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By Real Estate Services 

1. CREATE DRAFT & 
SAVE before creat-
ing a reservation. 

2. PLEASE CHECK 
FIRST to see if 
your Lessee is al-
ready in the sys-
tem before adding 
a new record! 

3. ALWAYS USE THE 
LEGAL NAME of the  
Lessee so that it 
matches the name 
on all documents. 

4. ACTIVATE ALL 
RESERVABLE SPACES  
before starting a 
lease - otherwise, 
you won’t find 
your rooms when 
you create your 
lease. 

4. DON’T ENTER 
LEASES FOR PAST 
EVENTS! Remember 
that you can only 
create leases 
starting from to-
morrow forward… if 
you have any ques-
tions, please call 
Rosa Dawson at PX 
21946. 

!!HELP 
DESK!! 

The Space Rental Soft-
ware has been upgraded so 
that our users can enjoy 
additional functionality built 
into the newest version of  
TRIRIGA. 

As soon as you click the 
TRIRIGA link on the Dis-
trict’s “Employees” page, 
you are in your portal page. 
We are using a new way to 
log users into the system 
called “Single sign-on” or 
SSO. This allows users to 
gain access to all programs 
without being prompted to 
log in again at each of them. 
Eventually just about all 
enterprise software 
throughout the District will 
operate in this fashion. 

The next thing you 
probably noticed was a very 

small change in how we do 
a search for information in 
TRIRIGA. Instead of 
“hovering” over the filter, 
you can now type your 
search term right into the 
filter field - in fact, you can 
type any number of search 
terms in at the same time. 

Another thing you will 
notice is that the “Print” 
tab is gone and has been 
replaced by a new tab called 
“Reports.” Click on the 
tab and there will be a small 
delay while system gener-
ates the lease. Once you 
see the lease in the preview 
window, just click on the 
printer icon (upper left 
hand corner), then click on 
“export” in the pop-up win-
dow and you’ll see that the 
report prints to a pdf, 

which is almost the same 
way it worked before. 

The technical team is 
working on getting the lease 
to print directly to your 
printer so that you can skip 
the pdf step, but we’re not 
there yet. 

Remember, the 
TRIRIGA tech team is here 
to help you. Should you 
experience any type of diffi-
culty using the system, just 
email or call Rosa and she’ll 
forward your email to the 
tech team. We can remote 
into your PCs so that we 
can see what you’re seeing 
in order to help you.  

Thanks for your  

patience & keep up 

the great work! 

2011 TRIRIGA Upgrade  
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The new system 

upgrade offers 

Leasing 

Coordinators a 

much easier 

way to work in  

TRIRIGA! 

Managing Lessee Companies is important! 

There’s a new way to search & sort in TRIRIGA 
The latest upgrade has 
brought our end-users 
many improvements, 
including being able to 
type search terms into 
the spaces above the 
columns. So, if you are 
looking for a contract 
name, a lease ID number, 
a Lessee Company, a 

Lessee Type or a Rental 
Status, you can do so 
very easily. What you 
have to do is to type 
your search term into 
any filter box (where it 
says “Contains” and then 
press Enter on your key-
board. If you want to 
start a new search, just 

select “Clear Filters” and 
you can start again. This 
should make finding in-
formation in the system 
much easier. 

Also, you can sort on 
any column by hovering 
over the column header 
and then clicking on the 
header name. 

may do business with 
more than one school, so 
please CHECK first BE-
FORE you enter a new 
Lessee into the system. 
Don’t forget to ask the 
lessee if they have already 
leased from the School 
District before. If you 
don’t check first, you may 
end up creating a duplicate 
for a group that already 
exists in the system, which 
causes lots of problems. 
Use the new search capa-

When a leasing coordina-
tor gets a call from a pro-
spective Lessee, one of 
the first things that has to 
be done is to start to 
gather all of the contact 
information and the re-
quired documents. Ask 
your lessee to scan and 
then email you their re-
quired documents so that 
you don’t have to spend 
your time scanning docu-
ments for them. Often-
times, lessee companies 

bility (explained above) to 
find out if the lessee com-
pany has already been cre-
ated. Also, try to collect 
all required documents 
from the lessee BEFORE 
you create the lease. It 
doesn’t make sense to 
spend time creating a lease 
if the lessee can’t provide 
the necessary paperwork. 
Remember: it’s up to all of 
us to ensure that docu-
mentation is accurate & 
current! 

Remember that you 

need to check the 

system BEFORE you 

enter a new Lessee 

Company - it’s really 

just like a rolodex! 
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Redesign finished for Labor & Recurring Reservations! 



Printing in TRIRIGA 
It looks a little bit different, but works about the same way as before 


