, and multiple users can

work on a project simultaneously. To accomplish this, the project data files must be stored in a shared

server directory where users can attach to projects from their copy of the SRP application.

1. Install a full set of SRP system files on the local drive on each user's workstation.

2. Confirm that the sharing option for Microsoft Access is set to ‘Shared’ on each PC (see instructions in
‘Access Options’ section).

3. Identify the directory(s) for the project file(s) on a shared server drive.

Earnest SRP20
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4. Confirm that all users are connected to the network, and have full read/write permission to access the
server and shared directories.

5. At the time a new project is created, save the project to the shared project directory.

6. If a project file is first created and saved on a local drive, it can be moved at a later date to a shared
location.

Multi-user Data Input

SRP is designed for a networked environment so that multiple people can simultaneously view, edit and
report project data.
1. Microsoft Access provides an option to open a database ‘exclusively’ or ‘shared’.
a. When only one user needs access, the file can be opened ‘exclusively’ (this is the default).
b. For multiple people to work in it each users machine must be set to ‘Shared’.
c. The settingis in ‘Access Options’.
2. Network user permissions determine whether a user can open a file stored in a given directory.
3. Inorder to open and view SRP project data, the user must have full read/write permissions for the
directory that the project file is stored.

PC
wispplication Files

A=m

Lapto
User 2 'mpr:E:aljupn Files

L1

PC
wispplication Files

|

|

|
R L |

Ly ]

User3 virtual-PC

Earnest SRP20
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Access Options

With a few exceptions, the ‘Access Options’ defaults should not be changed unless there is a compelling

reason.

e Toview or change these, in the top menu bar select ‘File’; ‘Options’.

=
D
reate External Data Database Tools Help
e
Access Options ? x
General . - ;
‘08 General options for working with Access.
-
Current Database
Datasheet User Interface options
Object Designers Enable Live Preview (&
Proofing ScreenTip style: | Show feature descriptions in ScreenTips -
Language Show shortcut keys in ScreenTips
. . [[] Disable hardware graphics acceleration
Client Settings
Customize Ribbon Creating datahases
Quick Access Toolbar Default file format for Blank Database: | Access 2007 - 2016 ~
B Default
Add-ins database FA Earnest Central Filed Browse..,
Trust Center folder:
Mew database sort order: General - Legaey 2
Personalize your copy of Microsoft Office
User name: Jacqui
Initials: [
[ Always use these values regardless of sign in to Office.
Office Theme: | Colorful ~

General - Default database folder

When a user creates a new project, the default database folder is first displayed when they press the
‘Browse’ button. The user can then choose to save a project in the default directory, or can browse to an
appropriate project folder. We recommend defaulting a centralized folder on a shared server, rather than

on the user’s local drive.

1. In Access Options select ‘General’,
2. Set the ‘Default database folder’ to a shared directory on your network named ‘Earnest Central Files’,
or any other preferred location (preferably not on c:\)

3. Press [OK] to save the setting.

Earnest SRP20
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Trust Center - Trusted Location
When the application is first opened, a warning message may appear, indicating that it ‘May be unsafe to
open the file’. This is a standard warning for any Access® file that isn’t located in a folder that has been
designated as a ‘Trusted Location’.
e You can press [OK] in order to proceed each time when opening the file;
e Oryou can create a ‘Trusted Location’ so that the file opens without the warning message.
To add a Trusted Location:

1. Under ‘Access Options’ select ‘Trust Center’; ‘Trust Center Settings’; ‘Trusted Locations’

Current Database
Datasheet

Object Designers
Proofing

Language

Client Settings
Customize Ribbon
Cuick Access Toolbg

< Trust Center ‘

Eer Login name to proceg

%

@ Help keep your documents safe and your computer secure and healthy.

Security & more

Visit Office.com to learn more about protecting your privacy and security,

Microsoft Trustworthy Computing

Microsoft Access Trust Center

The Trust Center contains security and privacy settings.
These settings help keep your computer secure, We

/

Trust Center Settings...

recommend that you do not change these settings.

Trusted Publishers
Trusted Locations
Trusted Documents
Trusted Add-in Catalog
Add-ins

ActiveX Settings

Macro Settings
Message Bar

Privacy Options

7

Microsoft Office Trusted Location ? oo

‘Warning: This location will be treated as a trusted source for opening files, If
you change or add a location, make sure that the new location is secure.,

Path:
WCHARLIEVUsers\JacquitDocumentsi

y
e
Browse... 1
‘ Eéubfolders of this location are also trusted: M
Description:
Date and Time Created: 9/28/2018 12:07 PM _\
| ok~ || cancel
TT
Date Modified: 5/4/2017 1:49 PM
Sub Folders: Allowed
Add new location... Remove Modify...
Allow Trusted Locations on my network (not recommended)
[ Disable all Trusted Locations
oK Cancel

O
I

2. Ifthe intended location (folder) does not appear in the list, press [Add new location], and browse to
it.

3. Check the box labeled ‘Allow Trusted Locations on my network’.

4. Check the box labeled ‘Subfolders of this location are also trusted’.

5. Add any other folders to ‘trusted locations’ that you plan to save SRP files to (including the ‘Earnest
Central Files’ folder).
General

Earnest SRP20
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Client settings - Advanced
These defaults should not be changed unless there is a compelling reason.

In order to allow multiple users to access a project file simultaneously the
o ‘Default Open Mode’ must be set to ‘Shared’
e ‘Record Locking’ must be set to ‘No Locks’
o ‘Record-level Locking’ must be checked.

To view these settings:

1. In Access ‘Options’ select ‘Client Settings’

2. Scroll down to the section ‘Advanced’

Access Options 2 »
General IE‘
Printi
Current Database "3
Datasheet Left margin:

i ini  [0.25"
Object Designers Right margin

Top margin: 0.25"

= = |
i Fua
=

I

O\

Proofing
Bottom margin: |0.25"
Language
General
= : : [] Show add-in user interface errors

| . [ Provide feedback with sound
Cuick Access Toolbar

Use four-digit year formatting

Add-ins ] This database
Trust Center [ All databases -
Web Options...
" Advanced

| Open |ast used database when Access start

Default open mode
® Shared

() Exclusive I
Default record locking

® Mo locks

() All records

' Edited record
Open databases by using record-leygiocking

Ok | | Cancel

Earnest SRP20
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Proofing and AutoCorrect
Other settings that can be adjusted include those under ‘Proofing’ and ‘AutoCorrect’.

Access Options

? *

General
Current Database

Datasheet

Proofing

‘Eﬂ'@!ﬂs—/

Client Settings
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

ABC| Change how Access automatically corrects and formats the contents of your databases, and

1 how it indicates the errors that it finds

AutoCorrect options

Specify how Access corrects text as you type

When correcting spelling in N

Ignore words in UPPERCA|
Ignore words that contain
Ignore Internet and file ad
Flag repeated words

[ Enforce accented uppercd

[] Suggest from main dictio

Custom Dictionaries... |

French modes:

AutoCorrect Options...

- £ Offi

AutoCorrect: English (United States)

AutoCorrect

Show AutoCorrect Options buttons

Correct TWo IMitial CApitals

] capitalize fi

irst letter of sentences

Capitalize names of days

Correct accidental use of cAPS LOCK key

REeplace text as you type

Replace: With:
Spanish modes: IE ||EF' ace ” i
Dictionary language: | Engl  [ig E .-.
(e) €
n ®
tm] -
L
Add Delete
ok || cance |
| OK H Cancel ‘
Earnest SRP20
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Table Relationships

Dasorptian

D
Famdcy
Lpacr i disage
SpareTypeDi
B SuiDel sum
SldCads
Tem e Sl
Usrtilarp

¥ SpaceTypeln
LpaceType
SpaeTyprhoed
Time Slamp
UeprStamp

¥ Hoteld
Hioff pCgni i
Hoteian
Hofaldie

¥ Dot
Dapid
Lipake
Erralypeid
Detathon
Spaceflamrl
Sparetiame]
EyEx
i

Gk

eyl

Qe

Frek
Shatgals
Sharedl
Shatedl
Sharedd
Shgpecd
SraiTEy
]
Sl
alTy
Staire
Shdin
Teme Slamp
Uterilamp

Copblode
Contrnwspni
Coanbist
LesEmift
LezPrepll
Depttdeby]
CepsiMebel
=2
Deiidatat
Cenpifdobell
Towgingms
Lherifamg

Al
AgaTipe
&pafypehdale
A patygedar
e paipeian
Tirm# SLewmp
Useritesp

¥ Proapfacmil
hCwoDesr
Dl s
Do ATglsiDysr
TmeStanp CartFaima
Uarrilamp Cirghbriad
CheiCampany
ChardConias]
Chemikgdiess
Chentihs
CheniPhgns
Cagasplade e
Genan Chard mpd
inel Centifype
o O Cramar
[ — CBCenmin
Lharfamp M)
Cuiiewel
Dupihiclel
Datmthdated
Depirsles

Dagthdated
DDl
oo, gwul

B TH CPdres

Lecheral Oy

Ladeend CPast

Locdrend F ot Hidemar

LasFominy Fumi
Erntabier sl Futm

horelype RpeI TimaStanp Firm
Furart D AiEmE L eTSLaRE Fiimd
LEST e Esportguany Furm§
Usnrilimp PrajFarassll GCRDsE
Remarks W Lupld Groupd pwel
RApairgs - o Gloasiien
Rptfifterfem ospliesc | alceenideld
RpgFitenilas Lupton . Cagli
HptHame R Ve il
Rpgsen Medad ACwel Crogmice
RpaTitie By OIS
el TismrSlamp Frmellarg
Tersinning UpEriiamp Lerseamg
Lharitpmg: -

The SRP system incorporates a set of related tables, which are stored in a project data (DAT) database.

1. Aunique data ('DAT') file is created for each project. Project data is always in a separate file from
other projects.

2. When a project is opened using the ‘Project Navigation’ screen, the tables for the selected project are

linked automatically.

All project-specific data is stored in the tables shown below.

4. The entire user interface, including forms, reports and automated linking and updating routines are
tied to this database structure. If you add, remove or change tables or their relationships in the DAT
file (back end database), the APP file (front end application) will also need to be modified.

w

Earnest SRP20
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Customization

SRP is entirely customizable, users have access to all the extensive sorting, filtering, querying and
reporting capabilities provided by Microsoft Access.

While SRP incorporates many timesaving features and a sizable range of standard reports, you may at
some point want to modify or enhance the application to meet special project needs. All objects, including
the VBA code, can be modified, enhanced or added to by any knowledgeable user.

Contact Earnest Development - we can save you hours of time! We're available to assist at any level,
provide formal or informal training and provide project-specific services. As the system designer, we are
uniquely suited to offer expert advice, quick turn-around and affordable rates.

1. Access® and VBA

a.

Microsoft Access is the most widely used database software in the world. The Access
development environment is extremely user-friendly and conducive to rapid applications
development (RAD). Access solutions often require significantly less code than alternatives, and
the Access query designer and report generator are second to none.

If you have in-house technical resources proficient with Access and VBA, they will be able to help
you create custom queries and reports, and to import or export data from other sources (like
spreadsheets, xml and txt files).

Microsoft Access has an extensive ‘Help’ library, tutorials and support resources available at
Microsoft.com. There are also numerous user groups, web sites, blogs and articles available online
and publications available in book stores and libraries.

2. Modifications

a.
b.

Most modifications to forms and reports are done in ‘Design View’, and /or the VB Code window.

For editors, when in Form view or Datasheet view the user can save the current ‘sort’, ‘filter’. In

Datasheet view the user can also save column positions, column width and row height, and in

either view the overall Window size. To keep the current view, choose ‘Save’ from the top menu

bar.

e A change to your Form only impacts the application on your computer (not other users’
computers), and will not affect the underlying data or how reports look or behave.

For reports you can change ‘Page Setup’ (paper size, margins, orientation and default printer

default) when in ‘Print Preview’. To keep the changes permanently press the SAVE button before

you close ‘Print Preview’ or it will return to the original settings.

When in Design View, you can discard any wrong or inadvertent changes by simply closing the

report and when prompted ‘Do you wish to Save?’ choose NO.

SRP incorporates a significant amount of programming (VBA) code behind the scenes.

Any customization of existing tables, queries, forms, reports, macros or modules should be on

duplicate copies to avoid inadvertent impact on existing functionality.

When testing your modified objects, make sure to test under different conditions, including

switching to a different project and changing data and settings in the Settings editor.

The safest way to hide a control is to change controls ‘Fore color’ property to ‘White’.

i) Deleting existing controls in Forms and Reports may introduce errors, so should be avoided.

ii) Changing the ‘visible’ property on controls to ‘false’ may work sometimes, but that property
may be re-set at run-time in VBA.

Changing the layout, fonts and headers and footers.

Earnest SRP20
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i)  When moving controls around it's a good rule to stay within the section. This will help to avoid
run-time errors.

j.  Changing the properties of existing controls should be tested on a few controls first, to make sure
that the size of the control (or the way it behaves at run-time) is going to work.

i) Avoid using proprietary and custom fonts. Choose one of the dozens of true-type fonts that
come with Windows.

ii) When changing font sizes, colors, and ‘alternate row’ shading, test how it will look under
different circumstances: in print-preview, displayed on a different monitor, when printed on
different printers, when photocopied and faxed.

iii) When changing the font size on an existing control, the overall height and width of the control
may need to be adjusted (but it won't automatically adjust. One quick way to manually re-size
is to double-press on it.

System Maintenance

As with all computer files it is essential to maintain BACKUP copies of all important files. Database files can
and do get misplaced, damaged and overwritten from time to time.
e Know where your project files are located.
e Make sure your project files are routinely backed up.
e Keep only one master copy of your project file in the ‘Active’ project directory (move all copies
and backups to a directory named ‘Backups’ or ‘Superceded’).

1. The application file (SRP20App.accdb) can always be re-installed using the setup files provided at the
time of purchase, however, if you have customized or added new queries or reports to your
application, these will not be included in the standard set-up files.

a. Make a backup of the application any time customization is done.

b. Maintain a ‘Vault’ database in your Earnest Central Files folder to store copies of any custom
objects you have created. This will keep them organized, make them available to others, and make
it possible to restore them to a new copy of the application file.

2. A project data file (like ‘myprojectABC.accdb’) is created for each new project.

a. Project files should always be located on a server that has a routine back-up.

b. Restoring a back-up file isn't always easy, so familiarize yourself with the procedure:

i) Know how to contact the network administrator;
ii) Understand the backup schedule;
iii) Learn what the procedure and turnaround time for restoring a file;

c. When in doubt, or if you have chosen to store your project files on your local (c:) drive, you must
make your own backup of any active project files on a routine basis. Save it to either to a separate
network drive, a CD or a flash drive.

3. Compact and Repair your Project data file periodically. This will keep the file size and performance
optimal.

a. If you have made design changes to the Application file (APP), or if you notice that it seems
sluggish or has grown in size considerably since it was installed, then you should Repair and
Compact the APP file.

