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Option to Enter Benchmarking Data
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There are two ways you can enter your benchmarking data.  You 
can use either or BOTH methods.

1. Use the Online forms

Best to use if you have one property, are benchmarking limited 
types of data, and have access to the data within your department.

2. Use the Excel template

Best to use if you have multiple properties and are copying data 
from other spreadsheets, and/or are emailing sections to other 
departments to complete.

Regardless of which method you use to ENTER data, you can EXPORT 
your data to the Excel Template for your files.



From the “My Account” Page

◼ Step-by-Step Benchmarking Data Entry

1. https://facilityissues.com

2. Log In

3. Your benchmarking
program will be
listed on the left side
of the page.

4. Hover your mouse 
over the program 
name and new links 
appear. Click the 
“Go To Survey” link
to open the survey
section.

https://facilityissues.com/


Overview of Online Survey Screen
◼ Overview of the online data screen

Menu of data forms to 
display in the main panel 
– this list changes based 
on whether organization 
or a property selected

Survey resources 
based on the selected 
form and other form 

reference info

Main data panel

Select whether 
data is for your 
organization or 
which property

Data file 
download 

and upload 
controls



Data Entry – Online Form

◼ Step-by-Step instructions for using the online forms

1. First, select if you want to enter data for your organization or a
specific property – lets start with organization

2. The form usually opens to the organization view, but you can click on 
“Organization Info” to change back from any property view.

3. This will set the sections in the survey links to those that apply to the
organization.

4. Click the
section heading
once to open
the list of 
forms.

5. Click on the
desired section
to continue.



Data Entry – Online Form

◼ Step-by-Step (continued)

6. The survey forms work the same as before. Enter your data 
in appropriate fields.

As you enter data, there 
will be a little green check 
as it is saved (short lag)

Click the small blue 
“i” for information 
about the data to 
be entered

Fields with red * are
considered important
to complete



Data Entry – Online Form

◼ Step-by-Step (continued)

7. When you are finished with your organization data or a 
property, the “unfinished fields” link will identify if any
“important” fields are still blank.



Data Entry – Online Form

◼ Step-by-Step (continued)

8. Select a property (or “all properties” if you report your 
total facilities as one item) for the property related data 
sections.  You can also add/delete properties as you wish.

Property data 
sections

Click the trash icon 
to delete a property 
(there is no undo)

Add property here –
the ID is used for 

internal tracking and 
the name is shown 
on your list above



Data Entry – Online Form

◼ Step-by-Step (continued)

9. When you are finished, we suggest you 
download a copy of your data.

◼ Click “Create Excel File” to create a
current data file

◼ In a minute the file link will appear 
(name = your user + group + export+ date)

◼ Click on the file link to download it.



QUESTIONS OR PROBLEMS?

Email me or call:

Robert Lambe

Rlambe@FacilityIssues.com

315-601-6010

mailto:Rlambe@FacilityIssues.com

