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Finding the FADE spreadsheet

Finding the Equipment ID information

In order to link the Equipment ID to the documents in Meridian, you will need to locate
the FADE spreadsheet that contains the equipment ID information. There are multiple
places to look and different names for the spreadsheet depending on the age of the
project.

1. Unifier - Document Manager - Asset Management

2. Google Drive - Team Drives - Archived FADE

3. Meridian - Archives - Documents and General Warranties
4. Meridian - Operational Projects

If at any time you have questions or need assistance with the FADE spreadsheet:

FADE information contacts:
* The Project Manager for the project

* Diane Schimizzi | dianes@msu.edu | 3-4852

e PM Coordinators:

o Maranda Holtsclaw | mholtscl@msu.edu | 2-0542

o Chelsea Litwiller | litwill5@msu.edu | 4-5985

o Kelsey Oosterhoff | costerk@msu.edu | 4-6665

* FIS Team:

o Lorena Giriffin | grifinl@msu.edu | 3-5142

o Kendra Schroeder | kingkend@msu.edu | 2-0325

o Samantha Williams | samantha@msu.edu | 4-7850

o Shantell Adams | adamss21@msu.edu
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Finding the Equipment ID information 3

2

Google Docs

1. Open google and click on the google apps icon.

Gmail

O

Account

YouTube

™M

Gmail

Calendar

A

Photos

Images

o

Contacts

e

Google+

More

¢

Crive

o %

Translate
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Finding the FADE spreadsheet

2. Signinto your Google Drive using your MSU Net ID.

ﬁ MICHIGAN STATE UNIVERSITY

MSU Authentication

O,

SIGN IN

MSU NETID
kingkend

PASSWORD

---------

AUTHENTICATOR | MSU Net v

SIGN IN

Forgot Password?

DO YOU NEED HELP?

Help & Support
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Google Docs

3. From the left side menu, select Team Drives.

L Drive

I— New
b g My Drive
b Team Drives
-  Shared with me

® Recent
* Starred
'i' Trash
(2) Storage
0 bytes used
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Finding the FADE spreadsheet

4. Double click on the Archived FADE folder.

L Drive Q Search Drive - 0 O B0  EEEm 0
Team Drives =
I— New
3 g My Drive [ H
b E Team Drives
&%  shared with me d
Administrative FADE Archived FADE
® Recent 6 members 5 members
* Starred
i Trash ' /
¢y  storage . >
0 bytes used \
FADE
50 members

5. Locate your Project spreadsheet (you can also use the Search bar to find the
project).

\ Drive 5 Q, Search Drive
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Google Docs 7

2.1

2.2

No FADE spreadsheet..._2

If this is a before using Google Docs and the spreadsheet is not there, move on to
checking Unifier.

FADE spreadsheet is there! 2

If the spreadsheet is in Google Docs, double click on to openiit.

If FADE spreadsheet is empty or incomplete:

* If there is a FADE spreadsheet, but it is empty or incomplete find out why by
contacting either:
o PM coordinators
o Diane Schimizzi
o the Project Manager.

If you are going to use the spreadsheet and need to format it for your use, you will need
to download it.
1. Click on'File', 'Download as', then Microsoft Excel (.xIsx)

el

. CP13308_FADE_DATA CENTER (CHANGE ORDER PROJECT)
E Edit View Insert Format Data Tools Add-ons Help  Last edit was made on [y
Ll Share. . % .0_ .00 123~  Arial - 1 - B I
|r_"-
J Mew -
D = F

Open... Citrl+0
1 In:
2 |FAl Import... ‘acts
= |FA Make a copy...
4+ |EA
¥ | Se

ST IEL I > Microsoft Excel (xlsx) |
5 .

As) OpenDocument format (_ods)

T | Se Version history * e croanm
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Finding the FADE spreadsheet

2. Select the 'Save' location for the file (Note: save it to your unifier to meridian project
folder or make one for that project if there isn't one already).