1. Inthe Access menu select select ‘Database Tools’ and press ‘Repair and Compact’.

Earnest SRP20
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Repair Database Basic Macro

Toals kacro

Database Tools Help

Home Create External Data
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Compact and Visual Rum Relationships Object

Dependencies

Relationships

r;-" Database Docu
E Analyze Perfan
—']_E Analyze Table

Analyze |
1

2. In earlier versions of Access: From the top Menu Bar select ‘Tools’;'Database Utilities’; ‘

Compact and Repair’.

b. Your Project database file may be set to automatically ‘Compact and Repair’ each time it is closed.
This setting can be changed by opening the file directly in Access (not through SRP) and then

changing the setting in ‘Access Options’.

end of section I.
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Section 2 Essentials for End Users

Basics

Space requirements programming is a pre-design activity; it does not involve determining a layout or
establishing a design direction for a project. What it does involve is the investigation and documentation
of all qualitative and qualitative information pertenent to the project, so that the planning and design
activities can proceed.

Database Application

Earnest SRP is a database application, designed to store, manage, and report space requirements

information, herein referred to as data. The ‘quanitative data’ is primarily numeric (staff and space

quantities, unit values), the ‘qualitative data’ is primarily text (designations, codes, descriptions, notes,

comments), and also includes most yes/no data (check boxes). Here is some basic database terminology:
1. Datais organized into the project database file.

a. A database table contains a collection of records. There are a number related tables in
each Earnest SRP project database.

b. A database record is a complete set of fields (also referred to as ‘rows’) in the database
table.

c. Afield contains individual pieces of information. A field is also referred to as a ‘column’,
and is similar to a ‘cell’ in a spreadsheet.

2. A database file contains a collection of objects, including tables, queries, forms, reports and
modules.

a. A queryis an object that pulls information from various tables and assemble it for display
in a form or report. An Access query can either be a request for data results from the
database or for action on the data, or for both.

A form is an object used for editing data, also referred to as a Screen or Editor.
A report is an object used to display data in a specific layout, also referred to as ‘output’
or a ‘document’.

d. A module contains VBA code that instructs the behavior of forms and reports.

Reports vs Editors
1. InSRP, datais input by the user through ‘Editors’ (aka Screens or Forms).
a. In Editors you can filter and sort data freely in both ‘Form View’ and ‘Datasheet View'. The sorting
and filtering done in forms does not affect how the data will be displayed in Reports.
b. Users should not attempt to print from Editors.
2. In SRP, data is output through Reports (Microsoft Access® Reports).
a. In(most) Reports you can filter data using the ‘Report Filter’, a pop-up screen that is displayed
when the Report is opened.
b. You cannot do any data editing in a Report.

Earnest SRP20
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Data Relationships

Project Level

Summary Levels

v _"’
Locations —|
- Planning Levels

Budget Amounts
Detail,

Quantities and ==
Headcount

Area Types

Space
Standards

Space Types S

Data Hierarchy Example

Planning Level Planning Level Planning Level Planning Level Planning Level

| I I | |
Detall Detail Detail Detail Detail
I I I |
Area 'lf‘me:s Area Types Area Types Arga Types Arga Types
| I I | |
Space Standards Space Slandards Space Slandards Space Standards Space Standards

[ I I | |

Flanning Daies PFlanning Dates Flanning Dates Planning Dates Flanning Dates
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Projects

Earnest SRP manages information one Project at a time. A project in SRP can be defined by the user in
various ways. One project might be a single facility with a unique set of requrements. Another project
might be a variation or alternate scenario of the previous. Another project may be identified as a
‘Template’ or ‘Sample’ Project, and be used to store space standards that might be applicable to similar
projects. Each SRP project is stored in a separate file, and cannot be easily split up or merged.

Summary and Planning Levels
The organizational structure you establish for the purpose of quantifying, summarizing and reporting.

Planning Dates

SRP manages data for up to four ‘Planning Dates’. For each Planning Date, SRP manages separate
guantities for spaces and people. Area calculations (based on the Area of the Space Standard multiplied by
Quantity of spaces) are generated for each of the four Planning Dates. In the 'Settings editor’ you set the
lables for the planning dates, and set which of them are shown or hidden. Planning Dates often identify
different milestones (such as ‘Move-in’; ‘Phase II’; Phase I1I), or as scenarios for projections (such as “5%
Growth; 10% Growth’), or as specific years.

Area Types

Area Types play a key role in organizing the detail information, calculations and reporting. A simple project
might have two or three Area Types, like ‘Workplaces’, ‘Support Areas’ and ‘Files and Equipment’. Area
types might also be defined as ‘High wall areas’ and ‘Open plan areas’.

Space Standards
Space Standards are the building blocks used by the system to identify and define various spaces, and to
calculate Area.

Circulation

The circulation factors you set for your project can represent a considerable percentage of your final area
calculations. You can set up to three, cumulative circulation factors for your project.

Circulation factors are known by many names, and used in various ways, so SRP provides lots of flexibility.
The naming, formatting, display options and the actual multipliers can be set or changed at any point in
the project.

Interview and Program Notes

A crucial component of space requirements programming is to thoroughly document the information
disseminated in interviews, surveys, meetings, work sessions and charettes. Earnest SRP provides
structure for these notes and accommodates an unlimited amount of them.

Earnest SRP20
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Workflow

SRP is designed to allow multiple people on the team to input, edit and run reports, and do this in any
order. The system does not impose a step by step linear process to follow, so that you can be as flexible
and responsive as the project demands.

Initial data input should establish:
1. Settings
Project Profile
Area Types (at least one, usually not more than 5-6)
Space Standards (at least a few to start)
Divisions (one or two to start)
6. Departments (a few to start)
Any of these can be fine-tuned or changed as your work progresses.
See the section ‘Getting Started’ for more on this subject.

ukwnN

Typical Workflow

I

Input
Area Types
(need at least one)

.

Input
Space
Standards

Create
New Project

Input
Settings

Input
Project Profile

,—-—-_L_-
Input
Groupings
{Optional)

Input
Department
Detail

Input
Departments

pa— Input
Divisions
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Using the Editors

The editors in Earnest SRP are the tools designed for the end-user to input, change or delete data in the
database.

Editors are richly featured Microsoft Access® forms, sometimes also referred to as ‘Screens’.

All functionality and data editing in Earnest SRP is accessed through the Main Screen, Editors, and dialog
or ‘pop-up’ screens.

When you open Earnest SRP, the Main Screen is opened in a Microsoft® ACCESS window. You can open
almost all Earnest SRP editors directly from buttons on the Main Screen.

Earnest 1
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|
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parent record child records

Records

Earnest SRP editors display either one record at a time, or multiple records at a time.

1. When editing data in a record, that record is saved automatically when your curser moves from it to
another record and/or when the screen is closed.

2. In a multi-record editor, each record appears as a row, and the status of that record is indicated on the
record selector at the left side of the row.

3. Records that are not active have a solid grey box, with no image displayed.
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4. When a record is active, a solid right arrow is displayed

5. When arecord is in edit mode, a pencil is displayed

6. An asterisk (*) indicates the row where a new record can be added.

7. The record navigation controls indicate the number of records that exist, and can be used to move
from one record to the next by pressing the arrow buttons, or typing in a number in the white space
and pressing the [Enter] key.

8. If the records have been filtered, the word ‘Filtered’ will appear next to the number of records.

9. Use the minimize and maximize buttons at the top right of the screen to adjust the size of the screen.
Note that the Microsoft® Access window has a set of these, and so does each SRP editor.

10. Use the scroll bars to move up and down the screen, and to see additional records in a multi-record
editor. Note that the Microsoft® ACCESS window has a set of these, and so does each SRP editor.
Additional scroll bars may also occur when there is a sub-form set into the editor. Scroll bars will only
appear in conditions when the form can be sized or in a multi-record editor when there are records
not currently visible.

Command buttons and tool tips

Command buttons are found on all SRP editor screens - these are controls that launch other screens, or
activate an automated routine.

1. The ‘Tool Tip’ for any Command button is displayed when you place your cursor over the button.

2. To activate the command, place your cursor over the button and single-press.

Tab controls

Tab controls are found on several SRP editor screens — these control record filtering and which controls

are shown or hidden.

1. Press on one of the tabs to display which records to show according to the category described on the
tab label.

Combo boxes
Combo boxes are found in most SRP editor screens - these are controls that provide a drop-down list to
select values from.
1. In most cases, the combo box list displays unique values found in the current field for your project.
In other cases, the combo box list contains values from the ‘Items Library’.
2. Thelist in the combo box is sorted by the [SortClass], if any, and the [Code], in A-Z order.
3. Toselect avalue, press on the arrow located at the right of the control, or type a value directly
into the control.
4. Asvalues are input, the combo box will attempt to find the value in the list and automatically fill in
the remaining characters.
5. To remove a value from a combo box control, highlight the complete value and press the [Delete]
key on the keyboard.
6. There are some combo boxes that are set to accept only values from the list. Most combo boxes
have the ‘Add to List’ feature.

‘Add-to-List’ feature (combo boxes on editors)

1. If avalue typed into a combo box is ‘Not in List’, a message appears that it is a new value, and the
opportunity to add it is offered.

2. If the new value should be added, press the [Yes] button. If not, press [No].

3. If the value you entered requires additional information, an ‘Add to List’ dialog box will be displayed to
add the additional information.
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4. Inthe ‘Add to List’ dialog screen, typically the
‘Description’ is required, and all other fields —
are optional. \".) RACK! isnt an existing item in the Directory. Would you like to add it?

5. After the value has been added to the list, it is
available in future instances.

Time Stamp

1. The Time Stamp is labeled ‘Last Update’, and is located at the bottom left on most editors, followed
by the User Stamp. These are not editable by the user.

2. When a record is added or modified in any of the primary tables, the ‘Time Stamp’ and User Stamp are
updated automatically, with the current date and time, and the current user name.
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Moving between records

In the editor, there are several ways to move between individual records: 1
; 2
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Datasheet View

In datasheet view, the form displays records a tabular (table) view. You can edit, add or delete records in
this view just as you do in Form view.

1. You can resize the columns or rows to see more data.

2. You can drag columns right or left using the column headers.

3. Right-press on a value, or at the column header to sort or filter the records

4. Dbl-press to select one record and return to ‘Form View’.
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Deleting Data

SRP contains table relationships that in some cases result in ‘cascading deletes’. These
conditions should be fully understood by the user before deleting any records.
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There is a significant difference between deleting text (a value in a Field) and deleting a
record (a full set of fields):

1.

To delete a value in a Field, highlight the text and press the Delete key, or cut text by pressing Ctrl + X,

which will hold the text in the clipboard for pasting into another record or field.

To delete an entire Record, first make it the ‘active’ record:

a. If the screen you are working in shows multiple records, the record selector (the gray
column at the farleft side of the screen) displays an arrow indicating the active record.
i) Once you have the correct record active, press the Delete command button.

b. If the screen shows only one record, the record that is displayed is the active record.

c. If there is a sub-form on the editor, it is important to make sure you have the right
record selected (either the Parent record or a Child record) and active before you
proceed.

Once the record is active, press the delete key on your keyboard, or right press the mouse

and select ‘Delete Record’.

The Delete command button will always delete the Parent record.

Deleting records will in some cases also delete any ‘related’ records (this is called a

‘Cascading Delete’). This action ensures there are no orphaned records that would fail to

report or calculate properly. There will be warning messages when this is the case.

Deleting any record should be done only after careful consideration.

First consider how the deletion would affect your overall database; rather than deleting, it

might be more appropriate to re-name or change it. For example:

a. If you delete a record from the Space Standards, all instances where the standard was
assigned in your project will also be deleted. Consider giving the standard a different
[Code], [Description] or [Area] rather than deleting it.
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b. If you delete a Department (Planning Group), the detail records assigned under it will
also be deleted.

c. If you delete a Division (summary group), the Departments and all detail records
under them will be deleted.

Working with Images

The images you will want to store in your SRP database (the project data file) will include the one to be
shown in the report footers (usually a company Logo), and snips of drawings or photos for the Space
Standards. The images can be in black and white or color (Images will print out in color only if you use a
color printer).

The Windows ‘Snipping Tool’ is the only method recommended for applying images in Earnest SRP, it is
very easy to use and will insure the images are the optimal resolution and size.
1. Display the desired image on your screen, either in a Browser or by opening it in image viewer
software. It should be zoomed down to a size similar to the box you will be pasting to.
2. Open the Windows ‘Snipping Tool’, and drag your curser around the area you want to capture to
create a ‘Snip’;
3. Open SRP screen ‘Settings’ (for report footers) or screen ‘Space Standards Detail’ (for Space
Standards).
4. In ‘Snipping Tool’ toolbar, press the ‘COPY’ button;
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5. Inthe Earnest SRP ‘Settings’ screen, place your curser on the Image box and PASTE the image into

the field.

Settings and Naming Conventions E

Database Owner  Sample Demo Architects
Primary Contact  Joe Data

Planning Milestones  Show Label

Plan Date 1 2021

Plan Date 2 Moveln

Plan Date 3 2025

Plan Date 4 2030
Unit of Measure Decimal Places
Quantity Seats ~ 0~
Area Sq. Ft. w 0w
Headcount Headcount ~ Oj~
Report Settings
Header line 1 Acme Research and Development Complex
Header line 2 Mew York, NY
Header line 2 A0037.02
Header line 4
Message stamp CARADLE DEDART
Logo / Image file earnest

(actual size 2" w
*.6667" h}

Close Last Update:  9/11 25 AM Admin

ditor

Summary Levels:

Top Summary Level [optional] Group

Summary Level

Planning Level

Division

Planning Group

Planning level user defined fields:

Field 1 label Cost Center Number

Field 2 label Interview Date

Field 3 label HR D

Fiald 4 labal Status|

Detail - Description 2 label Team
Report Date Format d mmm, YYYY e

: 411/2019
Use Today's Date 9,/11/2020
Page number format Pagelof2
Page number prefix
= Start with page number 1
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Keyboard tips
1. Use the arrow keys and tab key to move around the form.
2. When the cursor is on the desired control, type in the text.
3. To accept, press the enter key. This will also move the cursor to the next field.
4. Use the Esc key to undo a new entry or record.
5. Toinsert the current date press CTRL+SEMICOLON (;)
6. Toinsert the current time press CTRL+COLON (:)
7. Toinsert the value from the same field in the previous record press CTRL+APOSTROPHE (')
8. To add a new record press CTRL+PLUS SIGN (+)
9. To delete the current record press CTRL+MINUS SIGN (-)

=
o

. To save changes to the current record press SHIFT+ENTER

. To switch between the values in a check box or option button press SPACEBAR

. Toinsert a new line in a text box press CTRL+ENTER

. To copy a selection of text, select it with the cursor and press CTRL+C

. To paste a selection of text, select the destination with the cursor and press CTRL+V

. Mouse: Point the cursor at the desired control and press to anchor the cursor.

. Copying text is accomplished in a variety of ways, much like other Windows applications. In

addition to the method described above using the keyboard you can also use the mouse:

a. Highlight the source text; right press the mouse and select Copy;
b. Move the cursor to the destination; right press the mouse and select Paste.

e el
AUk, WN -
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Getting Started

Preparation

The order in which you enter data in SRP is relatively unimportant. It is important that you be organized
and consistent in the way you enter data. You will want to have a few things prepared prior to beginning
data input.

