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Establish Objectives
|dentify your organization’s
objectives (Will determine
the metrics/data of most
interest)

Establish
Objectives

Collect Data
Determine what
data to collect,

Select & o
Implement where to find it,
and how to
assemble and
submit it.
. are
Identify Colr)na‘ia
Practices
FACILITY More info - Get Value from the Benchmarking Process

lIsSUES https://facilityissues.com/get-value-from-benchmarking/

OVERVIEW
This discussion will
address activities for
the first 2 steps in
the benchmarking

process.

The focus will be a
review of the data
template and how to
load it into the system.



https://facilityissues.com/get-value-from-benchmarking/

Clarify Benchmarking Objectives

Since benchmarking is an ongoing activity, the objective(s) should be re-visited
each cycle to reflect changing needs and priorities of your organization.

Typical Obijectives Include:

To quantify your situation (internally)

To learn how you compare (vs. industry)
To identify areas for near term attention
To justify proposed initiatives

To promote change/new thinking

To learn from others

To keep getting better

To monitor trends (internal and industry)

Typical Topics of Interest:

Operating costs

Space ratios

Facility condition and reinvestment
Asset management

Sustainability metrics

Staffing levels

Practices and technology used
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Assembling Your Data

|ldentify & assemble the data you will need for benchmarking:
e Use the benchmarking template to identify specific types of data
e Start with what you have readily available:
e Data in your finance and work systems
e Department excel files about your properties
e Annual reports on finances, employees, staffing, etc.
e Knowledgeable persons in department (about your practices)
e Focus on your areas of most interest:
e What are your benchmarking objectives?
e What topics are of current interest to your leadership?
e Suspected areas with opportunity for improvement?
e Identify what data you want/need to build for next year
e Contact us if you want help assembling your data
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Your Facility Issues Account(s)

You should have your
account info as shown
to the right:

e Use THIS account to
enter yourdata

{

e This account is for the
results reporting —
(described in a separate
reporting guide)
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Your Facility Issues Benchmarking Account

This document contains your account infarmation so please take appropriate care of this document and
your credentials in generzal.

Your Organization: Your name

L \
Facility Issues Website

Link: hitps:/facilityissues.com/

Username: Your Username

Password: *not included here because you may have reset it

Mame associated with this login: First and last name of contact person

Email address associated with this login: Email of contact person

Other contact persons on this account: Other contact persons who get communications
2018 Sitecode (for report): Your Code # (on reports)

n, Tour password can be reset once logged in or recovered using the forgot password link on the weby

Power Bl Reporting

Link: https://app. powerbi_ com/
Username: Your Username
Password: Your Password

Caontact me if you need to reset your password.




STEP BY STEP
Navigating the
website

1. https://facilityissues.com
2. Click on the orange

“My Account” button \

FAC“—ITY ABOUT BENCHMARKING SERVICES GROUPS ARTICLES CONTACT

We Help Organizations
Use Their Facility Data for

Management & Planning NOfger: tl;]eeybrggiﬁtnar:k?nzges
program on listed on the

schedule page along with

3. Login (or enroll to create new account) other activities.
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Your Account Page

4 . YO u r p ro g ra m Wi I I be \ SURVEY(S) ENROLLED IN INSTRUCTIONS AND TIPS
. Facility Managers Roundtable Pages with reference documents wjill open in a new window.
listed on your account
. Museums & Cultural Institutions e Getting Started PDF - Whayf's new in 2021? PDF
pag e (a n ytl m e yo u Wa nt et pacie « Guide to the Facility Issues"website: PDF Video

« Entering your data with online forms: PDF Video

to retu rn to th IS pag e yo u Dtties Conncil « Entering your data with Excel template: PDE Video

) « Other Benchmarking reference info: Webpage
: OTe Metrics « Compendium of Facility Metrics & Measures PDF
can click on the orange S
“Enroll/Log In”

nroii/Log In- menu w—ear——

.
Ite m « Guide to the Microsoft PowerBI report: PDF
PAYMENT STATUS

= Open the Report (PowerBI login using @facilityissues.net

Critical Facilities

Unpaid Pay My Bill [BEGT: 201 account or Open using your own PBI account)
« Getting value from your benchmarking report: Webpage

5. Hover your mouse over
the program name, and
you W|” sSee new IlnkS Research Facilities
appear _ CIICk the “GO TO_T Go To Survey | Members Area | Edit Properties
Survey” link
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Cost Survey Home Page — For Online Data Entry

(The main benchmarking program was traditionally called the cost survey)

6. The list of properties is the top left of the page. The survey form
will show different survey sections for organization/department

vs. property data based on the item selected on the top left.

