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HEAT TEAM — OHSU LEASE SPACE

Instructions: How to access Oracle Property Manager Inquiry OHSU AIS to resolve maintenance
and repair questions on who is responsible.

OHSU team members must first submit a request through Oracle Compute Access to obtain the
Property Manager Inquiry OHSU AIS access in their Oracle list of responsibilities. Here is the

link to the website to complete and submit this request:

http://www.ohsu.edu/xd/about/services/technology/itg/connecting/accounts/oracle.cfm



http://www.ohsu.edu/xd/about/services/technology/itg/connecting/accounts/oracle.cfm

You will want to click on the blue box which reads: NON-SELF SERVICE ACESS FORMS:

ORACLE AND DISCOVERER ACCESS

SELF-SERVICE ACCESS SYSTEM

Cracle Self Service User Manual'.z]

Oracle Self Service Access Video Tutorial

Access available in Self Service:

« Prepare OHSU Requisitions *
== maore aboutthis role
* Manage General Ledger Accounting Data -
more about this role
« Wiew Purchasing & AP Inquiry Information -
more about this role
« Prepare Foundation Requisitions *
more about this role
« AP Inquiry 1 OHSLU AIS
« AR Inquiry OHSU AIS
« Assets Inguiry OHSU AIS
« GL Inquiry 1 OHSU AIS
« GL Inquiry FSG OHSU AlS
* HR Inquiry OHSL AIS
* HR Mission Staff OHSLU AlS

* fraining required register for class [%

ORACLE SELF SERVICE ACCESS SYSTEM

- OGA All Project Inquiry OHSU Alg ™
OR

« QOGA Al Project Inquiry Payroll QHSU AlS *

« PA Inquiry OHSU AIS

« PO Inquiry 1 OHSU AIS

« Inv Inquiry FAC OHSLU AIS

* |RC HR Mission OHSLU AlS

« Inv Inquiry FAC OHSLU AIS

* Maintenance Super User OH3LU AlS

* Maintenance User Workbench OHSL Al
« Waork Order Details & Reports FAC OHSLU AIS

NON-SELF SERVICE ACCESS FORMS

To request FISCAL AUTHORITY, or access to DISCOVERER, the Foundation,
or any roles not listed above, click the button below.

NON-SELF SERVICE ACCESS FORMS



On the next web page click OHSU Oracle Financial Access Request Form:

ORACLE REQUEST FORMS

OHSU FINANCIALS ACCESS

OHSU Oracle Financial Access Request Form =&

*Important Chanage - anly list the access you are requesting to
add or remove. You no longer need to list all your existing
ACCESS.

Add or remove Oracle Financials access -

Fiscal Authority, Internal Billing (1B3), Labar Distribution (LD
and other access not included in the Self Semvice Access
Fequest

system.

Complete the form and submit. Once access is granted, here is how to navigate Property

Manager Inquiry OHSU AIS.

File Edit Wiew Folder Tools Window Help

HYO OSSP R DBAA LB IG (2

A¥ Navigator - Property Manager Inquiry QHSLU AIS

“iew Lease History

Top Ten List

ew Lease History
Wiew Properties
E Expaort to Payahles
E Export to Receivables :I

Inwoices

Customer Accounts
* [«]

(o )




From the Functions Tab, select View Lease History and click the Open button:

EUracSsApplicationsirEE S Dl I Cations s RO H o0,

File Edit Wiew Folder Tools Window Help

B0 G QP A DRER  LBP LS 2

O Find Leases

Operating Unit

MName
Type
Master Lease Lease Status &7
Ahbstracted By Approval Status ~
User Responsible Customer Name

Details Contacts Locations  Insurance Rights Obligations Options Motes

Execution Date
Commencement Date
Termination Date

Extension End Date

Clear | Find }

Next in the Find Leases form, click in the Number field and enter the appropriate Lease Number
from the Reference — Off Campus Incident Documents (this document can be found on CPDRE’s
website at this link: http://www.ohsu.edu/xd/about/services/cpdre/real-estate/index.cfm,
located at the bottom of the webpage.) For this example, | will use the 35" Place Building, Tag:
IPP, Lease Number: 1137)

Eloraciesipplications=racl esApplicationsais Zabroducon,

File Edit “iew Folder Tools Window Help

B Yo WGP L IPEA AT DO ?

Operating Unit

Marne Mumber 113?|
Type Class
Master Lease Lease Sta
Ahstracted By Approval Status ~
User Responsible Customer Name
Details Caontacts Locations Insurance Rights Ohligations Optians Motes

Execution Date
Commencement Date
Termination Date

Extension End Date

Clear | Find }


http://www.ohsu.edu/xd/about/services/cpdre/real-estate/index.cfm

Click the Find button and the below screen will appear:

File Edit “iew Folder Tools Window Help

HYO RSP AR NES LB DG D

||Operating Unit ||Number ||Type |
|OHSU Opsrating Unit 1137 Triple nat =]

Transactions ( Amendments | [ Edits J

Next, click the Paper Clip located at the top of this form:
& Oracle Applications;- Oracle Applications Ri2 Productic

File Edit Yiew Folder Tools Window Help /\

||Operating Unit ||Number ||T),rpe |
|OHSU Operating Unit 1137 Triple net

|»

1]

Trangactions ( Amendrments | [ Edits )




The below form should appear:

File Edit ¥iew Folder Tools Window Help
BP0 ISP XD ER LIS ?
O Attachr 1137, .,
Source
- Seq  Category Title /_ Description Be Changed
lm |Misce|laneous | |Lease v =
. |20 |Misce|laneous | / |Amend1
|30 |Misce|laneous | \ |Emergency Contact
40 Miscellaneous | \ IPP PN-1137 HEAT. pdf v =
Entity Mame: Leases \/
( Cpen Document... )
Cinclude Related Docurments ( Publish to Cataloy | I Docurnent Catalog... )

From the list, select the line with the Description IPP PN-1137 HEAT.pdf (you will always look
for the Description which includes the words “....HEAT.pdf” when looking up this information in
this location.)

File Edit View Folder Tools Window Help

A%0 5089 RODPEE LD0 V52

O Attachments (113

Source
~ Seq  Category Title Descriptian hay Be Changed
|1D |Mi5ce|lanenus | |Lease v =
|20 |Mi5ce|lanenus | |Amend 1 v
|30 |Misce|lanenus | |Emergency Cantact v
J:0 Miscellaneous | PP PM-1137 HEAT.pdf v S

Entity Mame: Leases

( Open Document.. J




After the line is selected, click the Open Document button, and the below File Download
dialogue box should appear. Click the Open button:

€

£ | htips ohsu.edu

.0 Favorites | 9= e ¥ &| ActiveRoles Server EC

s https: /fais.chsu.edu/0a_HTMLMmdgfm. jsp?...

Eieownioad Lﬂ]

Do you want to open or save this file?

- MHame: IPP PM-1137 HEAT, pdf
ﬁ Type: Adobe Acrobat Document

From: ais.ohsu.edu

Open ] [ Save ] [ Cancel

= [~ | While files fram the Intemet can be uzeful, zome filez can potentialy
d harm your computer. IF you dao not brugt the zource, do not open or
E zave thiz file. What's the rigk?

Adobe should open up the pdf and you will find a document with 2 pages. The first page is the
Lease Contact Information (Landlord, Tenant — OHSU Department occupying the space and

CPDRE’s contact information). The second page outlines the Maintenance Roles &
Responsibilities.