Project documents and reference materials at hand

Collect as many of the documents, drawings and notes you can to make your work session productive.
Rough-out an initial set of Space Standards, Area types, Planning Groups and Summary Levels up front to
refer to, knowing that these can always be adjusted through the course of the project.

Allow sufficient time to get up to speed

While we have tried to make SRP a truly user-friendly product, there are sometimes features that aren’t
obvious and results that are unexpected, especially for the first time or infrequent user. Meet those
deadlines by making a habit of periodically stepping back to preview reports, and by allowing time to
experiment with using some of the special features built into SRP to help you be more productive.

A strategy for organizing Planning Groups and summary levels

Your client's ‘organizational’ or ‘reporting’ structure is typically much too layered and complex for the

purposes of a space requirements program. In SRP you work with just 2 to 3 summary levels:

1. Space standards and people counts are assigned to ‘Departments’ (base, ‘Planning Group level’).

2. Departments are assigned up to ‘Divisions’ (‘summary Level’).

3. (Optional) Divisions are assigned up to ‘Groups’ (top,” grouping level’).

4. Each of the three levels can be named as appropriate to your project (ie. ‘Business Unit', ‘Team’,
‘Branch’ etc.) so there is a lot of flexibility in how you organize your project.

5. The coding system you use determines how data is ordered and subtotaled in reports. You can use any
combination of numbers, letters and special characters, which reports use to grouped and sort
alphabetically A-Z.

A coding system for Space Standards

You can use any combination of characters, but each code must be unique, and follow a pattern that is
logical, compatible with your other project documents, and not so complex that it becomes cumbersome
to use. The codes you start out the project with can be changed at any time, in fact one of the advantages
of using SRP is that this type of change, while it may affect numerous records, is accomplished by making a
single change in one place.
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Opening the Earnest SRP application

When the SRP Application is opened, the ‘Main Screen’ will be displayed. There are several ways to open
the application, choose the one most convenient for you:

1. Double-press on the SRP desktop shortcut that was created as part of your installation of SRP.

Or from Windows Explorer:

1. Find the directory that contains the SRP application file (usually c:\earnest\SRP11),

2. Double press on the file ‘SRP11App.accdb’.

Or from the Windows Start Button:

1. Select ‘Program Files’; Microsoft Access,

2. Select ‘Open an Existing Database’; select ‘SRP11App.accdb’.

The Main Screen
The Main Screen is displayed when the SRP application is launched, and shoud remain open in the
background throughout the session.

Sample Demo Architects

EEGIEEL Acme R & D - Programming

Project Number 54321.002
Projects list name Sample 5RP Project
Project file C:\Earnest\SRP20\SRP20s1;acedb

Last Logged Revision 11!15!2019
Space Requirements Programming Last Updated 9/11/2020 9:56:16 AM 3

User Login «| Enter your User Name to proceed.

= About
@ Users Guide

v20.01

Copyright 1995 - 2020, All Rights reserved by Earnest Development, Seattle WA, USA

The ‘Main Screen’ is used to Logln, view project information, and navigate to all other SRP screens.
When the SRP application is first opened, the project that was last open is re-attached automatically.
The project information displayed on this screen is for the Project that is currently active.

If the initial project file has been moved or renamed since it was last opened, the user will be
prompted to browse to the new location of the file.

PN E
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User Name

To begin working, a value must be entered in [User Name]. Login values are usually short codes, typically

the person’s initials.

1. The [User Name] is not a security feature. If the value that is typed in is not already in the lookup list,
the user is prompted for more information, and then can proceed.

2. The [User Name] is used in tracking updates to the project data. The current date and user is updated
on the record whenever data is input or modified. This information is displayed as ‘Last Updated’ at
the bottom left corner of most editor screens.

3. Once the [User Name] is added, the Main screen is fully enabled.

Sample Demo Architects

Project Acme R & D - Programming

Project Number 54321.002
Projects listname  Sample SRP Project
Project file C:\Earnest\SRP20\SRP20smp.accdb

Last Logged Revision 11/15{2019

Space Requirements Programming Last Updated 9/11/2020 9:56:16 AM

User Login v

Utilities Editors Reports

= Project Navigation # Project Profile ] Run Reports

= Settings # Area Types # Edit Report List

= Look-ups # Space Standards

= Revisions Log 1b # Locations fa

= Advanced Utilities # Circulation T el W

+ ¢

# Group Hondnt St | o
R n ¥

- About # Division e R,

@ Users Guide # Planning Group Sl

Sopport | e
Sonaies  prjections PR | cuiculesion

Copyright 1995 0, All Rights reserved by Earnest Development, Seattle WA, USA

Header section

1. Located in the top section of the Main Screen, the information about the current project is read-only
here.
a. The [Project], [Location] and [Project Number] can be edited in the Project Profile editor.
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The [Projects list name] is edited in the Project Navigation screen.

The [Project file location] is the location of the back-end project data file.

The [Last Logged Revision] is the most recent date found in the Revisions Log.

The [Last Updated] is the most recent timestamp found in the project data (the last time a record
was edited).

© oo o

Utilities section

(

1.
2.
3.

bottom section, left)

Press the [Project Navigation] button to move between projects, or create a new project.

Press the [Settings] button to view or edit the project settings.

Press the [Lookups] button to view or edit lookup values and adjust the sort order of choices that
appear in combo boxes.

Press the [Revisions Log] button to view or edit information about updates or revisions to the data,
dates when documents are issued, and other project milestones.

Press the [Advanced Utilities] button to open the Advanced Utilities screen.

Press the [About] button for information about Earnest Development, SRP and the version you are
running.

Press the [User’s Guide] button to view the Earnest SRP User's Guide (this document).

Editors section
(bottom section, middle)

B

uttons in this section launch the screens that allow you to create, view, or edit your project data.

Reporting section
(bottom section, right)

B

uttons in this section launch the screens that allow you to view and print reports and edit some of the

report settings.

Version number
(bottom right corner)
The application version and release number.

1
2

. All users in your organization should be using the same version and release number.
. Always provide the version and release number when contacting Earnest Development for support
services.
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Project Navigation

Create new projects, move to different projects or edit your projects list.

Select Project screen

From the Main Screen, in the Project section, press the [Project Navigation] button.

Earnest SRP

Select Project

Projects List:

Amazon - Buenos Aires

AMNC - Scenario 1

AMC - Scenario 2

Cit)f of Savanna D CREATE NEW Project
Default system data file

San e SRP Proje
Sample SRP Project RESTORE Project to List

Template - Corporate Ll

Template - Healthcare

Template - Higher Ed -Z% CHANGE Project Name
Template - Small Business

Selected: The Current Project

ChEarnest\SRP20NSRP20smp.accdb 2a

Close

1. The Projects List is a list of all projects that you can move between, work on and generate reports
from.
a. Inatypical installation of SRP, a Project Navigation file (SRP11PROJ.accdb) is installed on each
user’s machine, therefore the Projects List displayed is unique for each user.
b. A project will initially be listed only in the ‘Projects List’ belonging to the user that created it.
c. Ina multi-user networked environment, users can add projects created by others (when stored on
a shared server drive) by ‘Restoring’ the project
2. ‘Selected’ and ‘Current’ indicators are non-editable fields on the bottom of the ‘Project Navigation’
screen:
a. When you first open the ‘Project Navigation’ screen, the current project file path & name are
displayed as ‘Selected’ at the bottom of screen, and the ‘Current Project’ message displayed.
b. When you highlight a different project in the list, the path & file name for the highlighted project
is displayed, and the ‘Current Project’ message is no longer displayed.
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Open Project

| Select Project

Projects List: 1

Amazon - Buenos Aires OPEN Project
AMC - Scenario 1

AMC - Scenario 2

City of Savanna CREATE NEW Project

Default system data fft
Sample SRP Project | Attach Project RESTORE Project to List
Template - Corporate LdE]

Template - Healthcar

- Hi CHAMNGE Project Name
Terpiete o Fhghe: T8 0 Proceed with attachment of ANC - Scenario 27 N .
Template - Small Bus

REMOVE from List

R

| Selected: 3

Ch\Earnest\SRP20Vnew project 1.accdb

Close

When you Open a Project, an automated routine is launched. The links to the project data you are

currently attached to are removed, and the project you have selected in the Project List is linked.

In the Project Navigation screen, highlight the desired project in the ‘Projects List’.

Press the [Open Project] button (or dbl-press on the item in the list box)

A confirmation message will be displayed, press the [YES] button to proceed, or [NO] to cancel.

A message will be displayed when the project attachment is complete.

Moving between projects usually takes just a second or two, depending on your PC and/or network

performance. If you experience an unusually long delay (more than a 10 seconds) it may be caused by

a problem with your network connection, network performance, the server and/or the specific folder

you are trying to access.

a. To cancel out of the action press the [Break] key on your keyboard.

b. To test for network-related issues, try to create and save a simple Word or Excel document to the
exact same location. If this fails your network administrator will be able to resolve the problem.

ukhwnN e
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Remove from List

When the list of projects becomes crowded with project names you no longer want to see you can

selectively remove them from the Project List. When you remove a project from the List the actual file is

not deleted, and can be added back to the Projects List (see ‘RESTORE Existing Project’)

1. You cannot remove a project while it is open. To remove the ‘Current Project’, you must first move to
(Open) a different project.

2. Inthe ‘Project Navigation’ screen, highlight the desired project in the ‘Projects List’.

Press the [Remove From List] button.

4. A confirmation message will be displayed, press the [YES] button to proceed, or[ NO] to cancel.

w

Create New Project

In the Select Project screen press the [Create New Project] button

New Project oK

Ref. Name for Projects List: | njversity Medical Center

File name i| ChUsers\Public\UMC_SRPData.mdb

and location

Data source: 2

[¥ New database [empty, no records)

[T Copyfrom an existing project

New Project screen

1. Inthe New Project screen for [Name for the Projects List], enter a simple reference name and press
the Enter or Tab key.

2. For [File name and path] press the [Browse] button

3. Inthe [Save File] (Browser) window, find and select the directory you wish to save the new project file

Earnest SRP20
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4.

5.

a.

In most cases the file should be saved to your Project directory on a shared server, so that it is
being routinely backed up, and so that it can be accessed from other machines or by other users
(according to network user permissions).

Enter a name for the filePress the [SAVE] button. The Browser screen will close and return you to the
New Project screen.

|
New Project oK

Ref. Name for Projects List: | njyversity Medical Center

File name - C\Users\PublichUMC_SRPData.mdb
and location JIEE

Data source:

[T MNew database [empty, no records)

[+ Copyfrom an existing project 5bii

Source Project: Sarmple Project] bl

[~ Copythe entire database (all records)
[v CopySpace Standards only

Data Source

a.

Choose ‘New Database’ to create an empty (shell) file for your new project, with only essential
system data included.
Choose ‘Copy’ to create a project using some or all of the data from an existing SRP project or
template file.
i) Check the box [Copy from an existing project]
ii) Select the [Source Project] you wish to copy from
iii) Check the option box that applies:

(1) ‘Copy the Entire database’

(2) ‘Copy Space Standards only’
Press the [OK] button. A message will be displayed when the action is complete, and the name of
the new project will be added to the Projects List.
When you are finished with adding new projects, close the ‘New Project screen and [OPEN] the
new project you want to work on.
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Restore Existing Project

From the ‘Main’ screen, press the ‘Project Navigation’ button.

Select Project

Projects List:

Blank Project Data file (no data)
Project X

Sample Project

OPEN Selected Project

ADDMEW Project

I=lL

RESTORE Existing Project
+

GE Project tau.._ [

1
Restore Project oK VESelected Project

Ref. Name for Projects List: F'mject X

::: :':':":;Dn o C:\Users\Public\proj 12343.00\Project X SRP.mdb -

3 0 Project has been sucessfully added.

OK

Restore Project screen
This allows you to add an existing SRP project or template file to your ‘Projects List’. Once it is in the
Projects List you can open it or copy data from it when creating a new project.

1. Inthe Project Navigation screen, PRESS the [RESTORE Existing Project] button.

2. Enter a [Project Name] (this is the name that will be displayed in the Project List on the ‘Project
Navigation’ screen).

3. For [File name and path] PRESS the [Browse] button
a. Inthe [Locate File] window, browse to and select the file you wish to restore.

4. Press the [OK] button.

5. The project is now added to the Project List.
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Moving a project file to a different location

Once a project has been created, the directory path and file name are stored in SRP so that you can easily
navigate to it (see ‘OPEN Selected Project’).

If you need to move the project file to a new location, this is accomplished using Windows Explorer. In the
SRP application, an existing link to the old location will interfere with establishing a link to the new
location, so it is important to follow these steps:

1. Confirm that the location you intend to move the file to is accessible to the appropriate people, and
that permissions are set to ‘Read/Write’.

2. Inthe SRP ‘Project Navigation’ screen,

a. Open the ‘Sample Project’ (freeing up the project that you wish to move)

b. Select the project you intend to move, and press the [Remove] button to it clear it from your
‘Projects List’.

In Windows Explorer, move the project file to the new location.

4. ‘Restore’ the project (bring it back into your ‘Projects List’), by pressing the [Restore] button, giving it
a name, and browsing to the new location.

w
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Project Data Editors

Settings and Naming Conventions editor

From the Main screen, in the ‘Utilities’ section, press the [Settings] button.

In this editor you establish overall settings and naming conventions for your project and the recurring data
elements in your reports.

Settings and Naming Conventions Editor

Database Owner  Sample Demo Architects
Primary Contact  |5e Data

Planning Milestones  Sh

Label

oW

Plan Date 1 2021

Plan Date 2 Moveln

Plan Date 3 025

Plan Date 4 2020
Unit of Measure Decimal Places
Quantity Seats o LIRS
Area Sq. Ft. w 0f~
Headcount Headcount o LIRS

Report Settings
Header line 1
Header line 2
Header line 3
Header line 4
Message stamp

Logo / Image file
({actual size 2" w

x.6667" h}

Acme Research and Development Complex

Mew York, NY
40037.02

SAMPLE REPORT

earnest

Last Update: 511/

Summary Levels:

Top Summary Level [optional) Group

Summary Level Division

Planning Level Planning Group

Planning level user defined fields:

Field 1 label Cost Center Number

Field 2 label Interview Date

Field 3 label HRID

Field 4 label Status|

Detail - Description 2 label Team
Report Date Format d mmm, yyyy “

b 47172019

Use Today's Date 91172020
Page number format Page 1of 2|~
Page number prefix

Start with page number

1. When a new project is created many of these fields will have default values, and others will be blank.

2. These control much about how the screens and reports in SRP appear, how some fields are labeled,
formatted, and shown or hidden.

3. Settings and naming conventions can be changed at any time to adjust how an editor or report
displays your project data.
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Database Owner

is the name of the company that maintains the program database. This value is displayed at the top of the
Main Screen.

Primary Contact
is the name of the person that maintains the program data.

Planning Milestones
also called ‘Planning Dates’ The database stores up to four sets of quantities which are typically shown as
columns that can be named and turned on or off to suit the project and reporting needs
1. ‘Show’ checkbox: check if the planning date is to show on editors and reports or un-check if it is to
be hidden.
2. ‘Label’ textbox: assign an appropriate value to describe the planning date - it can be descriptive
like ‘Move-In’ or a year like 2023’.