MY PROPERTIES
All Properties

COST SURVEY

Oce gunang

Lab

Shop

Central Meeting

Welcome to your cost survey.

Office Annex

Add Property This online survey is an important part of the benchmarking process.
It contains a series of questions that are designed to collect the data
About This Group we need to assess trends and identify best practices for your group.
Steering Committee . o i i . i .
Participants The questions are divided into eight or nine sections, as shown in the

Welcome, Facility Test User
Pay for your survey here

. k0%
URVEY LINKS

QOrganization Info

Facility Services

Performance Survey

S

>

3

» Best Practices
>

» Learning From Others
>

Feedback

MEMBERS ONLY

MY PROPERTIES

COST SURVEY

Section F: Property Info » Property Demographics

Office Building

Lab « PREVIOUS SECTION
shap

NEXT SECTION »

urpose: [n n Proprin
attributes that can be used to filter the reports.

Central Meeting

Office Annex

— PT ' Check here if the following section does not apply to you.

expand all | collapse all

Lrraifath dsipeand other . ¥ Property Info
Property Demo

Welcome, Facility Test User
Pay for your survey here

[ 122%
SURVEY LINKS

y ographics
Property Areas
Occupancy and Use

Property Operating Expenses
Utility Consumption / Waste

RACRADCDC /M)
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Online Data Entry

7. The survey forms are self-explanatory.
8. You can use to edit just one item — they match
the excel file 1:1

COST SURVEY

Section A: Organization Info » Organization Demographics

Purpose: Data reported in this section will be used to identify similar organizations and may be ¥ Organization In

used by the participants to filter the reports. Some data reported in this section defines the units of Organization Demographics
measure or is otherwise used to administer the survey and is not included in the reports (these are Staffing Info

identified and vour actual data will not be reperted). This section is required. Overall Budgets

Technology Used

| Check here if the following section does not apply to you. b Facility Sarvices
> .
expand all | collapse all Best Practices
- P Performance Survey
ABOUT YOUR ORGANIZATION
o 0 ¥ Learning Fraom Others
ization name and address: Example Research Organization '
» Feesdback

Type of organization: | Research-Non-Profit v | % o

Ok to share vour name?| OK to share our sitecode with others in the group who share theirs ¥ | 4

ﬂ—.v

3-6 character acronym to use in the report 0 W
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Cost Survey Home Page — For Excel Template

(The main benchmarking program was traditionally called the cost survey)

6. If you wish to delete a property, use the icon on the list of
properties is the top left of the page..

7. Download and upload data with the Excel template by using the
buttons on the left.

ﬁ?ﬁ] FACILITY
ISSUES

MY PROPERTIES

COST SURVEY:

Organization Info ()
- GALLERY - Exhibiton C... §

HOME - Historic res... i |

EVENT - New Wing i1 Welcome to your cost s|

-

Click Browse to select
completed data file and
click Upload. Wait until
you see green bar on
top of page (success)
\_Or error message

\

J

Add Property

OWNLOAD AN EXCEL COPY OF
YOMR COST SURVEY DATA

Create Excel File

UPLOAD AN EXCEL FILE OF
YOUR COST SURVEY DATA

T— | Browse... | No file selected.

Your Upload file: - i

This online survey is an i
[t contains a series of quyg
we need to assess trends
The questions are divideq

navigation area to the lef

* You may complete t}
¢ Each time you comp|

appear to indicate th

to click any other bu

10



STEP BY STEP
Using the Excel
When first opening, you may need to enable Data Template
editing or manually recalculate the sheet for data
to display (check the site code to confirm)

AutoSave (@ off) FI-FM_rf_export_2019 4 30xiw - Protected View - Excel

File Home Insert Draw Page Layout Formulas Data Review View Developer Adg-ins Help Power Pivot £ Tell me what you wanf]

@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

El6 ¢ £

A B

1 FM BENCHMARKING SURVEY
2 |DATA TEMPLATE

This survey data template is provided to help you collect and organize your data for the Facility Issues Benchmarking program. NOTE: If you do not see your site
You are free to share copies with others inside your organization who are providing or use the data, but copies are not allowed to code in cell C8 below after
3 |beshared with persons outside your organization. (Facility Issues © 2013 - for Participants’ Internal use only) downloading data (or if itis

showing 0), then press <Ctrl>+

Use these worksheets to collect and organize your data. See the "New This Year" Tab for more information. <Alt>+ F9 keys.

