Department for Facilities and Support Services

Building Assessment Form Instructions

Purpose:  This document is to assist in the understanding and navigation of the Building Assessment Form.  It will guide you step by step through the process of completing the form and give options on actions to be taken.  You may print this document to assist you while using the form.

Opening the Form

The form may be found on the Finance Cabinet web site by clicking on Internal Resources, then ARCHIBUS.  By clicking on the following URL (Uniform Resource Locator) you will be taken to the Building Assessment form.

http://govnet1.ky.gov/arc/survey-long1.asp
The Form 

There are three pages (steps) in this form: the Agency Selector; the Building Selector; and the Assessment.  The following is information on each.

The Agency Selector

This is the first thing you see when you open the form
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There is a drop-down list of all of the agencies that currently have buildings on file with the Division of Real Properties. Find your agency and click on the “Submit” button.  This opens the Building Selector. 

NOTE:  Several agencies have names that look the same at first glance.  Ensure you are selecting the correct agency. If your agency has changed names, ensure that you look at both the old name and the new name to find your building.

The Building Selector

This page shows all of the buildings on file for your agency.  It will list the name, address, city, and location code for each building.  If you don’t find your building or your agency name has changed, click on the “Back” button and select the old name of your agency.  If you still do not find your building we have included a link that appears at the top and bottom of the list that gives you a form to fill out and send to the Division of Real Properties for inclusion in the database.  Once you have found your building click on the Location Code for that building and the Assessment will open.

The Assessment

This page is where all data entry occurs. You will find the building name and location ID in the top section of the form.

 It is important that you understand the following:

· You MUST select an answer for each question.  If you don’t have a working copy of the questions to work with you may print the assessment prior to filling it out.  This will allow you to have all of the data before filling out the assessment.  

· Do not begin filling out the assessment without all of the information.  If you submit half of the assessment, you won’t be able to retrieve it to finish.

· Once you complete answering the questions, ensure that you type your name and phone number in the “Assessor” block.  At this time you may want to print a hard copy for your records.  Once done, click on “Submit”.  If you don’t click on the “Submit” button your data will not be entered and, if you should leave this page, your work will be lost.

If you have questions concerning the building list, contact Rhonda Wylie, Division of Real Properties,  (502) 564-2205, ext. 228.
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