Unit of measure
There are three units of measure managed by the database. For each, specify how you want the unit of
measure described, and the number of decimal places to be displayed. Select from one of values in the
combo box, or type in a new value (the combo list values are edited in the Lookup Lists editor).

1. Quantity: is the count of individual rooms or spaces.

2. Area:is the calculated area - like ‘Sq. Ft'. or ‘m2'.

3. Headcount: is the count of individual ‘people’ or ‘heads’

Summary Levels
1. Top Summary Level
a. On/OFF button sets the optional top summary level ON or OFF.
b. Ifthe Grouping Level is ON, assign a value to describe it. ‘Groupings’ is the default name.
2. Summary Level: assign a value to describe the summary level. ‘Divisions’ is the default name.
3. Planning Level: assign a value to describe the base planning level. ‘Departments’ is the default
name.

Planning Level User Defined fields

1. These labels are titles for user-defined fields. The user defined fields can be used for any data that
isn’t otherwise handled by the standard fields.
a. If not needed, leave the values blank.

2. The first four user defined fields will be shown in the upper section of the ‘Department’ (Planning
Group) editor, and in the top section of many of the Detail reports.
a. Asinthe example shown, the user defined fields can be used for data such as ‘Cost Center’,

‘Interview Date’, ‘HR ID’, ‘Existing Sq. Ft.’, etc.

3. The detail level label applies to, and further describes, individual positions.

a. Inthe example shown, this might be used for data such as ‘Name’, ““Team’ Grade Level’, etc.
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Report Date
a. Select from several date formats provided.
b. Check the box to use today’s current date.
c. Un-check the box to enter a specific report date.

Page Numbering
a. Select from several number formats provided
b. A page number prefix can be set, like a section name or number.
c. Page numbering can begin with a value other than 1.

Report Footer Logo
Insert a company logo or other image file to be displayed in the reports using the Windows Snipping Tool.
See ‘Working with Images’ for more on this topic.

Report Headers
a. Up to four lines can be displayed in report headers.
b. The top line is emphasized in bold as shown.
c. To exclude one or more of the lines, leave those fields blank.

Message Stamp
a. Select from several message stamps provided, such as ‘DRAFT’, ‘PRELIMINARY’, ‘APPROVED BY’.
b. If the message you wish to display is not already in the list, type in the new value and when
prompted, confirm ‘Yes’ and it will be added.
3. Messages provided in the list can be added, changed or removed in the ‘Lookups Editor’.
c. Leave this blank if you don't wish to show a footer.
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Look-up Values editor

From the Main Screen, ‘Project’ section, press the [Lookups] button.

Filter Restore Default

LOOk-UD VﬂlUES |Ur1it of Measure, Area ~ | Values J
Sort Lookup Value Description

T 0 Square Feet Square Feet

] D Total Sq. Ft. Total Sq. Ft.

] 15F SF

] 2 of f

» 3 Sq.Ft. Sq. Ft.

] 4 M2 M2

] 5 m2 m2

] 6 5q. Mtrs. Sq. Mtrs.

* D

LkUpID:

Close LkUpType:
Last update

Many of the editors in Earnest SRP have combo boxes with pull down lists which the user can choose from
or can add to on the fly. When lists grow too long or contain values that are misspelled or otherwise
inappropriate, this editor allows you modify the lists.

1.
2.

When a new project is first set up, lookups can be added, deleted or edited freely.

If a project is well underway, editing the lookups can cause data errors.

a. Change the [Description], but not the [Lookup Value] (this is the value that may have been stored
in other tables)
Don’t delete lookup records that may have already been assigned.
Follow up by opening records that may have been affected by the changed lookup record, as they
too may need to be updated.

How to modify look-ups

1.

Lookup records include three editable fields:

a. Sort (number) determines the order in which values are displayed in lists.

b. Lookup Value (up to 20 characters, usually a simple abbreviation, and the value that is actually
stored in various tables).

c. Description (the longer value that is usually displayed on forms and reports).

To see the category of lookup values you want to modify, select the Filter (top section of the editor).

To add a new record, scroll to the bottom of the list (where you see an asterisk [*] in the record

selector) and input values in all three fields.
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4. To delete the lookup from all lists, select the record (press the record selector on the left) and press
your Delete key.

Revisions / Issue Log editor

From the Main screen, ‘Utilities’ section, press the [Revisions / Issue Log] button.

In this editor you can create records of significant milestones, revisions, progress notes, submittals and

Revisions [ Issue Log

Date Description By
1/20/2002 Interviews begin
1/31/2002 Preliminary data
2/12/2002 In-house Review
3/30/2002 Revisions & issue for client comments
6/27/2002 In-house Review
6/12/2005 Reviewed by Mr. Big and changes noted
8/19/2007 Issued for Approval

. 10/23/2008 5
Su Mo Tu We Th Fr Sa

1 2 3 4
s 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22073 24 25

26 27 28 29 30 31

EE]EEEEEE)

issue dates.

How to add a record to the Revisions/Issue Log

1. Scroll to the bottom of the list (where you see an asterisk [*] in the record selector) to add a new
record.

2. Select or type in a description.

Type in the intitials of the contact person

4. This information is reported in the standard SRP report ‘Profile’.

w
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Advanced Utilities screen

Advanced Utilities

m Shift data between planning dates
[I] Copy / move detail records

E] Growth Applied by Percentage

@ Export Data

From the Main Screen, ‘Utilities’ section, press the [Advanced Utilities] button
From the Advanced Utilities screen, you can manipulate large chunks of data using automated routines, to

either shift data between planning dates, or copy or move detail records from one Planning Group to
another.

Shift Data Between Planning Dates
From the Advanced Utilities screen, press the [Copy/move detail records] button.

Shift data between planning dates

This routine will update [Quantity] and [Headoount] data in up to four planning dates

1. Make sung you have valid DATA in the SOURCE before you copy it To ancther Planning Date
1. Onge you have completed the update, headings for the plan dates can be changed In the Settings form
. A back-up copy of the existing project data will be automatically stored before the update is exeouted

Update: [TARGET) with dats FRO&E:  [SOURCE]

ﬂ §hift all colums beft
Column 1 (Plan Date 1) Cattal

-
ﬂ Shift all cabums right Colurma 2 (Plan Date 2] Celurnnl {Plan Datel) [=
_I Colurmn 3 (Plan Date 3 Column 2 {Plan Date 2) -
&7 CLEAR :
Columa 4 (Plan Date 4) Colurnn 3 (Plan Date 3 -
ey [Celumn 1 (Plan Date 1) | L

RESTORE I Column 2 {Plan Date 3)

Restors data from the back-up [ undo the last update. 1 {Plan D F1]

Calurnn 4 (Plan Date 4:-
Settol
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1. Shifting data is way to modify the [Quantity] and [Headcount] values quickly and thoroughly, by
copying from one or more plan date to another.

2. From the Advanced Utilities screen, press the [Shift data between planning dates] button.

3. On the left side of the screen, there are buttons that automatically set values for two common
scenarios: [Shift all columns left] and [Shift all columns right].

a. Forinstance, if data in the first planning date is no longer needed, and you would like to add data
for a new plan date at the end, you would press the [Shift all columns left] button. The combo
boxes on the right side of the screen will be set accordingly in preparation for the automated
routine.

b. Choosing [Shift all colums Right] updates the combo boxes for moving data from the 3™ plan date
to the 4™, from the 2™ to the 3; and the 1% to the 2",

4. On the right side of the screen there is a combo box for each of the four planning dates, providing a
way to manually select how the columns are to be updated.

5. To complete the update, press the ‘OK’ button.

6. A backup-copy of the existing project data will be automatically stored before the update is executed.

To undo the update, press the [Restore] button

7. Once you have completed the update, go to the Settings editor to adjust headings for the plan dates
accordingly.

Copy or Move Detail Records
From the Advanced Utilities screen, press the [Copy/move detail records] button.

1. This routine automatically copies or moves an entire set of detail records from one Planning Group to
another.

Copy or Move Detail Records

This routine allows you to copy detail records from one planning group to another

1. To add & new planning group of change the existing code or name, cancel this soreen and make the
changes using the Depanments Editor.

1. Existing records im the TARGET growp will not be overwritten, Records from the SOURCE will be appended,

3. A badk-up copy of the existing project data will be automatically stored before the update |5 executed.
To undo the last update, click the RESTORE bumtan.

COPY records FROM: SOURCE)
[~ DELETE the SOURCE records
SMA B afver thioy have besn copeed.

Appendrecords Tt [TARGET]
Gl |

oK
Complate the Update

RESTORE Restore data from the back-up wndc Yate.
5
-l:Inu
—_

2. Records from the ‘Source’ group will be appended to the ‘Target’. Existing records in the ‘Target’
group will not be overwritten.

3. Choose a Planning Group for the ‘Source’, which contains the data to be copied.
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Choose a Planning Group for the ‘Target’, which will receive the appended records.

a. If you want the records in the ‘Source’ to remain (i.e. ‘Copy’), leave the check box [DELETE the
SOURCE records] unchecked.

b. If you want the Source records deleted (i.e. ‘Move’), check the check box [DELETE the SOURCE
records].

To complete the update, press the [OK] button.

A backup-copy of the existing project data will be automatically stored before the update is executed.

To undo the update, press the [Restore] button.

Earnest SRP20
Page 48 of 79



earnest development

Growth Applied by Percentage

(This section applies to update v190130 and later)

From the Advanced Utilities screen, press the [Growth Applied by Percentage] button.

This tool is used to execute an automatic update of quantities for Projected Planning Dates with
percentages calculated by year, compounded annually. PIDt1 quantities are the ‘Base Quantities’ which
must have been entered prior to using this tool.

You can select which Departments are to be included, specify how many Years are to be calculated
between Plan Dates, set how many Decimal places are to be displayed, and specify the Percentages that
are to be applied.

4
Growth Applied by Percentage
Select Department(s) to Include in the update (hold down Shift key or Ctrl key to select multiples). Edit Settings
Include Exclude Number of years
. . Hide Label from Base PIDt
ANR Analysis & Reporting AP Accounts Payable
MA Management & Administration - AR Accounts Receivable PIDt {Base) 2019
COoP Corp Operations GL General Ledger PIDt2 Moveln 0
WRS Western Region Sales e HR-F Human Resources
CR&E Corporate R&E MKTA Market Analysis PIDL3 2025 6
< MOA Mail Operations & Admin PIDt4 2020 1
MP Mail Processing
<< PD Product R& D
PT Product Testing Unit of Measure  Decimal Places
1 5 5 Marketing Admin. Spaces 0 4
SPO1 Special Projects Headcount 0 ~
S5 Servicer ik
Tem Tem wdings
Refresh . | 2a & Refresh
. Assign percentages for each Area Type
Base Q Percentage Growth to calculate cumulative growth for e
Percentages to be applied, by Area Type. Spaces Headcount Spaces Headcount projected plan dates.
1 Private Office 4.00 3.00 10% 20%
2 Flexible Workplaces 25.00 40.50 30% 40%
3 Collaboration Area 3.00 0.00 10% 0% 5 6
4 Support 3.00 0.00 0% 0%
5 Special 0.00 0.00 0% 0%
6 Equipment 0.00 0.00 0% 0%

1. Inthe list boxes, select the Department(s) you want to Include or Exclude in the update.
a. Hold down the Shift key or the Ctrl key to select multiples with your mouse.
Press the [>] or [<] button to add/remove selected departments.
b. To select ‘All’, press the [>>] or [<<] button.
2. Press the [Refresh] button to save your selections and re-calculate the ‘Base Quantities’ filtered on
the departments included.
a. ‘Base Quantities’ are the sum of Spaces and Headcount for the departments that have
been ‘Included’, by Area Type. Totals are shown in the footer section.
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3. Settings
a. Ifdesired, edit the labels for each plan date.
b. If desired, hide or show one or more of the PlanDates (does not impact calculations).
c. If desired, edit the number of years from Base PIDt. for each of PIDt2, PIDt3 and PIDt4. In
the example shown below:
i. for the PIDt2 (‘Moveln’), the value for ‘Number of years’ is set to 0. This will result
in no growth for that Plan Date.
ii. forthe PIDt3 (‘2025’), the value for ‘Number of years’ is set to 6. This will result in
a calculation of the Percentages applied to the PIDt1 Quantities six times.
iii. for the PIDt4 (2030’), the value for ‘Number of years’ is set to 11. This will result
in a calculation of the Percentages applied to the PIDt1 Quantities eleven times.

Edit Settings

I |
I I
| |
: Number of years :
| Hide Label from Base PID¢ |
|
: PIDt1 (Base) 2019 :
|
| PliDt2 Mowveln 0 :
|
: PIDt 3 2025 6 :
| PiDes 2030 11 }
I |

4. |If desired, edit the decimal places to be shown for the Space and Headcount Quantities.
5. Enter the Percentage Growth (per Year, compounded) for each Area Type,
a. Percentages can be different for Spaces and Headcounts.
b. Entering O will result in no growth.
6. Pressthe [Execute] button to run the update.
a. The update should take less than a second, a confirmation message will be displayed
when complete.
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Export Data
From the Advanced Utilities screen, press the [Export Data] button to open the Export Routines screen.
E}(pﬁrt RD utines 2 Select output format:
Excel 97 - Excel 2003 Workbook (*. xls] oK
Excel Binary Workbook (*.xlsh)
Excel Workbook (*.xsx)
HTML (=htm; = html) Cancel
Export Spaces for Onuma / Revit ExPORT EI;UFDSDOI?naE:EE!Sa%ES Workbook (*.xls)
Which Planning Date? 2019 v B s orma ()
XML (*.0ml)
XPS Format (*.xps) 3¢
3
Other Exports Output
Which set of data? - Al
Program Detail| ~ Sefection

1. This allows you to export selected sets of data to an external file. You can select any file type listed
in the ‘Output To’ screen
2. To Export for the purpose of migrating data to an external system such as Revit or Onuma,

a.
b.
C.
d
3. Other Export (to an Alternate File

Format):
a.

Select a planning date

Press the Export button
Select the output file format
Browse to the destination
folder you want to Save the
file to

Select the dataset you wish
to Export

Press the Export button
Select the output file
format.

Browse to the destination
folder you want to Save the
file to.

