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Introduction
When acquiring government lease space we have no control over space in the occupied leased buildings.

	Overview XE "IOLP:overview" 
	With the General Services Administration (GSA) Inventory of Owned and Leased Properties (IOLP), employees inside the GSA as well as the public can view expiring lease/occupancy information for over 8,000 Public Buildings Service (PBS) leases and 1,500 government owned buildings. 

Visitors to the site can do the following:

· View expiring lease/occupancy information by state or district.

· Search for a range of vacant leased/owned square feet and/or lease expiration dates. 
· View vacant properties owned by GSA that are available for immediate occupancy. 
IOLP XE "IOLP:updated"  data is updated daily from the central database. 


View Property Information XE "property:view information" 
	Overview
	You can view information about each property owned by the government. Not all properties will have all the information available.
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1. Property Information Screen

Note: The square footage XE "square footage"  lists the space available to rent at that property.


Search XE "search"  for Properties
	Search XE "property:search for" \r "search1"  for a Property
	Visitors to the IOLP site can search for government owned and leased properties by using a variety of criteria.
To search for a property:

1. From the home page, do one of the following:

· Click the state on the map XE "state map"  (1).

· Select the state from the drop-down menu (2).
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2. IOLP Home Page
Result: You are at the state search screen for that state.
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3. State Search Screen

A user can search for a property within that state according to four different criteria: 

· Square footage or lease expiration date
· City 

· Congressional District

· Statewide by Senator.

Note:  Users can click Go without using the search criteria which would display all the leased/owned buildings in that State.



	Search For a Property in 

a State
	Note:  The numbers in parentheses (#) refer to the different search criteria in the above graphic
Search by square footage XE "square footage"  available or lease expiration date (1):

1. At the top right of the state search screen enter one of the following in the appropriate box:

· Approximate square footage. IOLP will search for all properties with that square footage or less available.

· Date by.  The date when the lease will have expired.

2. Click Go.

Result: IOLP displays a list of properties that fit the search criteria.

Search by city XE "city" , county XE "county" , or ZIP code XE "ZIP code"  (2):

1. At the state search screen, enter the city, county or ZIP code in the appropriate box. Click Go.

Result: IOLP displays the GSA properties in that city, county, or ZIP code.

Search by Congressional district XE "congressional district"  (3):

1. At the state search screen, select a representative from to the list to get information about GSA buildings in that Congressional district.

2. Click Go.

Result: IOLP displays a list of GSA properties in that Congressional district.

Search by Senator XE "senator"  (4):

1. At the state search screen, select a Senator from to the list to get information about GSA buildings in that state.

2. Click Go.

Result: IOLP displays a list of GSA properties in that state.

3. Click a property to view more information.
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4. Search Results List

Note: Click the header of a column to sort the results by that category.


Search for Hot Properties XE "hot property" 
	Definition:
Hot Property
	A hot property is a vacant XE "vacant property"  property owned by GSA that is available for immediate occupancy. 

	
	

	Search XE "hot property:search for"  for 

Hot Properties
	A user can view the properties owned by GSA that are available immediately for occupancy.

To search for hot properties:

1. From the home page, click the Owned Hot Properties link.
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5. IOLP Home Page

Result: IOLP displays a list of GSA hot properties.

2. Click a property from the list to view the building information.
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6. List of Hot Properties

Result: The hot property building information appears.
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7. Hot Property Information
To add or modify Hot Properties, Please contact the IOLP Administrator.




Add XE "hot property:add"  and Modify Hot Properties

	Add XE "hot property:add"  a New Hot Property
	Administrators of the IOLP site may add and modify hot properties. Once added, the property will appear in the list of hot properties linked from the home page of IOLP. 

To add a hot property:

1. From the Congressional Districts page (Administrators initial page), select the Owned Hot Properties Link.

[image: image8.png]GSA |

General Services Administration (GSA) Inventory of Owned and Leased Properties

Regional Contacts Senators Congressional Districts Ouned Hot Proparties LoqOut
/1/2006 1129143 AM

Representative’

State  District DistrictName  RoPre Party URL
AL 01 mobils Jubennar (©)  hitpi/ /v houze.goufbanner!
AL 02 Rehobeth Tamy Evarate I —
AL 03 Anmisten Hike Rogers () bt/ houze. goufmike-rogars!
W o A Robarto adurhol () D33 ouse gou R/ exaresfosoe7oc-0C2 4070
. Rovert e (oud) (o) e s gou iR xares €A 38332-3555-476D-
A 05 VestauiaHils  Spencer Bachus (G A C e D LSS R U L DL
AL 07 simmingham  ArurDauis (©) hitpi/fuw houze. souf srturdsviz!
A oL Fertvuken Don Young () bt/ houze. sou/donyounal
2 6% Flagsts® Bk Rave! (R) espiffwu: hause: g8/ vandy
sz 07 Tumen Radl M. Grialua (©) bt/ houze,sou/arialus!
sz 08 Tumen sim Kalba () bitpil /i house. goufkolbel
AR oL Gl Mron Barry SR a——
AR 02 Litde Rock Vie snyder (©)  bitpi//uww house.goufsnyder!
AR 03 Rogers Jahn Boozman () bt/ baozman house. gou
AR 04 reseon Wik Ros: (©) bt/ houze.goufrazs!
A 01 st Helens Wike Thompzon (D) hetps/fuw house, gou/mthampzan!
ca 02 mamsile Wally Herger ) bt/ house.goufharger!
ca 03 Felzom Daniel & Lungren  (R)  tps/fuw. houze, gouflunsren!
A 04 Roddn John T, Dslitle  (R) hitpslfuwnhouse. gou/ daolitz/
CA 05 Sacamento  Doris O Matmui (©)  hitpil/msteuihouze. gou!
ca 06 petslums Lynn €. Woslsey  (0)  hetpi/fuoolseyhouse.gous
A 07 martine: George millr (©)  hitpi/fuwv houze.soulseorgarmiller
CA 08 SanFrandzzm  Nane Pelosi (©) bt/ houze.goufpelosit