Al
Rl - v Sompwter o Crisiapmybrent (0F75-FLERT) M) » UNFER TO MEFWAN » cpkRA
—

Karsdem it

LI T RERIDEAN

Bipreng —met updin

~A00 T MERTRAN

FROECT ARCHRATS - DRAWIHGE

HAIMAT - msbauicn elina nambamn
AR e

doz type bo—pleb

L]

TRIERHEETS

ra——

S Dwkicp
A o Libwareri
+ Deiarranly
o M
§ i Ly 2
| Vi Libaney
i Prchures
H“do:l
A Sompede Ceses
B il
U Hstoceh

e e ]

& Hede Folden

FRONCT ARCHITS - EQUIPAENT ARD WUATIRIALS

Fl e PLI008_FASH_DATA CINTIR [CHANCE ORDER PRONC Tl

3. Open the spreadsheet
4. Click on'Enable Editing'.

=] A s

File Home Insert Page Layout

o PROTECTED VIEW Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing 4

F1a - L

Add-ins ACROBAT @ Tell me what you want to do...

CP13308_FADE_DATA CENTER (CHANGE ORDER PROJECT)xlsx [Protected View] - Excel
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Google Docs 9

221 Formatting the FADE spreadsheet for use_2

The FADE spreadsheet will need to be sorted in an order in which it can be used for
linking the equipment IDs to the files in Meridian.

1. Highlight ALL the asset rows and columns — NOT THE HEADERS OR COLUMN
__LABELS, just where the actual asset information starts.

EQ‘ Asset 577 n l
ﬁ
e

SRS

Asset #78
Asset #80

23 Asset #81

24 Asset #82

Asset #83
Asset #84

& | b

2!

27 Asset #85
Asset #86
Asset #87

5| &

=] Asset #88
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10

Finding the FADE spreadsheet

2. Click on the 'Data’ tab.
3. Click on the 'Sort' button".
4. Sort by the 'Unifier...(Shop Drawing)' column
a. older spreadsheets - 'Unifier Submittal Number (Shop Drawing)' column (Column
AG)
b. newer spreadsheets - 'Unifier Record Number (Shop Drawing)' column (Column

AJ)
5. Click 'OK".

| Shww Quieries ™ [Z] Connections e E_'ﬂ \é

el

. [J—
| Frasen Takle et pert - f _
Refresh i 5 Filter Tetto Hash Remove Data  Consolidate |
! - ms  Fill  Duplicates Validation =
1T St
:",gnuuu | 7 Bt e || \_;ml.lwil - Gwant.. | byt s ey

Cabumn st On e
Sedby | Colemnad | | ater = | | Gealesttal
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Google Docs 11

6. Hide the columns in between the 'MSU FAMIS Equipment ID Number' column and
'Manufacturer' column. The hide the columns between 'Motor' and 'Unifier Submittal
Number' or 'Unifier Record Number' columns.

a. When linking, pay attention to multiple equipment numbers assigned to the same
submittal numbers. Use the excel filtering tool if need be.

T Y N

10/10/16 - 3/31/18
546,000,000
KASDORF, J
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Finding the FADE spreadsheet

3

Unifier

If the FADE spreadsheet was not in Google Docs, check Unifier.

1. Open Unifier.

ORACLE (1)

PRIMAVERA UNIFIER

2. Search for the Project.

PRIMAVERA UNIFIER

Last login: D2/07/2018 11:38 AM

BERESLIN CENTER... 2
*- ) cpldi1) X #

|7 AR TR IR CP14110 BRESLIN CENTER - ADDITION 2 - IMPLEMENT FACILITY..
: . » Key Locations

3. Open the Document Manager folder.
PRIMAVERA U
BRESLIN CENTER...

*x O

M4 BRESLIN CENTER - ADDITION 2 -

i Project Information
» B Business Processes
[v | Tasks
|55 Cost Sheet
3 Schedule of Values (

&, Documents
iIr=11) anis

I_; Directory
| . Drafts
[H Messages
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Unifier

3.1

13

No FADE spreadsheet...