The exported data will be displayed in the specified file format.
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Project Data Editors

Project Profile

From the ‘Main Screen’, Editors section, press the ‘Project Information’ button to open the Project Profile

and Notes editor.
1. Project Name, Project Number and Database Owner appear on the Main screen and should be filled

Project Profile and Notes 1 5

Team Campasy Contact

Prag, Humben 54321 000

Pro Momet  Aicme B & D - Programming Databaian Dwras  Sample Demo + Assccistes Joe Data
FailityMasmat  ficme Research and Development Comples Building Architect LFA » Agsociates H. Enarke 6
Locations Washington 0< Intenor Design Joseph Waterlord, Esg. A Seenple, Princgal
Cliant: Acme Corporation
Contart Joe Acmee v
AeScdrw 123 Fourth Streef, Surbe 4600
City/ertn/Tiez Mews Vork, INY Critical Datas tart Cunreplete
Pheone: 211334 56T Vax: Project 171502 R0y 2001
Emaik: e B mEE B e Com Ietaiiag 4717001 471503000
ProjeciType:  Heahth Caig - Redsarch - Dodumentalnss 41573001 473003000
Coenat, Typi Mew Congtruchion - Renew & finakse Program 5L 5300700
7
Mozsu:
SoeT  Heading Mot ! e
| 2 Growth In 1959, Acme Industries brvestor Services snnounced the oreation of a technology, accownting and
™ | securities processing center of excellence in Dallas, Teas to expand its geogeaphic presence and
= nrraada sAdSinnel sensrdhcte e hicinenr arscth Tnoecknr e s wdhich noee her shead
3 Teendi Leadership from & budiness peripectnag il alio equally impedant. We have 16 think abeut dreang
| our key buireide 1o leaderibep postiond. W' the leaderhip poitions of Butneiies that creste the
st b 3 il R i Pibr ip i I Al AR el o i P ettt el
[ 2 Cipporiurities Char firmn wiews operational escellence a5 8 competitive sdvantage. 'We befieve that the delivery of
* | world-class service helps us retain & geester share of cur chents
3 Bl et el Sinsce it in the practice of erfightenment, that pactic s s ne Begineing and tince & i
= | enlghtenment within the peactsce, thes realization has no end, {Dogen)
w Direvery * x
Functiom
Genersl Notes
Grewih

Cutstanding lsues
(o5 10T

Frocess

Project

Results

Security
Special RBequrerments
SUMAIMAry

in for all projects. Other information is not required, and may be filled in or changed at any time.
2. [Project], [Facility] and [Client] fields

a.

Type in information about the project and company for whom the program is being prepared.

3. Select a [Project Type] from the list or type in a new value to launch the ‘add-to-list’ routine.

4. Select a [Construction Type] from the list or type in a new value to launch the ‘add-to-list’ routine.
5. Team
a. The [Database Owner] is typically the firm or company who is responsible for creating and
managing the database.
b. For other team members, type in the [Role], [Company] and [Contact] names.
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6. Critical Dates
a. Typeinthe [Description] and [Start] and [Complete] dates.
7. The Notes sub form accommodates unlimited notes, each with a [heading]land [sort] number.
a. Select a [Heading] from the combo box list or type in a new value to launch the ‘add to list’
routine. To edit the list of heading values, use the Lookups editor.
b. The [Sort] number determines the order in which notes are listed in reports.
c. The content of the [Note] is unlimited.
d. Use the [Enter] key for a line feed within a single note.
e. Toview alengthy note, double press to open the Zoom Box'.
Area Types
From the Main Screen, ‘Editors’ section, press the [Project Information] button to open the Area Types
editor.
1. Area Types serve to organize the spaces assigned to each Planning Group and used to identify sections

with sub-totals on Program Detail reports.

Area Types S |

Sawr

Order  Area Tygee Remark Analysis Class Corin peer 5, 1.
1 Private Office Highwall offices, highest privacy. Aszigned | = 580,00
2 Flalblr'u'-'nrkplace{ Open plan workstations, medism privacy. Aszigned |- 560,00
3 Callsbaoration Shared mesting areas. Crtiver - 50,00
4 Support Storage, filing & common support areas. Crther - 550,00
5 Special Special Areas Crther - S80.0D
6 Equipment Indinidual pieces of equipment Crther - 50,00
7 Core Building and floor support areas. Crther - 50,00
L Crther - 50,00

Every project must have at least one ‘Area Type’, and for most projects, 3 or 4 Area types is sufficient.
[Sort Order] determines the order Area Types are shown in pull-down lists and reports.

[Area Type] description (required field).

The [Analysis Class] determines whether Quantities are included in certain calculations, usually so to
distinguish between support spaces (‘Other’) and spaces where people are positioned (‘Assigned’).
Each Area Type can be assigned a cost per sf/m2 for calculating area-based budgets, and a circulation
factor can be set in the Circulation editor.

[Occupied] indicates whether the Area Type typically has occupants (persons) permanently assigned
to the spaces. Select Yes or No.

[Cost per SF] value is used by the system in calculating of area-based budgets (unit of measure ‘SF’ is
set in the Settings editor.
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Space Standards

From the Main screen, ‘Editors’ section, press the [Departments] button.

Space Standards Editor Detait | PHUECE | Tioes || (et cnch) [y mts)
R = Default

CODE Description {5q.Fr) Dimensions Space Type Occupancy Budget Remark
| BREAK EBreak area 600 20 x 30 (varies) Support 0 858,000 Supports single floor / up to 100 people.
| COFFEE Coffee rm 100 10x 12, varies  Support 1 0 50
| FILES File Area 100 Support 0 30
P02 Lateral File, 5 Dr. 0 Equipment “ 0 50
| HC Handy Closet 60 Support vl o 50
| MR-01 Meeting Rm - 16 Seat 500 varies Support “ 0 50
> MR-02 Meeting Rm., Med)| 200 varies Support ~ 0 5$15000 Furniture configuration and content varies.
| Po-A Office- L 320 Office w 1/ 518,000
| Po-B Office - M 200 Office ~ 1 50
_PO-C Office- 5 120 Office ~ 1 58,000 Interior
| PROJ Projector unit 0 Equipment ~ 0 50 by owner
| R Quiet room 120 Office vl 1 3,000
| sT02 Support Rm. 160 Support ~ 0 S2,000 Typical Copy/Print/Supply rm.
| sTOR-D1 Storage Rm. 100 Support ~ 0 52,000
| sTOR-02 Storage Room, Large 300 Support ~ ] 50
| TELCOM TeleCom Equipment Rm. 100 Support ~ 0 50
| ws-01 Workstation 160 10'x 18 Open Area ~ 1 $5,000
| ws-02 Workstation 100 10" x 10 Open Area ~ 1 84,000
| ws-03 Workstation 80 &' x10 Open Area ~ 1 56,000
| ws-04 Workstation - Special 1] ~ ] 50
| ws-05 Workstation - Collaboration 120 Open Area ~ 0 $12000 2-4seats
| ws-06 Workstation - Touchdown 80 10'x 8 approx Open Area w 0 §3,200 1-2seats
_WS-D? Waorkstation 60 &' x 10" Open Area ~ 1 56,000
E3 0 e 0

StdiD:
Updated:

Close

Space Standards are the building blocks used by the system to calculate Area Projections for each
Planning Date. Space Standards are assigned to Planning Groups in the Department Detail editor.

1.

In this screen, for each Space Standard record there are eight fields that can be edited. (go to the
Space Standard Detail for more fields)

a.

[CODE] is the unique identifier for each space standard.The CODE can be a maximum of 20
characters. The CODE determines the sort order for space standards in most lists and
reports.
[Description] for each space standard should be generic, concise and unique.
[Area] is the amount of space assigned to each Space Standard. Is used by the system to
multiply on [Quantity] to calculate Area requirements for each planning date.
[Dimensions] field can be used to note the footprint, module count, or other size-related
description for each Space Standard.

i. Thisis a text field, and is not used to calculate Area.
[Space Type] is an optional filtering / sorting category.

i. Select from the list or type in a new value, max 20 characters.
To edit the Space Type list, press the [Space Type] button at the top of the screen.
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g. [Default Occupancy] is the number of persons that typically occupy each of the Space
Standards.
h. [Budget] is the unit cost used by the system to calculate instance-based budgets.
i. [Remarks] field is for in-house type remarks, not typically shown on reports.
2. Press the [Datasheet View] button to view the data in datasheet view.
Press the [Detail] button to display the Space Standard Detail screen.
4. The [Query 1] and [Query 2] buttons launch a quick view of calculated totals for Space Standards,
ordered by [Code].

w

Space Standard Detail

From the Space Standards screen, press the [Detail] button to open the Space Standard Detail editor.

%% EARNEST SRP x

Space Standard Detail Editor

Code MR-02 e

Description Meeting Rm., Med. QQQQ

Area 200 {5q. Fr} i
Dimensions varies G [‘—')
Space Type Support

Default Occupancy 0 = o CIO@C)
Budget §15,000 \'- |

Remarks

Furniture configuration and content varies.

Notes
Sort  Heading Hote 2
T‘ 1 Privacy Medium, glassfronted|
] 2 Finish level Medium
~
| 3 Storage 25LF
w
!_ 4 Equipment 1. Projection equipment
[ * | 2. Speaker phone
B 5 Seating Task seating with arms, adjustable height
w
% 0 -

StdiD: 5
Close
- Last Updated: 9/11/2020 8:08:31 AM

1. This editor displays one Space Standard record at a time, and provides the same fields as the
Space Standards editor plus additional fields for an [Image file] and multiple [Notes] records.
2. The [Image] file can be a photo, drawing or sketch
a. Use the Windows Snipping Tool to capture and paste images to this field. See ‘Working
with Images’.
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3. The Notes sub form (bottom section) accommodates unlimited notes, each with a [heading] and

[sort] number.

a. Select a [Heading] from the combo box list or type in a new value to launch the ‘add to

list’ routine. To edit the list of heading values, use the Lookups editor.

b. The [Sort] number determines the order in which notes are listed in reports.
c. The content of the [Note] is unlimited.
d. Use the [Enter] key for a line feed within a single note.
e. Toview alengthy note, double press to open the Zoom Box'.
Space Types

From the Space Standards screen, press the [Space Types] button to open the Space Types editor.

f Space Stamdands

Query I 5

ety 1eenia]

Dwtsil CanmEret | e 1 ] | Gyl

e Typas gty ech]
I

Space Standards

I
=] Descrigely  EARMNEST SHP

Ereak room
CRO1 Communicsticn § | SFI-EIEE' T‘&"D'ES |

CROZ Commumication § | St Dvgesr  Derripdion

EQ01 Fregector uni
PLA Cffice

PO.EL Office

PO.C Ofice

QLA Quiet room, Lg
OQF.E Queet room, Smal
T2 Suppont Rm
STROL Starpge frm.
TELCOM TelSCom. Egquipe
WS Unit Wait Seat
WS
w503
WM
W55
WSO

Recorct M. & (1024 |k M B ”

1 High wall ares

2 Open Ares

3 Specsal Ares
& Temp, el
5 Core Suppar
6 Support

7 Conderenice

B Equipment

0 ‘Waiting 2rea unit
0

7 I e o

Workstation d by tevo assc
Workstation
Wiarkstation
Wiarkstation

Spial Werkstakig

Szarch

Record: W 4 %ol 9

1. Space Types are optional filtering / sorting categories for the Space Standards.
2. Space Types are assigned to Space Standards the Space Standards editor.
3. [Sort Order] determines the order Area Types are shown in pull-down lists and reports.
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Circulation, loss and load factors

From the Main Screen, ‘Editors’ section, press the [Circulation] button to open the Circulation, loss and
load factors editor.

The circulation factors you set for your project can have a considerable impact on your final Area
projections.

Circulation, loss and load factors

Method Foamat Description for Total HET
F multiplies. ¥ Percentage, lie = 35% Area foetors circulationl: | Total, hiet Ares P
[T Percent of Total. I 2 decimal place, like = 0.35 =

B

I 2decimai place, Like = 135 Tor ‘I°15 cligployed in repontronly, do net incl. the 1 whes eonering dote.

[T Exclude First Plan Date [oircelation not applied. e “Existing™)

1. PROUECT [rop lewall: Dieeription for fatar: Bildg. Mubtiplier =
Factor to ba spplind: 4.00% mmealfiplier Dscripdion for Total: Grand Tatal -
d
L. GROUP [MID LEVEL]: Descripion for tacton Flaor Multipher [l
Cosporate Managernent Division T0% & Dascription for Tetal: Total, Plannable Ares -
Dt Certer 30% =
Egch Growp cov De cregned @ cefieuit Fieor Meltiphier, Thisis
|:|FIEI|!'|IC!1'5 00% Qod [0 T Gred +@nj” Planasng Focror
Phase | 00%
i
1. ARLA TYPE [ase level): Devcripticn for factor: Planning Factar =
Private Office W0 - Description for Total: Total, Usable Ares -
F|ﬂ|h|t‘\'ﬂ’urk|]r«!ll:d 4% Eoch Ange Type can b agpigned & defoudt Planniag Fachar, The
Cellabaration 1005 dfauit can be over-nidem for @ Manning Group by odding it Hhe
OVERRTDES section (oelowd
Suppaort 100%
4. OVERRIDES - Planaing Groupa
HR Hurman Resources » | Collaberation |= 40.0%
P ShAA Sales & Marketing Admin, [= | Flexible Workplace - 55.0%
* - |= 0.0%

1. Circulation factors can be assigned in up to 4 ways: at the Project level, the optional Groupings level,
the Area Types level and as an Override to specific Area Types for specific Departments.

2. Circulation factors are known by many names, and used in various ways, so SRP provides a lot of
flexibility. The naming, formatting, display options and the actual multipliers can be set or changed at
any point in the project.

3. The calculation of circulation area is cumulative. The following diagram shows how Circulation is
typically setup and calculated in SRP:
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- X i Space Standard Qty Sq.Ft.
CD \ﬂ@ [:D : CR-02 1 300
G:) G:) | Files 1 50
CD Fin @ | WS-02 1 200
50aF (

S | Total Net SF 550

CD Short Wi f:D |
O‘j A | Secondary Circulation ~ 35% 192.50

= )
?‘(5 = Total Usable SF 742.50
ot | Primary Circulation 15% 111.38

Secordory Crodation
| " I g Total Gross SF 853.88
Load Factor 1.57% 12.81
Prmary Credotion
Total Rentable SF 866.69

Method:

a. Setthe option to display ‘Multiplier’ or ‘Percent of Total’.

b. The system calculates circulation by building UP from the Net Area, thereby it always uses a
‘multiplier’. If you wish, you can choose instead to display the ‘Percent of Total’ in the editor and
reports.

c. Inthe example above, the multiplier is being displayed, with secondary circulation at [35%] If the
setting is changed to ‘Percent of Total’, the secondary circulation would be displayed in the editor
and reports as [25.9%].

d. Ifinthe ‘Percent of Total’ mode, you type in [35%], the ‘multiplier’ used by the system will be
automatically calculated and updated to [53.8%].

Format

a. You can set the format of circulation factor to display in the editor and reports as a percentage
‘35%’ or as a number with two decimal places ‘.35’. This has no impact on the calculation of area.

Project Level circulation is the top level, and is applied against the total Net Area + any Secondary and

Primary circulation area.

a. This top level might be used for a ‘useable to rentable’ factor, or it might be used to apply an
‘average planning factor’.

b. The [Name] for this level of circulation is user-defined, the default, as shown in the example above
is ‘Planning Factor’.

Grouping level circulation is the 2nd level down, and is applied to the Net Area + any Secondary

circulation.

a. This level might be used to adjust for planning conditions in different buildings or areas in a

building.

Grouping level is an optional summary level, and can set ON or OFF in the Settings editor.

When set to OFF, any circulation factors assigned at this level are ignored in calculations.

The [Name] for this level of circulation is user-defined, the default is ‘Primary Circulation’.

Each group can have a different circulation factor.

When the factor is set to [0], there is no circulation area generated.

Area Type level circulation is the lowest level, and is applied to the Net Area.

a. This level might be used to account for aisle space or undefined open space within the
Department.

b. The [Name] for this level of circulation is user-defined, the default is ‘Secondary Circulation’.

c. Each Area Type can have a different circulation factor.