ca 05 Oskland Barbara Lee (0)  hetpi//unnhouse.goufless




8. Congressional District Screen

Result: The hot property listing appears.
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9. List of Hot Properties (Administrator’s View)

2. From the hot property listing screen, follow the procedures listed at the bottom.  Click the select link.

Note: Click the Search for a Property procedure to find an owned building
Result: IOLP displays a list of GSA properties in that state.

4. Click a GSA owned property to Add it to the hot properties list
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10. List of GSA Properties within a selected State
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11. Property Information Screen

3. Click the Add XE "hot property:add"  Owned Hot Property button.
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12. Hot Property Information Screen

4. . Type the appropriate information in the text boxes when the information is as complete as possible, click Save.

Note: POC refers to the person of contact for the building.


Result: The property will appear on the Owned Hot Properties list.


	Modif XE "hot property:modify" y a Hot Property
	Once added, a property will appear in the list of hot properties linked from the home page of IOLP. 

To modify hot property information:
1. From the Congressional Districts page (Administrators initial page), click the Owned Hot Properties Link.
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13. Congressional District Screen

Result: The hot property list appears.
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14. List of Hot Properties (Administrator’s View)

1. From the hot property list screen, click on the Building Name for the hot property you would like to modify.
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15. Hot Properties Information Screen

2. When you are an Administrator, the hot property information screen is editable. Edit the information, and then click Save.


Reports

	Reports General Information XE "Report General Information
	IOLP provides three static reports:

1. Leased Space (displays all active leases)

2. Owned Space (displays all active buildings)

3. All Buildings (displays all active leases and buildings)

All three reports have the following selection criteria:

· Report Name

· State

Users may create any of the three reports based on the specific selection criteria. 

Once the reports are created, they may be exported to Excel for further analysis. 



	Select  a 

Report 
	4. From the home page, do one of the following:

· Click the state on the map XE "state map"  (1).

· Select the state from the drop-down menu (2).
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16. IOLP Home Page



Leased Space Report
	Create Leased

Space Report
	To create Leased Space XE "" \r "search1"  Report:

1. Choose report name. (See report general information.
a. From the Search screen, click the  XE "hot property:add" Report Name drop down button. 

                                   (Select the Leased Space XE "" \r "search1"  report.
b. Select the desired State/Region.

c. Click on the View Report button

The Cancel button can be used if the user wishes to change the selection criteria. 
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17.  Report Selection Criteria  Screen

· Select the required selection criteria from the drop down list. 

Note: To select multiple states hold the Ctrl key. You can not select both State and Region.
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18. Leased Space XE "" \r "search1"  Report  Screen

Result: The system will generate Leased Space XE "" \r "search1"  report screen.

d. Click on the Print button to print report

e. Click on the Excel button to export report into Excel.

Note: To print the report in the right format set your Page Settings as shown below
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Owned Space Report XE "Reports:Owned Space Reports" 
	Create Owned

Space Report
	To create Owned Space Report XE "Reports:Owned Space Reports" :

1. Choose report name. ( See report general information.
f. From the Search screen, click the  XE "hot property:add" Report Name drop down button. 

                                (Select the Owned Space report.
g. Select the desired State.

h. Click on the View Report button

The Cancel button can be used if the user wishes to change the selection criteria. 
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19.  Report Selection Criteria  Screen

· Select the required selection criteria from the drop down list. 

Note: To select multiple states hold the Ctrl key. You can not select both State and Region.
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20. Owned  Space Report  Screen

Result: The system will generate Owned Space report screen.

i. Click on the Print button to print report

j. Click on the Excel button to export report into Excel.

Note: To print the report in the right format set your Page Settings as shown below
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All Buildings Report XE "Reports:All Buildings Report" 
	Create 

All Buildings Report XE "Reports:All Buildings Report" 
	To create All Buildings Report XE "Reports:All Buildings Report" :

1. Choose report name. (See report general information.
2. From the Search screen, click the  XE "hot property:add" Report Name drop down button. 

                      (Select the All Buildings report.
3. Select the desired State.

4. Click on the View Report button

The Cancel button can be used if the user wishes to change the selection criteria. 
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21.  Report Selection Criteria  Screen

· Select the required selection criteria from the drop down list. 

Note: To select multiple states hold the Ctrl key. You can not select both State and Region.
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22. All Buildings  Report  Screen

Result: The system will generate All Buildings report screen.

k. Click on the Print button to print report

l. Click on the Excel button to export report into Excel.
Note: To print the report in the right format set your Page Settings as shown below
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For additional explanation of owned and leased space, you should refer to the Official PBS Business Assignment Guide. 
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