If this is a pre-FADE process project, the Asset Management folder may be:

4. Empty.
5. Missing.

File Edit “iew Help
H New +» & Open @ Find + A Upload & Download < Delete [3, Check Out = ¢ Com

Current Phase Asset Management - Current View: All
[=-+_"F Documents 1 Itemis)
- Asset Management
0O @& & Ref BF Name -

BT Bid Documents an
®-_1 Budget

=1 Contacts

=1 Contract Information

[ [ g p——

PRIMAVERA UNIFIER Lsstlogin: 02/07/2018 11:38 AM

BRESLIN CENTER...

* O #

M BRESLIN CENTER - ADDITION le Edt View Help

p & Project Information

ew v = Open @ Find » A Upload Z Downloa
2 Business Processes

-
urrent Phase Documents - Current Wit

[ | Tasks
I Cost Sheet 1) Documents 20 Item(s)
» [ Schedule of Values (SOV) . (1 Bid Documents and Dr O & & | Rref
» &3 Reports - Budget :
#-1 Contacts &
\& ) Documents #-1 Contract Information e |
:—J. Unpublished Documenits =00 Correspondence 0

If either of these is the case, move on to checking Meridian.
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Finding the FADE spreadsheet

3.2

FADE spreadsheetis there!

If this is a FADE process project, the Asset Management folder will contain the FADE
spreadsheet.

4. Open the 'Asset Management' folder.

5. Ifthere is a FADE spreadsheet excel file, select it.
6. Click 'Download'

7. Save or open the file.

PRIMAVERA UNIFIER ! 1 - 03/DE/2018 08:11 AM

Tt =B
* O @ >
I & DATA CENTER - BUSINESS CON' File Edit View Help
—
» &0 Project Information Efl New = [ Open @, Find = éUploacI & Download lete [3, Check Out = ¢&° Comments (& Permissions Properties
d ?.:j:less Frocesses Current Phase ™ Asset Management - CU - Al
_J Cost Sheet E--@ocumenrs 4 ltem(s) Page [1
Ly P o = Asset Management
o ISR e e T e (] e O & | & |Ret | BP [Name <] size |Upload Date o
s
L=l Reports - -1 Budget 4 = Contractor Procedure. pdf 623 KB 07/26/2017 C
Documen :
Dnpublished Dol 3 =] contacts KN Data Center CP13308.xlsx 225 KB 02/06/2018 cl
= summan y g gon"ad '”;mmat'on ) Design Consultant Procedure pd 490 KB/ 07/2602017 C
&S ] orrespondence
[@ pirectory -1 Design Document a Facility Asset Data Exchange Process.p 241 KB 07/26/2017 C
|t Drafts = Drawings
4 Messages {_:I Existing Facility Condit
Do you want to open or save Data Center CP13308.xlsx from unifier.msu.edu? o Open Save |7 Cancel

If FADE spreadsheet is empty or incomplete:

¢ If there is a FADE spreadsheet in Unifier, but it is empty or incomplete find out why
by contacting either:
o PM coordinators
o Diane Schimizzi
o the Project Manager.
* The project may have been pre-FADE process.
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3.21 Formatting the FADE spreadsheet for use

15

The FADE spreadsheet will need to be sorted in an order in which it can be used for

linking the equipment IDs to the files in Meridian.

1. Highlight ALL the asset rows and columns — NOT THE HEADERS OR COLUMN

LABELS, just where the actual asset information starts.

o

SRS

24

& | b

2!