N
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d. When the factor is set to [0], there is no circulation area generated.
9. Override allows you to make exceptions for specific Area Types in specific Departments.
a. Thisis useful when one department might have atypical layout requirements or higher traffic

volume.

Select a [Department], the [Area Type], and type in the override factor.
The name for this level of circulation is the [Name] you set at the Area Type level, in this example,

‘Secondary Circulation’.

10. When you close the Circulation editor, the new settings will be saved, and all calculations in editors

and reports will automatically reflect the new settings.

Groups

From the Main screen, in the ‘Editors’ section, press the [Group] button to open the Group editor.
1. An unlimited number of Groups can be established. Each Group can be assigned to multiple summary

units (‘Divisions’).

[=FFELE L | BaTa
; HEW e | ]
Group Editor z -] o
i E 2010 mawe in 201% a0
Dascription  Dperateons [ RS o &3 4 50
=2 200 Research & Developrment _pm“ A =3 _-'3 f_E
[dependarns]  3nn Sabes & Marketing Tanal, Nat Ares B, B 450 T.E30 9.52%
099 E‘p!latﬂﬂ':-ﬁ.dmll'l Tatal, Net Ares - Oopupesed 5 T00 B 150 7.230 B.7I5
Totsl, Mt Ares - Dohee 200 SO0 &0 1,200
Planseng Facngs 2014 2.204 2612 3,188
Fgor Wishiphas i} ] 1] i)
Blag Mubtiplaer | HE 418 55
— G| Teeaal B34 G000 10 880 13633
l
| Mate -
[ 1 Bakgroiand Inks the twabght tenda mbpleé el come danieni. (Soen Nikigawa)
w
2 Comamunicaticn T mee the meanest flower that blows can give thoughts that do often lie too deep for tears. (Wm
| Wordiworth)
3 Trends An old monk wrote the Chinese ideograph for “mind” on the gate, window, and wall of his ke
* | house. Fa-yen thought it weomng and said, “The gate must harce the character for “gate’, and the
I T | (i el
*

a. The title for this level is user-defined in the Settings editor, the default title is ‘Group’.

2. This is an optional, top summary level.

a. For small or uncomplicated projects this level can be turned off.

b. Turning off this level does not discard any data that may have been entered, the level will only be

ignored in reporting.

3. Press the [On]/[Off] button to enable or disable this level, in this screen, or in the Settings editor.

(mulltiple records).

Press the ‘Datasheet View’ button to switch from form view (single record) to Datasheet view
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5. Fields for each record are:
a. [CODE] is the unique identifier, and determines the sort order in lists and reports. This is a
required field, allowing a maximum of 20 characters.
b. [Description] is the full name for the ‘Grouping’. This is a required field, allowing a maximum of
255 characters.
6. The Notes sub form (lower section) accommodates unlimited notes, specific to each Group. Each note
record has a [heading] and [sort] number.
a. Select a [Heading] from the combo box list or type in a new value to launch the ‘add to list’
routine. To edit the list of heading values and their sort numbers, use the Lookups editor.
b. The [Sort] number determines the order in which notes are listed in reports. You can accept the
default, or update for this instance. The [Note] field is a memo field, allowing unlimited content.
i) Use the [Enter] key for a line feed within a single note.
ii) Toview a lengthy note, double press to open the Zoom Box.

Divisions

From the Main screen, in the ‘Editors’ section, press the [Division] button to open the Division editor.
1. The title for this level is user-defined in the Settings editor - the default title is ‘Division’.

Ctashear . s G Te P,
Division Editor aw | it [ Boomis | [ =1 4|*
e 200 2000 —_ 1015 o0
Desription  Recsarch & Development Space 1] 5 40 4z
diroup oPs = Peaple 30 35 40 4z
Tatal, Het Ares 1950 2375 2600 2735
i:'l:'uﬂ:‘t i?‘ :"-"fl'-’i' I:“T"-‘-:F"“"“ Totsl, Hat Ares - D oegied 1950 2175 2500 LT3R
[dependants] it Teshng Torrad, Blet Anea - Oriuer a o o o
Plassing Fartod T80 F0 1.040 Los7
Flasfed Meudipling Q 0 i [
TN T i 117 i45 i53
Grand Totsl Laz FE D 3736 3975
Htes
1
K Mot
k 1 Geerseral Moled | wuld patch thirm, But | hiveg ndd & hall-gheet of paper. AR, well = 58 leait Do vnndinag ddn
™ | need to be puched open.
|- Tios lilriin madnad miske o mo ipmann Bpin duiling fonms the swar omhr o inbrbang ks s
+ 1]

2. Anunlimited number of summary levels can be created.
3. Each ‘Division’ can have multiple Planning Groups (‘Departments’) assigned to it.
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4. Atthe top of the screen, press the [Datasheet View] button to switch from Form View (single record)
to Datasheet View (multiple records).
5. Fields for each record are:
a. [CODE] is the unique identifier, and determines the sort order in lists and reports. Maximum of 20
characters. This is a required field.
b. [Description] is the full name for the ‘Division’. This is a required field.
c. [Group] is the assignment of this ‘Division’ to a top summary level (‘Group’). Select from the list or
type in a new Group CODE.
6. Totals section consists of read-only fields that display the current totals for the ‘Division’.
a. [Persons] Total number of persons (headcount) for each of the planning dates.
b. [Total Programmed Area] Total programmed area (incl. all circulation) for each of the planning
dates.
c. [NET Area] Total programmed NET area (NO circulation) for each of the planning dates.
d. [NET Area - Occupied] NET Area (NO circulation) in Area Types defined as ‘Occupied’, for each of
the planning dates. In this [NET Area - Other] NET Area (NO circulation) in Area Types defined as
NOT ‘Occupied’, for each of the planning dates.
e. [Planning Allowance] Area calculated for project level circulation, for each of the planning dates.
Defined in the ‘Circulation’ editor.
f.  [Primary Circulation] Area calculated for ‘Groupings’ level circulation, for each of the planning
dates. Defined in the ‘Circulation’ editor.
g. [Secondary Circulation] Area calculated for ‘Area Type’ level circulation, for each of the planning
dates. Defined in the ‘Circulation’ editor.
7. The Notes sub form (lower section) accommodates unlimited notes, specific to each Division. Each
note record has a [heading] and [sort] number.
a. Select a [Heading] from the combo box list or type in a new value to launch the ‘add to list’
routine. To edit the list of heading values and their sort numbers, use the Lookups editor.
b. The [Sort] number determines the order in which notes are listed in reports. You can accept the
default, or update for this instance.
c. The [Note] field is a memo field, allowing unlimited content.
i) Use the [Enter] key for a line feed within a single note.
ii) To view a lengthy note, double press to open the Zoom Box.
Departments
From the Main screen, in the ‘Editors’ section, press the [Departments] button to open the Department
editor.
1. The title for this level is user-defined in the Settings editor - the default title is ‘Department’.
2. Anunlimited number of ‘Departments’ (planning levels) can be created.
3. Each ‘Department’ can be assigned multiple Detail records and Note records.
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(mulltiple records).
5. Fields for each record are:

Press the [Datasheet View] button to switch from form view (single record) to Datasheet view

a. [CODE] is the unique identifier, and determines the sort order in lists and reports. Maximum of 20
characters. This is a required field.

(i 11 BT (=T34 T o To |
: 5 HEW
Department Editor v | Edior - ax
(apurtment Cote | P10 J— 015 ro20
Cepariment Marpgiment 8 Adenmgtrsissn Spacwei iz 17 ] ]
Diwigan 400 = Peuple 10 0 50 0
Contedt information  §.q, Rl Tl Hal Aras _‘_-I-Ell] 3300 5 7040 & GO0
Tietal, Wart Arad - O dapied 1, 200 2. 700 4 500 C 400
Exissinglocstion North Wing - Total, Het Ares - Other 00 £00 1,200 1,200
Propoed Locaton £, 3 = T30 1,840 1930 2380
Ci Rumber 0352 = ¥5 133 339 66
[T— & = 131 133 14 356
- 3406 &£T56 BE.163 9513
MR pending Review Worksession -
-
M
| Mate —
1 Furstion M B A o pimanly redpondible Tor the superadicn bhd juppait of the 1T growg,
-
k 2 Growth Steady gro this anticipated)
-
— 8
7 ASACBhCE tpadwtad o af tha [T teamis.

=

If desktop suppaot moregses in soe substantially, may heve & separste tesm to Supensise

Cutstanding Issues

b.
C.

[Description] is the full name for the ‘Department’. This is a required field.
[Division] is the assignment of this ‘Department’ to a summary level (‘Division’). Select from the
list or type in a new Division CODE.

6. Totals section consists of read-only fields that display the current totals for the ‘Department’.

a.
b.

[Persons] is Total number of persons (headcount) for each of the planning dates.

[Total Programmed Area] Total programmed area (incl. all circulation) for each of the planning
dates.

[NET Area] Total programmed NET area (NO circulation) for each of the planning dates.

[NET Area - Occupied] NET Area (NO circulation) in Area Types marked as ‘Occupied’, for each of
the planning dates.

[NET Area - Other] NET Area (NO circulation) in Area Types defined as NOT ‘Occupied’, for each of
the planning dates.

[Planning Allowance] Area calculated for project level circulation, for each of the planning dates.
Defined in the ‘Circulation’ editor.

[Primary Circulation] Area calculated for ‘Groupings’ level circulation, for each of the planning
dates. Defined in the ‘Circulation’ editor.
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h.

[Secondary Circulation] Area calculated for ‘Area Type’ level circulation, for each of the planning
dates. Defined in the ‘Circulation’ editor.

Each note record has a [Heading] and [Sort] number.
a. Select a [Heading] from the combo box list or type in a new value to launch the ‘add to list’ routine.
b. To edit the list of heading values and their sort numbers, use the Lookups editor.

c. The [Sort] number determines the order in which notes are listed in reports. You can accept the

default, or update for this instance.

d. The [Note] field is a memo field, allowing unlimited content.
i) Use the [Enter] key for a line feed within a single note.
ii) To view a lengthy note, double press to open the Zoom Box.

The Notes sub form (lower section) accommodates unlimited notes, specific to each Department.

Tip: If you want to repeat the same notes or note headings in multiple Departments, set up a ‘template’ in
one department and copy/paste into the others:

1. Select the record(s) you want to copy; press Ctrl + C;
Move to the next department and select the first row in the notes section;

2.
3.

Press Ctrl + V to paste.

Datasheet Detail GoTo
. - ; NEW DELETE 4/»
Department Editor View Editor |
]
DepartmentCode Temp 2019 Moveln 2025 2030
Department  Template for Note Headings Spaces 0.00 0.00 0.00 0.00
Division  F|N ~ Headcount 0.00 0.00 0.00 0.00
Contact Information Net Sq. Ft. 0 0 0 0
Met 5q. Ft. - Assigned
Existing Location » etoq igne 0 0 0 0
Net Sq. Ft. - Other ] ] 0 vl
Pro fan = Circulation Factor 0 o o 0
Cost Center Number v Primary Circulation 0 0 0 0
Interview Date - Bldg. Multiplier 0 0 o 0
Rentable Sq. FL. o o 0 ]
HRID P
Status “
]
Sort Heading

+ | I I I

1 Adjacencies

2 Drivers

3 Function

4 Growth

5 Mext Steps

0
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Adjacencies information

In Earnest SRP, Adjacencies information is carried in the Notes section of each Department, allowing for a
great deal of flexibility for the user to control the ranking method, the amount of detail desired, and
ultimately how the information is reported. At its simplest, Adjacencies information It can be input as a
single record:

\Department Editor

Depuremsnt Cods 1-34E

Capaitrant

Agcuirihient Mgl & Admen
Diviticn 100

Contat Infermation G pdan Gkl
Fxarang | c<anion Soarth -"I"".'g
Proposed Lecation [ 8

A

T HumBasr 1053355

I A

HRID  Pending Review Worksession
Mole
Yisrtor
w
Sty

Dataztawt Dasmi GoTo |
View | Gnor | M 1
ol el o 0I5 i
Sparm ¥ 1 Fa) 15
Faile 17 i 5 ]
Total. Het disa 4110 479 5055 6065
Ttk Hart A« O} dwpiied 510 4495 £555 5885
Vot Mt Al wi - Dt 200 200 £ 0
Plarsing Fatod 1479 LTH 1565 2.4
Fluwsi Pelianaglind a a i i
Bl Pl T agi v ek | %l T3l 335
Tenal RSF 5513 6,776 1.300 B.703

10 - 20 outsade waitors, 3 temies @ week,
Frequent inter-departmental work sessions, 3 - 6 people, in private offices and smaller conf. rooms

Darmsrar mamnsd rarsirk sdgtion aeeeemns e

Adiacencies

TP e gl ganit b, g e 1 .30 A

Cutstanding lssuwes

S UG

5 L T
O TR

1. Locute pdijacent 19 1-45E , For thaned adrun coversge
L Frequent imteraction, meetings with 1

Outside visrtons restricbed to wasting, reception and frond conference roomss, “publc zone”. Ho
aiELde i rs ilaasd Biasnd “mikhe seme”
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To add more sorting and filtering capabilities, data can be input as individual records using standardized
headings for the purpose of ranking, as shown in figure 2. The number in the [Sort] field determines where
the data falls within the other Notes.

b
Kate
1
Hats =
1 Function Generate and detnibute weekdy repois and piojeltome
T | Maintsn ARR ditabase
A lnre ramnrsine rondrae bn sl dloe s e
1 Adjacencies - Prioeity 1 Mo eritical adjacency requirerments for this group
-
k 1 Adjacencies « Prigeity 2 Impaant to be located nes Market Analysis group.
4 Adjacencies - Priority 3 Convenient to be near Sales snd Marketing Admin
L
- b

Adjacencies information is displayed in every standard Department Detail report that includes the Note
section, as shown in figure 3.

Acme Ry h and D lap it Program Detail Report
Fairfax VA
40037.02
Space Requirements Program
Group 2 Phasell
Division 100 Finance
Deparntmant 1-ME Acquisitions Mgmt & Admin
Contact Gordon Gekko Humbar 100355
Existing Location South Wing Intarvisws Bn
Proposed Location Fir4 HRID Pending Review Worksession
Ganaral Notes
Functioa
Wisltors 10 - 20 outside wisitors, 3 times a week,
Frequent inter-departmental work sessions, 3 - 6 people, in private offices and smaller conf. nooms.
Sacurity Owsteidofoitornroctristed dn waitinn_reception and front conference rooms, “public zone”. No outside visitors allowed beyond “public zone”™.
Requires manned security stafion on same 106~
Adjacencias -1- Locate adjacent to 1-45E . for shared admin coverage
-2- Frequent interaction, meetings with 1-34C

-3 Convenient to be near 1-4A
Frequent use of central conference center

Dutsicstnctesuss  Additional requirements o be provided by t-Foies.

