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OVERVIEW
This discussion will 

address activities for 
the first 2 steps in 
the benchmarking 

process.
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The focus will be a 
review of the data 

template and how to 
load it into the system.

Establish Objectives

Identify your organization’s  

objectives (Will determine 

the metrics/data of most 

interest)

Collect Data

Determine what 

data to collect, 

where to find it, 

and how to 

assemble and 

submit it.

More info - Get Value from the Benchmarking Process

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

Identify & assemble the data you will need for benchmarking:

⚫ Use the benchmarking template to identify specific types of data 

⚫ Start with what you have readily available:

⚫ Data in your finance and work systems

⚫ Department excel files about your properties

⚫ Annual reports on finances, employees, staffing, etc.

⚫ Knowledgeable persons in department (about your practices)

⚫ Focus on your areas of most interest:

⚫ What are your benchmarking objectives?

⚫ What topics are of current interest to your leadership?

⚫ Suspected areas with opportunity for improvement?

⚫ Identify what data you want/need to build for next year

⚫ Contact us if you want help assembling your data
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⚫ Use THIS account to 

enter/download your data 

https://facilityissues.com/ 

(more on following pages)

Your Facility Issues Accounts

Your organization’s primary contact receives your account info as 
shown below and provides users with the account info needed. 

5

⚫ Use THIS account for 

the results reporting 

(See reporting guide)

https://facilityissues.com/
https://facilityissues.com/
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1. https://facilityissues.com 

2. Click on the orange
“My Account” button

3. Login (or enroll to create new account)

STEP BY STEP
Navigating the 

website

Note: key milestone dates 

for the benchmarking 

program on listed on the 

schedule page along with 

other activities.

https://facilityissues.com/
https://facilityissues.com/


The Facility Issues Website
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Click on My Account to login or 

open this admin page

Benchmarking 

program in 

which you are 

enrolled and 

links to online 

data forms and 

participant 

documents.

Help 

documents 

for data 

entry and 

results 

reports

Your account status

Your password can be reset when logged in or recovered using the forgot password link 

on the website. Password recovery only works for the Web Manager email address

Links to 

reporting 

website

https://facilityissues.com

Download & 

upload your 

Excel data 

template.*

Can switch between 

“sites” (if you have 

multiple)

Web Manager 

cab allow 

other users to 

login to this 

account.

* See User Guide for Getting Started & Data Entry for step-by-step instructions

Access the 

online data 

forms here

https://facilityissues.com/


For Online Data Entry

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

The list of properties is the top left of the Survey Home Page. The 
survey form will show different survey sections for 
organization/department vs. property data based on the item 
selected on the top left.

“All Properties” 

= organization 

level data.

All the 

properties you 

benchmark  

are listed and 

can be 

selected
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You have to 

delete 

properties here



Online Data Entry

The survey forms are self-explanatory.  You can 
use them to edit just one item – they match the 
excel file tabs 1:1

As you enter data, 

there will be a little 

green check as it is 

saved (short lag)

Survey forms are grouped 

by section – click heading 

to open/close list, click 

section to load the form

Click the small blue 

“i” for information 

about the data to 

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



Excel Template – Instructions Tab

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

List of all the available 

sections (tabs) with 

hyperlink to that section

Fields are color coded to 

identify those that are 

most important and also 

new items from last year
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Select “Yes” for 

sections to upload

Units tab lists units of 

measurement definitions

“Guides” show 

approximate 

completion by 

section and let 

you note status



Excel Template – Organization/Department Tab

Single column for data with definitions adjacent.

Link to return to 

contents tab
Survey topic/question, the units and 

description of the data to enter.

Enter your 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

Enter your data by row – can use all normal 

Excel formulas, lookups, and copy/paste 

from other sheets – NO CUT/PASTE!

Links to contents tab 

and data definitions

Survey topic/questions 

and units for the data 

to enter.

Clarifications for 

property data fields
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Property IDs – 

SAME ORDER 

on all sheets



Excel Template – Some Details
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Template/data 

items new this year

Optional data items

“Core” or important 

data items



References
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Facility Benchmarking Data Entry - How to put your data into the system: 

Step-by-step guide to getting started (this document) 
https://facilityissues.com/links/getting-started-reference/

Facility Benchmarking Reporting - How to review the benchmarking 

reports: Step-by-step guide to the Power BI report interface. 
https://facilityissues.com/links/reporting-reference/

Facility Benchmarking Using Results - You have the results, now what?: 

Tips for using benchmarking results. 
https://facilityissues.com/links/using-results-guide/

The Value of Facility Benchmarking - Combination of benchmarking 

process overview and practical ways to overcome challenges at each step 

of the process.  https://facilityissues.com/links/benchmarking-value
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Schedule a 1:1 call or web meeting to get 

help on a specific benchmarking issue or 

just to chat about your situation:  

https://calendly.com/lambe/30min  

Questions & Technical Support

Phone and email support is available 

business hours (Eastern Time).

Robert Lambe, CFM, ProFM

315.601.6010

Rlambe@FacilityIssues.com

https://calendly.com/lambe/30min
mailto:Rlambe@FacilityIssues.com
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