7

5| &

=l

Asset #77

Asset #78

Asset 479

Asset #80

Asset #81

Asset #82

09—
—
—

Asset #83

Asset #84

Asset #85

Asset #86

Asset #87

Asset #88
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16

Finding the FADE spreadsheet

2. Click on the 'Data’ tab.
3. Click on the 'Sort' button".
4. Sort by the 'Unifier...(Shop Drawing)' column
a. older spreadsheets - 'Unifier Submittal Number (Shop Drawing)' column (Column
AG)
b. newer spreadsheets - 'Unifier Record Number (Shop Drawing)' column (Column

AJ)
5. Click 'OK".

| Shww Quieries ™ [Z] Connections e E_'ﬂ \é

el

. [J—
| Frasen Takle et pert - f _
Refresh i 5 Filter Tetto Hash Remove Data  Consolidate |
! - ms  Fill  Duplicates Validation =
1T St
:",gnuuu | 7 Bt e || \_;ml.lwil - Gwant.. | byt s ey

Cabumn st On e
Sedby | Colemnad | | ater = | | Gealesttal
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Unifier 17

6. Hide the columns in between the 'MSU FAMIS Equipment ID Number' column and
'Unifier Submittal Number' or 'Unifier Record Number' columns.
a. When linking, pay attention to multiple equipment numbers assigned to the same
submittal numbers. Use the excel filtering tool if need be.

T wm N

| AG AH AI!A! AK

10/10/16 - 3/31/18
546,000,000
KASDORF, J
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18

Finding the FADE spreadsheet

Meridian

If the FADE spreadsheet was not in Google Docs or Unifier, check in Meridian.

There are two places in Meridian the FADE spreadsheet might be:
o Meridian - Archives - Documents and General Warranties
o Meridian - Operational Projects - Project Equipment Data

1. Open Meridian

E.S

2. Open the Project Archives - Documents and General Warranties vault.
E Dpen Wault @
Server: 15 1PF-MSPRODOL -

L E Project Archives - Documents, General Warrankies
E Project Archives - Drawings

E Project Archives - Equipment and Materials

E Staging Yault

Open at

@ Mow 13
Baseline

() DatefTime 3 5/2Z018 5:50:55 AM
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Meridian 19

4.1 Meridian Archives

Meridian Archives - Documents and General Warranties:

3. Search for the FADE spreadsheet pdf (search by doc subclass, building, project
number, etc).

= All Files (Classification-Building-Project) £ Now

M ame

Eﬂ FACILITY ASSET DATA EXCHANGE
Al ExFU EAHIEAWILCE T-5UUTH MaHDaM

BIOMEDICAL PHYSICAL SCIEMCES

ERESLIM

[+ £ CPOS16S - BRESLIN - ATHLETIC TRAINING ROOM ALTERATIONS

£ CP11213-BRESLIN - ALTERATIONS TO ROOM 408 AND 40
f‘l CP13015 - BHESLIN BERKEOWITS - TECHNOLOGY UPGRADES

I Sl W= 4 ~HVAC ALTERATIONS T0 TELECOM SPACES

[+,

E]g ERODY HALL

4. Ifitis there, open it and use it to link the files in Meridian to the Equipment IDs.
o There will be a mixture of old format FADE spreadsheets and newer ones.
= New FADE spreadsheet - remember to format for use.
= Old FADE spreadsheets - no links to the Unifier Submittals. The files will have to
be matched to the docs based on attributes from the FADE pdf.