Datailed Requirsmsnts Faopia Spaces Area (84. FL}
2010 meovein 3018 3030 2010 mevsim 2048 2030 2010 movs in 2015 2020

Privais Office
1. Executive Vice President Gordon Gun

POA 5 1 1 1 1 1 1 1 1 ns 225 225 225
2. Office-VP Ben Finn + future hire

PO.C 100 1 1 1 2 1 1 1 2 100 100 100 200
3. Attomey Legal Team

PO.C 100 4 5 ] T 2 3 3 4 200 300 300 400

21 Jusy, 2010
Fage 1013
FOR APPROVAL
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Department Detail

From the Main screen, in the ‘Editors’ section, press the [Departments] button,
from the Departments editor, select the Department record, and then press the [Detail] button.
The Detail editor displays the Detail records for one ‘Department’ at a time.

Filra

Detail Editor = = |

Datarraat
iy

o
WEw
—

Managermnt & Administration 2040 merew in 015 1020

Pl sem AreaTv®  Flesible Workplace | Spaen 10 15 L k1
Spece Seanderd W01 w | LN 5. FI LBD  Smared joale. as 40 = r r [~
Diescription Workstations Prenple 1] % 50 &0
Mame IT Support Team| R
ot J Arwi Type Callabarabdn - | pame g r L] 4
Spuce SEandand . (RO7 | LR 5. FL HH Sharedijcalc. ma 04 r r ) [l
Deieription "penenanecation A, Smi. Penopls i} [} a [}
Marfiei Rl

1 4

¥ et Arwa Ty, - | TR 1] a 0 Q
S SEandand o | Lt B F Sharedcals. as -0+ = [ [ I
DOmicription Poopis 1] [1] [i] (6]
Mame: Aemark

B 6

1. To generate Area calculations and most reports, you must have detail records.

a. Each record must have an [Area Type], [Space Standard] and values in the [Qty. Spaces] fields in
one or more of the 4 planning date columns.
b. Datais saved when your curser is moved from one record to the next.

2. Anunlimited number of Detail records can be added for each Department.

The number of planning dates shown is set in the Settings editor.

4. [Filter] allows you to view records for a single Area Type at a time. A command button at the right of
[Filter] will clear the filter to show ‘All’.

5. [Sort] is the order in which the Detail records will be displayed in reports. This field will populate
automatically when you add a new record, or you can type in a number. Typically, the numbering
sequence begins with 1 for each of the Area Types.

6. [Area Type]is a required field, and determines which section the entry will occur in the Program
Detail Report.

7. [Space Standard] is a required field if you want to generate Area calculations for any of the 3 planning
dates. If you have a Space Standard already, one can be selected from the pull down list, which is
organized by the Space Standard CODE. You can type in a new CODE to add a new Space Standard on
the fly.

w
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8.

9.

10

11

12

13

14

15

[Sq.Ft.] for ‘Existing’ is a value you type in for each existing space or position for each entry. Net Area

calculations will multiply this by the [Qty. Spaces] to arrive at Net Area.

[Description] is the position or description of the space. You can leave this blank, and when a Space

Standard is selected, the description will be automatically filled in as a default description.

. [Name] is a user-defined field, the label (and therefore the usage) of the field is set in the Settings
editor. It might be used to identify a name of an individual, a grade level or the name of a team.

. [Spaces]

a. The label for the field is set in the Settings editor.

b. Enter the quantity of spaces or positions for each entry .

i)  When you type in a value, it is repeated for each of the planning dates to the right, which can
then each be in turn, overwritten with other values. Always work from left to right.

. [Persons]

a. The label for the field is set in the Settings editor.

b. Enter the number of persons in that position or type of space for each entry. When you type in a
value, it is repeated for each of the planning dates to the right, which can then each in turn be
overwritten with other values.

. [Shared] allows you to ‘zero-out’ the area calculation, and is used in cases where you want to describe
a space and assign a standard, but because it is listed elsewhere in the program for another
department who ‘shares’ the space, you don’t want to duplicate quantities or Area calculations.

. [Remarks] is a memo field, allowing an unlimited amount of text. You can number your remarks, and
press the Enter key to add a line feed. To see a larger editing frame, double-press on the field to
launch the ‘zoom box’.

. Datasheet View is an alternate and sometimes more expedient way to view and edit Detail records.
a. Pressthe [Data Sheet View] command button the view of the records to a tabular layout, with

records as rows with the fields spread out horizontally.

B LAEREST Sk

Figia
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b. In Datasheet View you can edit records (just as you do in Form View), adjust the size and position
of the fields (columns) filter and sort records on any field, and re-assign records to other
departments.

c. Toreturnto ‘Form View’, clear any filters that may have been applied, then double-press on the
[Description] field in one of the records.

Conference and Meeting Spaces
Earnest SRP provides lots of flexibility to accommodate different approaches to assigning conference and

meeting spaces.

1. Startin the Space Standards editor and create a few generic space standards of different types and
sizes. You can always add or modify the space standards as your work progresses.

2. Use the same ‘Space Type’ (such as collaborative or meeting) for these, so that they will be reported
together in the same section.

3. Tryto keep the number of Space Standards to a minimum. The more generic the better for analyzing
space utilization. The Space Standard can be differentiated and described in more detail when it is

assigned.
I
. Detail Data.sheet Space Query 1 Query 2
Space Standards Editor Vigw | Types | laty.each) | (qty. totals)
Area Default
CODE Description {5F} Dimensions Space Type Occupancy Budget Renn..

[ BREAK Break Out 600 Collaborative [+ 0 558,000 Supportssinglefloor/upt 4
[ ca-01 Collaboration Area, Sm. 100 4-seat Collaborative = 0 S0
_|CA—02 Collaboration Area, Med. 150 4-6 seat Collaborative |+ v 50
T‘MTNG-GI Meeting Rm, Sm. 150 2-4 seat Collaborative | | 0 50
: MTMNG-02 Meeting Rm, Med. 300 6-8 seat Collaborative z 0 515,000 Furniture configurativ, - 3

MTMNG-03 Meeting Rm, Lg. 500 10-16 seat  Collaborative |- 0 50
[ TELCOM Tel./Com. Egquipment Rm. 100 Core Support | 0 50
B EQ.0LA Projector unit 0 30x26 Equipment =] 0 50 by owner
T FLO2 Lateral File, 5 Dr. 0 Equipment | 0 S0
| TRAIN-01 Training R, 5m 300 6-12 seat Open = 1 50
 wksT09 Soecial Waorkstation A (nen ? 1 S0

4. Go to the Space Standard Detail editor to add an image and any performance specifications.
Earnest SRP20
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Space Standard Detail Editor

Code MTNG-02 e
{  Description Meeting Rm, Lg.
Area 500 sa.Fe)
Dimensions 10-16 seat
| SpaceType Collaborative R
Default Occupancy 0
Budget $2,400
Remarks
| Upper quality level,
Notes
| sort  Heading Hote

} 1 Table Seating

2 Privacy

3 Open Shelving 10 LF for displayof books and binders.

¥ 4 storage Credenza with cabinet and drawer storage
"5 Lighting Zoned and dimmable
§ Equipment Large monitor, connections and power for 12 laptops at table.

SedID: 7¢

12 Seated at table, room for 10 seated around the

Cenimiter an casual seating for 6.

Enclosed room, high privacy level. Can be glass fronted.

Close

6
Last Updated:  11/2/2020 4:26:09 P

Use the Notes section to identify performance requirements and usage. Include a Sort number and
Heading for each note. Double-press o the ‘Note’ field to open the zoom box.

Space Standards are assigned in the Planning Group Detail editor to various Planning Groups, and/or
a Planning Group you create specifically for ‘Shared Spaces’.

When you assign a Space Standard, the default description will be inserted. This can be overwritten

with something more descriptive.

Don’t forget to input the Quantity for each plan date (without quantities there will be no area

calculation).

15 12:57:35 FM

Admin

. . Filtar on Datasheet
Detail Editor preaType || % (| e || mew 5
Special Projects ABC 7 2021 Mavaln 2005 1030

g sort AreaType TR w| Quantity 1 1 1 1
Space Standard  BITNG-03 = 3 Pt Shared jcaicas &) (] o o 0 D b I-
Deseription Formal presentation Rodm - 16 Seat Headcount ] ] n o CI iCk to
Team Use by Special proje:ls anky. Remaris Outside visitars; Full AV,
sort 3 AreaType  Collaboration w|  Quantity 5 8 g " Zoom.
Space Standard  BATHG-01 - t5g Shared fcalc as £} (] o o 0
Description Meeting R, Sm. Headount o o o L1}
Team Special Projects "Ready Room” By Not shared with other teams.
fot 3 Arsalyes  Collaboration w | Quantity 0 0 0 1 9
space Standard  MTNG-02 " t Sharad fcalc. az 0} =2 a a i
Description Meeting Rm, Med. Headcount i} o ] 0
Team See “Shared Services” Rarmaris Required for approx (10) 1-hr internal mtngs per weel
Sart 4 AraaType  Cgllaboration Quantity 2 3 3 3
spaceStandard  CA.07 w | Unit Sq. Ft Shared fealc. as 0} ] o u} (m]
Description Collaboration Area, Sm, Headcaunt 0 ] ] 0
Team Ramarks Layowt space, binders, sm. Table w/2 chairs

" Sart AreaType w | Quantity 0 ] ] 0
Space Standard ~ t Shared fcabc. as 0-) 0] ] -
Description Headoount o o 0 1]
Taam Remarks

Cluantity

Headcount
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10.

11.

12.

To share a single space with more than one Planning Group:

e Assign it to the primary Planning Group,

e Assign it to each of the other Planning Groups, and check the ‘Shared’ check box — this will
override the quantity and s.f. (will display as ‘0’) so that it will be counted in calculations only
once.

You may want to program all or most shared spaces together in a separate Planning Group (i.e.
‘Shared Spaces’). This is best when there are few requests for dedicated spaces.

There are no magic tricks or rules-of-thumb when it comes to estimating the type, number and mix of
conference and meeting rooms and there is no algorithm or automated calculator for this in Earnest
SRP:

e No two organizations are alike in the type or number of meeting spaces needed.

e Perceived needs are often prejudiced by existing conditions and availability.

e Planning a new facility is an opportunity to adjust meeting habits and space allocation.

Some of the considerations for the ‘right’ number and mix of conference and meeting spaces:

e Casual vs formal spaces.

e Board and Executive needs.

e Presentations, guests and visitors.

Staff meetings.

Functional flexibility.

Ratio of private office to open plan workstations.
e Floor plate size and shape.

e Ceiling height

e Windows / natural light

e Audio/visual equipment.
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Locations

Close

Locations Editor

Sort  Description 2021
- 2 Flr2 0,000
3 FIr3 7,000
B A FIr4 7,000
D TFIrs 7,000
B 9 FIrg 7,000
11 FIr 10 8,000
K3 0 0

Location|D:
Updated:

Available Area [Rentable Sq. Ft.)

Maveln

20,000
7,000
7,000
7,000
7,000
8,000

0

2025

20,000
7,000
7,000
7,000

14,000
8,000

0

2030
9,000
7,000
7,000
7,000

14,000
14,000

Remarks

West half of flr. avail. 4/1/2022
West half of flr. avail. 10/1/2024

From the Main screen, in the ‘Editors’ section, press the [Locations] button to open the Locations editor.

1.
2.
3.

Locations are used to assign Planning Groups to a Proposed Location.
Sort determines the order in which notes are shown in reports.
Description is the name or description of the proposed location, which can be very general - like
‘North Tower’, or more specific - like ‘FIr.2, South quadrant’.

The Available Area field stores the amount of Area that is available for each of the locations for each

of the planning dates. For instance, a floor may be only partially available for the first planning date,

with the rest of the floor becoming available for the second.
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Reporting

To run a Report

1. From the Main screen, in the ‘Reports’ section, press the [Reports] button.
2. Inthe bottom section of the screen, you can adjust many of the report Settings.
3. Select the Report you want to run.
4. Press the [Print Preview] button at the top right of the screen (or double-press on it in
the list).
a. The Report Filter screen (where applicable) will be launched.
Report Settings

The following example showing report fields that user can set in the Settings editor, the Reports
screen, Report Filtering screen and the Reports editor.

Settings Reports Report Filtering Reports
editor screen Screen editor

Report Title X
Report list sort order X
Report Header lines 1 -4
Report Stamp

Report date and date format

X | XXX

Report page prefix, start number and format

X |X|X|[X|Xx

Logo Image

Report Note / Filtering Description X

Planning Date labels and show/hide X X
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Report Lists

There are two sets of standard SRP Reports. The reports with a Landscape orientation typically
show up to four planning dates. The Portrait reports typically show one or two planning dates.

Landscape Layout Reports

jua)
F

Sort | Title

Space Requirements Worksheet
Project Profile

Program Analysis Report
Executive Summary

Executive Summary

Program Headcount

Concise Summary

Program Summary

Program Details

Space Requirements

Program Report
9 Program Detail Report

Space Standards Index

1" Space Standards

12 Space Standard Quantities

13 Space Standard Distribution by Area Type

14 Space Standard Distribution by Space Type

15 Space Standard Distribution by Planning Group
20 Space Planning Report

22 Summary by Location

23 Budget by Space Standard

24 Budget by Area

25 Program Detail

36 Summary By Area Type

37 Headcount Growth Report

38 Ratios by SpaceType

-0 [E= T R R S TTRTERy Ry
Lo

(e e al l l mnl l l wl l md ll — [nl nl ml  ml l l
=
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Description

Programming interview worksheet

Project profile, with project level notes & revisions log

Totals and Analysis of Programmed SPACES | AREA | HEADCOUNT

Top level summary with project notes; HEADCOUNT | AREA

Top level summary with AREA, Circulation, HEADCOUNT, Area per Person, and |
Detail with notes; HEADCOUNT only

Concise with notes; HEADCOUNT | AREA

Summary with notes; HEADCOUNT | AREA

Detail with notes; HEADCOUNT | AREA

Detail with notes, grouped by Area Type; SPACES | AREA | HEADCOUNT
Detail, One Plan Date, notes at right, grouped €d T S| >
Detail with notes; SPACES | AREA | HEADCOUNT

Space standards list, sorted by Space Type and Code.

Space standard detail with image and notes, one per page
Quantification summary, standards grouped by Space Type
Space Standards grouped by Area Type; SPACES | AREA
Space Standards breakdown by Area Type and planning goup
Space Standard counts by planning group

Space Standard breakdown by Proposed Location and planning group.
Program summarized by Proposed Location; AREA | HEADCOUNT

Budget based on Space Standard quantities

Budget based on Area projections

Detail with notes; HEADCOUNT and QUANTITY only

Summary of Area incl. Circ and Headcounts, grouped on Area Type, all planninc
Headcount Summary with % growth by planning date

Ratio of Quantity to Staff, grouped by Space type
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Portrait Layout Reports
Fitr | Sort | Title
P 30 Project Profile
P 3 Program Index
P 32 Space Standards Index
P 33 Space 5Standards
P 40 Program Analysis
P Ll Concise Summary
P 41.3  Concise Summary
P 42 Program Summary
P 43 Program Detail Report
P 44 Program Detail Report
P 453 Program Detail Report
P 47 Summary by Proposed Location
P 43 Budget by Space Standard
P 49 Budget by Area
P 50 Program Totals
P 51 Program Totals - Assigned Spaces
P 52 Program Detail Report
P 53 Headcount Growth Report
P 60 Adjacencies
P 61 Adjacencies
P 62 Ratios by SpaceType

Description

Project profile, with project level notes & revisions log, Portrait

List of planning groups, contacts, primary note fields, Portrait

Space standards list, sorted by Space Type and Code.