IMPORTANT: Review the table below and select YES for those items that you wish to upload - data from this file
will replace that entire section (and only that section) in the system.

6 -__

Site code assigned by Facility Issues; for information only.

Contact person's email - edits must be made on Facility Issues website. 0

9 ORGANIZATION INFORMATION Import This Section? S. .
Reviewed

ish to upload - data from this file

F093

rlambe@facilityissue

FACILITY Import This Section?
[l 1ISSUES



Excel Template — Instructions Tab

The Instructions sheet shows status of data for this file, lets you
track data “assignments” and identifies sections to upload

showing 0), then press <Ctrl> +
<Alt> + F9 keys.

Tips for prioritizing data:

Fields with * in Bold or with dark
background are key data items.

DATA TEMPLATE

Use these worksheets to collect and organize your data. Download in

om/link/data-instructions/

ided to help you collect and organize your data for the
others inside your organization who are providing or ul
He your organization. (Facility Issues © 2022 - for Partici

Sections highlighted like this are
"optional "

mport data from this file, select YES (in column C) for those items that you wish to Sections highlighted like this are
is file will replace that entire section (and only that section) in the system. new or revised this year.

These columns just for your use

Data Sections:

Site c Bassigned by Facility I1ssues; for information only.
Contact piyrsof¥g email - edits must be made on Facility Issues website.

ORGANIZATIOR. & DERARTMENT INFORMATION LITER (R secton  lmot. | Pereent - Useibiscolumntotrackwho.
ization Info >> Demographics (Required No 8 0%
inn Info >> Property Staffing Neo 11 0%
Section C: OrganizaWjon Info >> General Costs No 4 0%
Section D: Organizatidn Info >> Facility Operations Greenhouse Gas 3 0%

PROPERTY INFORMATION Import This Section?

- Property Info >> Definitiong (For Sections F-K) Definitions Only # Properties: 0
Section F: Property Info >> Dgmographics [Required) 6 0%
Section G: Property Info >> Ardas 4 0%
Section H: Property Info >> Spac@Types o] 0%
Section I: Property Info >> Occuparyy and Use 3 0%
Section J: Property Info >> Operating §xpenses g 0%
Secfion K: Pronertv Info >> Utilitv Usase. Waste. GHG 3 0%

INSTRUCTIONS

A-Organization Property Intg Definitions F-Property (R

ﬁ FACILITY
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Excel Template — Organization/Department Tab

Single column for data with definitions adjacent.

Section C: Organization Info >> General Costs Return to Table of Contents

This section is to collect non-property specific costs and overhedd associated withthe eral property management group, and project costs that have large variation among
specific properties from year to year. Report all costs in currghcy as reported in secidgn A for reporting period. (OK to round but enter whole number)

D op Questic . A s - atic
DATEC Date you reviewed the data in thi ction for Dt This show® last review date; prior year's data may have been pre-filled and should be
accuracy * ®° | confirmed if last review date > & months old.

Do not include in this section any costs already distributed or allocated by property /

. . 2
Are these costs alreafy included in your dosts by property? activity in the operation cost by property section.

’ Include all levels of internal/external management above FM Supervisors such as
Account Manager,/Facility Director (pro-rate if responsibilities include non-facility
OX_|_ADMIN ili ini i * C
- Fa clllt? Management Administrative Costs Hrr functions such as Fleet management). Include management fees and fixed costs
associated with contracted operations that should be distributed across all properties.
Include all non-property specific, non-project specific, support functions such as
O¥_I_SUPFT Facility Support Function Costs Curr |clerical, accounting, FM call staff, that support the ongoing facilities operation that
should be distributed across all properties.
e . Include non-project specific planning, analysis, and assessment of facilities to develo
O¥_|_PLAN Facility Planning and Assessment Curr project=peciiic p & anaiy P
long range plans and capital renewal/investment programs.
4 . — .
Y Include pro and casualty insurance costs for your pro ortfolio; only include
OX_F_INsU General Property Insurance curr P perh'r tv your property p v
amounts paid or charged to budget.
Include subscriptions, license fees, use fees, technical support and other costs for
The cost of all your property—speciﬁc Rl q \ ) use/maintenance l:rf-a-ll pfupertv—sp-eclhc-s.vstems such as CMMS, CAFM, IW_‘MS, BAS,
OX | TECH Curr BMS EMS mass notification, smart trackine system. sensors, Include onegine data
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Excel Template — Property Data Tab

