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

Space Leasing News...
By Real Eotate Sernvices

w2011 TRIRIGA Upgrade -
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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

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
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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.

hand corner), then click on

Thanks for your

operate in this fashion. o = .
export” in the pop-up win-

dow and you'll see that the
report prints to a pdf,

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.
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The next thing you
probably noticed was a very

patience & keep up

the great work!
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Open up Internet Explorer and go to the ghly :f;::z -
School District web site. Then click on the K Edine 8
"Employees" link and go the bottom of the Ei“"canﬁ
"Services" column on the right-hand side. e

Click on TRIRIGA and it will take you
directly to your home page.
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The new system
upgrade offers
Leasing
Coordinators a
much easier
way to work in

TRIRIGA!

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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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

a Lessee Company, a

_ Lessee Companies Future Reservations All School Leases

My School Leases

» Bl /2 ¢ exwort 29totalfound

O actTe

i Type in your search

Conbract Name Lease ID

;i
Grace Fellowship LConta.l'ns

LID -

ACT Testing
[] ACT Testin 00z

O on your keyboard
Crlsm #

Naciones Inc.
— Cristo Para Tedas Las LID - 2011 -

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

name, a lease ID number,

2011 -

011 -

term, then press "Enter"

/ There s a new way lo search & sort in TRIRIGA

Lessee Type or a Rental  select “Clear Filters” and

Status, you can do so you can start again. This

very easily. What you should make finding in-

have to do is to type formation in the system

your search term into much easier.

any filter box (where it Also, you can sort on

says “Contains” and then any column by hovering

press Enter on your key-  oyer the column header

board. If you want to and then clicking on the

start a new search, just header name

Reservable Spaces All School Sp:

Apply Filters

Date

Clear Filters Show More Filters

Lessee Company -

ACT Ing

Click on header label

Yo sort A-Z tii
AC T m— s I'Ta;c

American Cancer Society, Florids MNan-

Division, Inc. Taxs

Mora Tharp or Equals | |Contains

-~ 09/06/2010

-~ 10/06/2010
£ 11/08/2010

5/2011

2/14/2011

- 11/01/2010 Cristo Para Todas Las Naciones Inc.
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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-
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Managing Lessee (ompanies is important!

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!
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Redesign finished for Labor & Recurring Reservations!

Costs

COST ITEM HOURS RATE TOTALS

Space Type Claszroom 1 $35.00 A-Spsce Cost $35.00
Tax 5 B. Total Taxes (A * Tax Rate) $2.10
Exterior Lighting % # 0 £.00 C. Exterior Lighting Cost £.00
s i i
D. Event Insurance Cost £.00
when you select labor categaries, you will no longer have to enter — /

Labor | the number of hours for each person, Instead, you'll find that the EeiFotal Labor Cost $424.50

systern has been redesigned to default to the start and end time F. Total Rental Cost (A+B+C+D+E) 401 5p G.Total W
of the event. If you need to change the date or time, you can just
click in the box and edit thase numbers in the date and time field,

WAIVER

]

H. Effective Rental Cost (F-G) $461.60

Add| Remove

Export 4 total found

|:| Position Rate Planned Start Planned End Working Hours Total Cost
] BR school police officer £43.00 [04/16/2011 11:00:00 04/16/2011 13:30:00 | [5] 2 Hour(s) 20 Minute(s) £107.50
O BH Lesse coordinator $40.00 |04/18/2011 11:30:00 04/18/2011 13:30:00 | [33] 2 Hour(s) $80.00

] B custodian £33.00 04/18/2011 10:00:00 _ - 04/18/2011 14:00:00 | [z] & 4 Hour{s) £122.00
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Complete | Ca
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Event Info

+ Reservation Start DatEIDct,u"l?.r'ZElll 12132153 # + Meeting Duration y .,z

FISH Facility Number 4.~ School Facili palm Be

@ ‘ Select the Reservation End Crid
+ Recurrence Pattern Type O DAILY O End After

@ weekLy ® End Date

O MOMTHLY

O vEARLY /

—
End Date gs/12/2011 |

You will still click
"Complete" when

finished adding
rooms & labor.

Weekly Racurrence Mow you will be able to select as many spaces and labor categories as
required for your recurring reservations at the same time. We have also
added Custodian 1, Custodian 2 Custodian 3, 5chool Police 1, School

Export 19 total found Apply Filters Clear
Filters Show More Filters

ﬂ Houry
I:‘ Building Floor Space Rabs Area Colonie I:‘ Rate bisms platus
Type Rate :
- T — I n iEqua-.l's | !Conta.l'n: I !Conta.l'n: !
|Conta.l'ns | !Conta.l'ns | |Conta.l'n-si Contains | |Equals | [ Equals — :
r 224an ~.$'33.00 Custodian 2 Active
-, o1 22 Clazsroorm square- 3
feet $323.00 Custodian 2 Active
2627 : : =
_* ol 121 7:‘2';::!“":'“‘:‘"‘5' squara- 4 I:‘ $23.00 Custodian 4 Active (
— fest
e $33.00 Food Service Assistant 2 Aoctive
oign schnool
glafetziiaoo 10021
R P [
without
Kitchen fect ' : .
e | $43.00 School Police Officer 3 Active
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/ Printing in TRIRIGA RN

/ \
:It looks a little bit different, but works about the same way as before|
|

General Motification Notes & Documents Payments

Form

@ = 1 Parameters ?g GroupTree | M 4 .|'3 P M Sv

Main Report |

2631 -1033

If you get this message to install "Crystal Print
Control" - it's okay to click "Install" because
this is part of the upgrade to the system.

DIRECTIOMS: Please review all information
agreement has been completed and after all signatures have

elow. After a lease

v ar -

send the signed, original lease to the Real Estate Services Departn __3
THIS AGREEMENT made on , betwie S yesunat to il the softwnee
as Lessor, and Boca Raton Chinese School/Chinese Culture ﬁ Mame: Crystal Print Control
Fublisher: Business Objects Americas
Address  P.0.Box 272573
More options ’ Instal ] [ Don't Install ]
State FL
Exhibits provided by Lessee include the following: While files from the Internet can be useful, this file type can potentially harm
your computer. Only install software from publishers you trust. What's the risk?
__ Liability Insurance® X  Salke
|
| |iEsmmealy Fiotheanon] [SHotes sobaey et "‘_ This replaces the old tab Print Preview I
IR Click on the I
I | printer icon |
I @ &F | {5 Paramsters ?g Gr 287 4 #3 b M Sv |
: Main Report ‘ I
I Then make your I
HOOL Dy Erint.to EDE selection & click on I
: 7 | THE SCHOOL DISTRICT OF PALM BEACH COUNT Page Rarnge: ”EKPOI"’I’“

Lease Agreement for the Use of School F & ~lPages |
| () Select Pages |
[ Lessee Type:Mon-Profit Status:Completed Frcm:l |_=c:| | z

(Taxahle) I
| . . () Print to PDF: |
[ DIRECTIONS: n for accuracy and have Lessee [ TRy | k. After a lease

agreem i es have been obtaini | 7 b g ee and Finance. I
4 epartment.
I The lease will open up Adobe |
I and create a pdf - the lease THE SCHOC |
F see located
I should be in the correct format I
\ City /
\ /