Space Standards detail, with image and notes, one per page

Totals; 1st two Plan Dates

Concise Summary; 1st two plan dates, HEADCOUNT | AREA

Concise Summary; 1st three plan dates, HEADCOUNT | AREA

Summary: 1st two plan dates, with Notes, Area Type, HEADCOUNT | AREA
Detail with notes, 1st two Plan Dates, grouped by Area Type: SPACES | AREA |H
Detail with notes, 1st two Plan Dates, grouped by Area Type; SPACES | HEADCO
Detail with notes, 1st three Plan Dates, grouped by Area Type; HEADCOUNT |SP.
Program summarized by Proposed Location; 1st two Plan Dates; HEADCOUNT |
Budget based on Space Standard quantities; 1 plan date

Budget based on Area projections; 1 plan date

Planning group Totals; 1 plan date; SPACES | HEADCOUNT | AREA

Planning group Totals; 1 plan date; 'Occupied space' only; SPACES | HEADCOUI
Planning group Detail; 1 plan date, grouped by Area Type; SPACES | AREA | HEA
Headcount Summary with % growth by planning date

Adjacency notes, Summary Level; 1 plan date

Adjacency notes, Lowest Level; 1 plan date

Ratio of Quantity to Staff, grouped by Space type
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Reports screen

Reports Filter - Orientation: []landscape [ ]Portrait * FAVORITES = G (&
Fitr |Sort | Title Description
L 0 Space Requirements Worksheet Programming int nrksheet
L 1 Project Profile Project profile, v 1 level notes & rev 2 3 4 5
L 2 Program Analysis Report Totals and Analy- Jrammed SPACES |
L 3 Executive Summary Top level summary witn project notes; HEADCUunT | AREA
L 4 Program Headcount Detail with notes; HEADCOUNT only
L 5 Concise Summary Concise with notes; HEADCOUNT | AREA
L 5 Program Summary Summary with notes; HEADCOUNT | AREA
L 7 Space Requirements Detail with notes, grouped by Area Type; SPACES | AREA | HEADCOUNT
L Program Report Detail, One Plan Date, notes at right, grouped by Area Type: SPACES
L 9 Program Detail Report Deetail with notes; SPACES | AREA | HEADCOUNT
L 10 Space Standards Index Space standards list, sorted by Space Type and Code.
L " Space Standards Space standard detail with image and notes, one per page
L 12 Space Standard Quantities Quantification summary, standards grouped by Space Type
L 13 Space Standard Distribution by Area Type Space Standards grouped by Area Type; SPACES | AREA
L 14 Space Standard Distribution by Space Type Space Standards breakdown by Area Type and planning goup
L 15 Space Standard Distribution by Planning Group  Space Standard counts by planning group
L 20 Space Planning Report Space Standard breakdown by Proposed Location and planning group.
L 22 Summary by Location Program summarized by Proposed Location; AREA | HEADCOUNT
L 23 Budget by Space Standard Budget based on Space Standard quantities
L 24 Budget by Area Budget based on Area projections
L 25 Program Detail Deetail with notes; HEADCOUNT and QUANTITY only
L 36 Summary By Area Type Summary of Area incl. Circ and Headcounts, grouped on Area Type, all planninc
L 37 Headcount Growth Report Headcount Summary with % growth by planning date
L 38 Ratios by SpaceType Ratio of Quantity to Staff, grouped by Space type
£ >
Report Date Format  d mmm, yyyy i Page Number Prefix Show Planning Dates 2021
4 Page number format  page 1 of 2| Moveln
Use Today's Date 11/2/2020 Starting Page Number 1
Message stamp SAMPLE REPORT ~

Close

Top Section

1.

w

Select the check boxes for Report Orientation ([Landscape] or [Portrait]), and whether
to view all Reports or just the [Favorites].

Press the [Reports Matrix] button to see the specific characteristics of each report.
Press the [Settings] button to display the Settings editor.

Press the [Reports List editor] button, to display the Reports List editor, where you can
select or deselect Favorites, change Report Titles and the Sort order for the Reports
List.

Press the [Print Preview] button to run the Report selected in the Reports List.
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Reports Matrix screen

1. This screen displays all the reports available, and the specific characteristics and data points
included in each (such as the fixed ID and report name, and whether it includes Staff counts,
Notes, etc).

2. This screen is to help you to choose which report(s) suit your needs, and is for reference

only (does not permit editing).

— a X

B fmRptMatric
RptID - | Active - RptName
62 True rptWorksheet
52 True rptProjProfile
55 True  rptAnalysis
53 True rptExecSummary
95 True rptAnalysis 3
74 True rptHeadCount
73 True rptConcise
62 True rptSummary
51 True rptProgramStaff
64 True rptProgramQtys
65 True rptProgramOnePIDt
75 True rptProg? AreaTotals
78 True rptStandardsCataloglist L
59 True rptspacestdsheets
56 True rptSpaceStdCounts
68 True rptSpaceStdByAreaType
67 True rptSpaceStdBySpaceType
79 True  rptspacestdByDept
61 True rptSpacePlanning
60 True rptlocProp
57 True  rptBudgetfrotds
58 True rptBudgetFrarea
86 True  rptProgramstaffQty
85 True  rptSummaryByAreaType
104 True  rptGrowthstaff L
106 True rptRatios_SpaceType
105 True  rptProjProfile P
82 True rptProgramindex P
91 True rptstandardsCataloglist_P
109 True rptspacestdsheets p
92 True rptAnalysis P
96 True rptConcise P
102 True  rptConcised_P
88 True  rptSummary_P
87 True rptProgramQtys P
98 True  rptProgramQtys2 P
101 True  rptProgramQiys3_P
100 True  rptlocProp P
93  True rptBudgetfrStds P
94 True rptBudgetfrarea P
81 True rptProgramTotals_P
un rr#DroaramTotale _ACE
Record: 14+ [10147 | » # Search

9T VTPV OVTVVVVVOVVOVVNFLFF~FCCFRCRCCCRCRRRRRR R
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RptTitle
Space Requirements Worksheet
Project Profile
Program Analysis Report
Executive Summary
Executive Summary
Program Headcount
Concise Summary
Program Summary
Program Details
Space Requirements.
Program Repart
Program Detail Report
Space Standards Index
Space Standards
Space Standard Quantities
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Detail
Summary
Summary
Summary
Summary
Detail
Summary
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Detail
Detail
Detail
Detail
Detail
Detail
Detail

Space Standard Distribution by Area Typ Summary
Space Standard Distribution by Space Ty} Summary
Space Standard Distribution by Planning Summary

Space Planning Report
Summary by Location
Budget by Space Standard
Budget by Area

Program Detail

Summary By Area Type
Headcount Growth Report
Ratios by SpaceType
Project Profile

Program Index

Space Standards Index
Space Standards

Program Analysis

Concise Summary
Concise Summary
Program Summary
Program Detail Report
Program Detail Report
Program Detail Report
Summary by Proposed Location
Budget by Space Standard
Budget by Area

Program Totals
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Reports List editor

Reports List Editor Restore prestore
Class Sort  FAVORITE Report Title Description / Remarks Report object name Active
_‘ L 0/ ¥ | |Space Requirements Worksheet Programming interview worksheet rptWorksheet
B L 1 v Project Profile Project profile, with project level notes & revisions log rptProjProfile
B L 2 ¥ Program Analysis Report Totals and Analysis of Programmed SPACES | AREA | HEADCO rptAnalysis
_‘ L 3 ¥ Executive Summary Top level summary with project notes; HEADCOUNT | AREA  rptExecSummary
_‘ L 3.3 Executive Summary Top level summary with AREA, Circulation, HEADCOUNT, Arez rptAnalysis_3
B L 4 ¥ Program Headcount Detail with notes; HEADCOUNT only rptHeadCount
L 5 ¥ Concise Summary Concise with notes; HEADCOUNT | AREA rptConcise
L 5 ¥ Program Summary Surnmary with notes; HEADCOUNT | AREA rptSummary
7‘ L 6 Program Details Detail with notes; HEADCOUNT | AREA rptProgramStaff
_ L 7 v Space Requirements Detail with notes, grouped by Area Type; SPACES | AREA | HES rptProgramCitys
| L 2 ¥  Program Report Detail, One Plan Date, notes at right, grouped by Area Type; 51 rptProgramOnePIDt
L 9 ¥ Program Detail Report Detail with notes; SPACES | AREA | HEADCOUNT rptProg7_AreaTotals
I L 10 ¥ Space Standards Index Space standards list, sorted by Space Type and Code. rptStandardsCataloglist_L
_ L mno¥ Space Standards Space standard detail with image and notes, one per page rptSpaceStdSheets
| L 12 ¥ Space Standard Quantities Quantification summary, standards grouped by Space Type  rptSpaceStdCounts
L 13 ¥ Space Standard Distribution by Area Type Space Standards grouped by Area Type; SPACES | AREA rptSpaceStdByAreaType
I L 14 ¥ Space Standard Distribution by Space Type Space Standards breakdown by Area Type and planning goup  rptSpaceStdBySpaceType
_ L 15 ¥ Space Standard Distribution by Planning Group Space Standard counts by planning group rptSpaceStdByDept
| L 20 ¥ Space Planning Report Space Standard breakdown by Proposed Locatien and plannin rptSpacePlanning
I L 22 ¥ Summary by Location Program summarized by Proposed Location; AREA | HEADCO! rptlocProp
I L 23 ¥ Budget by Space Standard Budget based on Space Standard quantities rptBudgetFritds
_ L 2 ¥ Budget by Area Budget based on Area projections rptBudgetFrirea
| L 5 ¥ Program Detail Detail with notes; HEADCOUNT and QUANTITY only rptProgramStaffQty
I L 36 ¥ Summary By Area Type Summary of Area incl. Circ and Headcounts, grouped on Area rptSummaryByAreaType
I L 37 ¥ Headcount Growth Report Headcount Summary with % growth by planning date rptGrowthStaff L
_ L i ¥ Ratios by SpaceType Ratio of Quantity to 5taff, grouped by Space type rptRatios_SpaceType
| P 30 ¥ Project Profile Project profile, with project level notes & revisions log, Portrait rptProjProfile_P
T P 31 ¥ Program Index List of planning groups, contacts, primary note fields, Portrait rptProgramindex_P
B P 2 ¥ Space Standards Index Space standards list, sorted by Space Type and Code. rptStandardsCatalogList_P

RpriD:

Last Update: 10/ 2 Admin

From the Main screen, ‘Reporting’ section, press the [Edit Report List] button to open the

Reports List editor.

1. Class identifies the report as ‘L’ (Landscape) or ‘P’ (Portrait).

2. You can change the Report Title of a Report.

3. You can change the Favorite status of a Report.

a. When the box is checked, the report will appear in the Reports List when the Filter is set
to ‘Favorites’, when un-checked it will be hidden.

You can change the Sort order for the Reports List.

You can change the Description of a Report.

The Report object name is fixed (cannot be edited) and it is not displayed on Reports.

You can change the Active status of a Report.

a. When the box is checked, the report will appear in the Reports List, when un-checked it
will be hidden.

N o v oA
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Report Filtering screen

From the Main screen, in the ‘Reports’ section, press the [Reports] button,
from the Reports screen select the report you want to run and press the [Print Preview]
button. If filtering is applicable to the report, the Report Filtering screen will be displayed.

. . )
Report Filtering a8 [&
5
Program Report
Select one or more filters for the report, blank for "All" 7
Group “r 6
Division 200 Research & Development “
Planning Group v

Filtering description

ilter: 200 Research & Development.

|displaved b
[displayed b

1. Most of the Reports in SRP can be filtered on a set of criteria selected by the user when the
Report is run. The Report Filtering screen and the criteria choices available vary slightly
depending upon which Report you are running.

2. If you want to Filter on a specific set of data, select the criteria from the Criteria combo box

lists.

If Filtering is not desired, leave all the criteria boxes blank.

4. The Filtering description will automatically reflect the criteria you have selected, and it will
be displayed in the Report page header section.

a. If you do not want to display this information in the Report, you can delete the text from
the text box by selecting it and pressing your [Delete] key, or otherwise type in the text
you do want to have displayed.

w

5. When you are satisfied with the filtering selections press the [Print Preview] button at the
top right of the screen to run the Report.

6. If the Report is available to be exported in Excel format, press the [Excel] button at the top
of the screen.

7. Toclear the filtering selections, press the [Undo] button.
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Report Print Preview screen

All reports in SRP are launched in Print Preview, so that the user can view the report prior to
sending it to a printer.

m Print Preview 2 Tell me what you want to do

2 0O B e QI gl
& 0 E =1 EE E8 06 =15 B
Print Size ME'QiHSDPrmtDataOnly Portrait Landscape Columns Page  Zoom One Two More Excel Text PDF  Email More  Close Print
= o Setup < Page Pages Pages- File orXPS = Preview
Print Page Size Page Layout Zoom Data Close Preview ~
Aeme and Space Requiramants
2 Fairfsx VA 3
4003702 Filter: IT Information & Technology.
4
Building D Group D
Busineas Unit IT Information & Technology
Plansing Level 703 Information Management
Existing Location  Narth Wing

Propasad Location Fir4

Dotailod Roguiromonts Existing Mavain 2 ¥r Growth 3 yr plan
aroa (5F) Spacas 5  Heascoumt  Spaces SF  Hoascount  Spaces SF  Headcoust Spaces SF Headceunt
Collaboration Araas
1. Formal presenation Room - 16 Saat
MTHNGOZ 500 1 500 L] 1 500 o 1 500 o 1 500 L]

Use by Special Frojects only.
Outside visitors; Full AV.
2. Mesting Rm, Sm.
MTNGDT 160 5 200 0 H 1,280 0 H 1,280 0 8 1280 [}
Special P rojects "Ready Roon”
Not shared with ofer £ams.
3. Mesting Rm, Med.
MTNGDZ 300 0 0 0 0 0 0 0 [} 0 1 300 [}
See "Shared Senives”
Required for approx (10) 1-hrinternal mings par week. Full AV
4. Collaboration Area, Sm.

CAD 100 H 200 [ 3 200 [ 3 200 [ 3 200 [}
Layout space, binders, sm. Table w2 chairs

Subtotsl 8 1,500 0 i 280 0 12 2080 0 3 238 [
Secondary Circulation 300 418 418 478
(20.0%)

230c1, 2018
AmpendixP 1of2

FOR IN-HOUSE USE ONLY

COMPANY HAME

Page: 1 L] Mo Filter
Ready Num Lock 1 E ik - 1 + 75%

To Print a report

1. To select certain pages or a specific printer, from the menu bar at the top of the screen
select ‘File’, ‘Print’, and choose the appropriate settings.

2. If the default printer is appropriate, and you don’t need to see the printer settings, press the
[PRINT] button in the ribbon.

3. If you want to export the data from the report to Excel, press the [Excel] button in the
ribbon.

4. |If you want to create a PDF of the report, press the [PDF[ button in the ribbon
a. You may need to expand the width of the window to see all the buttons available in the

ribbon.

5. If you want to change the Report Settings prior to printing the report, cancel Print Preview

by pressing the [Close] button at the top of the screen.
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