Table with row for each Property — how you organize
them is up to you. Definitions are in a separate tab.
DO NOT CUT/PASTE or insert/delete rows

V4

erty Infg >> Demographics (Required) Return to Table of Coéts
Il define your properties by facility or by any grouping you wish (section of a building, individual building, group of buildings, etc.)
pe and other attributes that can be used to filter the reports. Sections G-K will use the same properties for space, cost, occupancy,
erty Infg Definitions tab for clarifications of data fields. You can edit any field and copy/paste (NOT CUT/paste) data from other
ang s 1-8. Most of the fields in this tab have defined selection lists.

See Definitions

PROPERTY IDENTIFICATION

|OFF Office Building 13403 Yes 365 Stand alone or single building |Suburban Area Office/General Admin
LAB Lab 13403 Yes 365 Multiple buildings grouped toge Suburban Area Laboratory

ISHOP Shop Yes 300 Stand alone or single building |Suburban Area Light Industrial/Shops
CEMTER Central Meeting No

ja( Office Annex 13403 Yes \ 50 A space within a building Suburban Area Office/General Admin
4

Property Info Definitions

F-Property Demographics

G-Property Areas | H-Property Occupani ...

® Kl
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Excel Template — Some Details

Topic / Question Your Answer Clarification
Include property and casualty insurance costs f
amounts paid or charged to budget.

OK_F_INSU General Property Insurance Curr

Include subscriptions, license fees, use fees, tec
The cost of all your property-specific information e R =R el e et S
OX_|_TECH Curr  |BMS, EMS, mass notification, smart tr;
systems - -

acquisition, user training, staff, contractory
other sections of the surw ch as maintenanc

Include all "one-time" é8%ts associated with nev
o TECH The setup cost of all your property-specific c above. Include cost of initial data acquisition o
- information systems. 4T ot report this cost in other sections of the surv

improvements.

ra penditures over and above those in your
required to keep the facilities in reliable operati
includes all 1-for-1 replacements but not signifi
costs for building and building services only.
All expenditures the change the size or function
CE_IMPRY Capital Improvements Curr  |benchmarking survey; include ad
stacks/densification projects, an|

All expenditures over and above

CX_SITE Site Capital Renewal * Curr |required to keep the site (pavem

operating condition for the pre:

All expenditures the change the 3|

Curr |utility mains); include reconfigu

development.

. P
Cx_BLDG Capital Renewal * « curr

CX_IMPR_SITE | Site Capital Improvement,

Include all expenses incurred in |

= = |
Field ID Data Range Bldg 1D
Section F: Property Info >> Demographics (Required) DemogFields  DemogData DemagRows
Section G: Property Info >> Areas AreaFields AreaData AreaRows
Section H: Property Info >> Space Types SpaceFields  SpaceData SpaceRows

OccupFields  OccupData OccupRows

Section |: Property Infe >> Occupancy and Use

Section J: Property Info >> OpexFields OpexData OpexRows
Section K: Property Info > utilFields,/Bldgt UtilData,/Bldghg UtilRows/Bldghg
Section L: Property Info > AssetFields AssetData AssetRows
Section M: Property Info WoFields WoData WoRows

https://support.microsoft.com/en-us/office/create-an-external-reference-link-to-a-cell-range-in-another-workbook-c98d1803-dd75-4668-ac6a-d7cca2a9b95f
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https://support.microsoft.com/en-us/office/create-an-external-reference-link-to-a-cell-range-in-another-workbook-c98d1803-dd75-4668-ac6a-d7cca2a9b95f

Questions, Problems,
or Suggestions?

Robert Lambe, CFM, ProFM
Rlambe@Facilitylssues.com
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