Progect Eguigement Data
[P e [t brciors Fvrt Covner et Wi Busirg ooyl e s 1 e e |
M et oL T | | T T I
Bobory womts ooes
ot Dot lisces satirs
o b e
Corarmtee berad et 214 i 230
g ] 1
vt
e mter - febdry e
T LTaral] =
S e raie W
g KIS
r=3
|y
|t o [rubeion o [eembee [lor remwg
|[Locprerrion () Srovs by | Vigreopr g
ot ol M Loab o o, AR P [repem— 3 —— PP o Sk Sk
s Comscnss, S rut
1 AU 026 Mo, AL |omisome rdre do e fiuss ot a2 st coou v e ACERRALEN |k
[Frersmg et i Ry
s ey e e b b Aerw e e e et na
e
ki bty et s | e S
e R e P L) e e o e T o R e R - e it |n5 it cocy i e [
s
D |
Fie By L
orme srg et Corareng ea Jo006 Mot W10 fipeitiod Lvker |boectied e froes oty s TouedfoosmT  [coos g jarres 0 T ik
-] ]
i, wat gt e L
sy pricen L Ly e
i Cmulisos, ol tos LRSI-EHAT. s ERNF [ipwciio: sk Momotios: Samtenr  |ui v § Pouses b EHNF s Pt 2 iw e o e e T Y
(=
re s, =l
iiog 7 et G e
ot of Bemm [T TR
Jo 198 e i oasa, 15,0 P, 3
frireruimg it ] |ortasse el e T et L T T T R T Ll] [t
—r s T
g (085 Nefrgeraes, 1Tore,  |[uliog (03
S Coevnes. Solln tuee [0 LB T e 58 lipecied sbert _liomoied: weries 5 . ) P oo L s Fourdaz st (o N T AR LI [k
g ol v A R
- etiigeasa, 300 .} il 8 L
——r— osis, 1AM 0 [Mhkeg ema
g el sy T T TN e ey U it s ot _Jocus ne?  een vn fatiis 58 kbok [
i H U i o i T e e T W
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20 Finding the FADE spreadsheet

4.2 Meridian Operational

Meridian - Operational vault - Project Documents

If the FADE spreadsheet pdfis notin Meridian Archives - Documents and General

Warranties vault:

5. Open the Meridian - Operational vault.

(2 Open Vot

Serven

1) Prarsrronm o,

3 stional

|8 Progect Archives - Doouments, Genersl W anties
:nl.: Project Srdhvvit - Drineg

|8 Fropect Andheves - Equipment: and Materis

| Stagire Yt
-
& Nowi \
Carced
Custs) Tieres:

o=

6. Search for the FADE spreadsheetint
building, project number, etc.)

HaH
M ame

+1 ) CP14384 - COMMUMICATION ARTS -Ww/ASH 2MD FLOOR ...
+13) CP15011 - COMMUMICATION ARTS - TECHMOLOGY UPG...

==

he Project Documents. (use doc subclass,

Doc Class  a Doc SubClass Doc SubClass Search Doc SubClass [

+/5)[CP15153 - COMMUNICATION ARTS - ALTERATIONS TO ...

|5 CP15157 -

COMMUNICATION ARTS - ALTERATIONS TO ...

- COMMUNICATION ARTS - TIER ONE DATAR...

Pu i T P L P P ) )
+ 5| CP15223_DESSTATMEM.DOCK

ML CP15223 MEMO_JUSTIFICATION_MEMO_FOR_CTR_.
rE1E222 C:Dl:r'_ﬂ11ﬂﬂﬂ N

T CETd
HI 3 CP15233
+ 3 CP16050
+ (3 CP1607
+ 3 CP1E072

B ) o O ] B )
- COMMUMICATION &RTS
- COMMUMICATION &RTS
- COMMUMICATION &RTS
- COMMUMICATION &RTS

-ALTERATIONS TO ...
-TECHHOLOGY UPG...
-ALERATIONS TOR...
-ALTERATIONS TO ...

DOCUMENT PRELIMIMNARY COS... | PCASTATUS
DOCUMENT DESIGH STATUS M... | DESSTATMEM
DOCUMENT MEMORAMNDLIM MEMD
DOCUMENT SPECIFICATIONS SPEC

DOCUMENT
DRAWING

FACILITY ASSETD...
DRAWING SET

e

DWESET

7. lfthe FADE spreadsheet is there, open it.

o Remember -

= [f the file is in the operational vault, it is most likely not completed.
= There will be a mixture of old format FADE spreadsheets and newer ones.
* New FADE spreadsheet - remember to format for use.

* Old FADE spreadsheet - use attri

butes, there are no links to Unifier Submittals.

= [f information is missing, please contact the PM coordinators or Diane Schimizzi.
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