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  Last Updated June 11, 2010 

  

 

 

 

Space and Equipment Inventory 

Crystal Reports Server 

Training Guide 
 

 

Reporting Available at: 

   www.uvm.edu/crystalreports 

 

 

Training Guide and all reference materials are available at:  

www.uvm.edu/~cntrllrs/a21inventory 

 
 
 
 
 

Questions? 
Michael A. Richards 
Campus Planning Services 
Michael.a.richards@uvm.edu 
656-9204 
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 Go to www.uvm.edu/crystalreports 
 

 To Login – enter your UVM Net ID username and password. 
 

 Click ‘Log On’ 
 

 Note: Please log out when you are finished running reports 
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 Click  ‘Preferences’ to set the default folder.  Once this is set, this folder 
will be your default location. 

 

 
 
 
 

 Select ‘Folder’ and click ‘Browse Folder’ 
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 Expand the ‘Public Folders’ and then the ‘UVM Folders’ by clicking the ‘+’.  
Select ‘Self-Service Space Survey’ and click ‘OK’. 

 
 

 Click “OK” in the lower right corner to exit the preferences screen. 
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 The ‘Self Service Space Survey’ folder will now be set as the default 
location. 

 
 
The reports will appear to the right of the folder tree.  Three reports are 
currently available:  
1. Chart Field – Space Functional Use Exceptions  
2. Department Room Summary 
3. Department Inventory Progress & Room Count by Inventory Year.   

Double click on the report name to open the report. 

 

Chart Field –Space Functional Use Exceptions  

 Select your department from the available values on the left, click the ‘add 
discrete value’ icon, and click ‘OK’.  
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 Note: The department list is divided into 2 pages; click on the drop-down and 

select page 2 if needed.  
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 You can print the report directly from Crystal Reports by clicking the ‘print’ 
icon or click on the ‘export’ icon to save the file in rpt, pdf, xls or rtf formats. 

 
 

 

 
 

 

Department Room Summary 

This report shows a detailed view of all the attributes in a room by department. 
 
 Select Department and click the ‘add discrete value’ icon 

 

 

 

Export Print 
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 For the current data, select ‘current’.  Click on the calendar icon and set the 
allocation ‘effective from’ date and the allocation ‘effective to’ date to the 
current day.  Note: you have to double click on the date on the calendar. 
 

  
 
 
 
 
 

 

 Select building(s).  ‘ALL’ is the default value – this will extract all of the 
buildings assigned to a given department.  The default status is set at open, 
construct and renovate.  This will extract all active buildings. 
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 Leave the default values for Room Status, Floor, Room and Principal 
Investigator and click OK. 

 



 

10 
 

Department Inventory Progress 
This report shows an overall room count by inventory year, and a detailed view of each 
room displaying the last survey user and date.  This report can be used as a checklist to see 
the rooms that have or have not been updated to the current fiscal year. 
 
To see an overall count of all of your rooms that have been inventoried: 
 
 Keep the default value ‘ALL’ for the inventory year 
 Select the department 
 Keep the default value of ‘OPEN’ in the room status 
 Choose ‘Summary’  
 Click ‘OK’ 
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To see a detailed list of rooms that have not been updated to the current fiscal year: 
 
 Remove ‘ALL’ from the Selected Values parameter and replace with ‘NULL’ 
 Select ‘Room Detail’ 
 Click ‘OK’ 

 

 

 
 Important: When you are done running reports, be sure to click ‘Log Out’.  

Do NOT close your session by clicking the ‘x’ on the browser window.  

   


