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Section 1. 
General
1.1 
Purpose of the User Guids
The purpose of this guide is to provide users with the necessary instructions to be able to take full advantage of the information provided by this application.
1.2 
Project References
The documents applicable to the history, development, operation, and maintenance of the IOLP system include: 

· Inventory of Owned and Leased Properties (IOLP), Release 2.6, Administrator Guide, August 3, 2012
· Inventory of Owned and Leased Properties (IOLP), Release 2.6, Computer Operations Manual, August 3, 2012
· Inventory of Owned and Leased Properties (IOLP), Release 2.6, Design Document, August 3, 2012
· Inventory of Owned and Leased Properties (IOLP), Release 2.6, Functional Description, August 3, 2012
· Inventory of Owned and Leased Properties (IOLP), Release 2.6, Installation Procedures, August 3, 2012
· Inventory of Owned and Leased Properties (IOLP), Release 2.6, Requirements Document, August 3, 2012
· Inventory of Owned and Leased Properties (IOLP), Minor Application Security Plan (MASP) For Low-Impact Systems, Version 1.0, August 3, 2012
· Inventory of Owned and Leased Properties (IOLP), Release 2.6, Test Summary Report, August 3, 2012
· Inventory of Owned and Leased Properties (IOLP), Release 2.6, User Guide, August 3, 2012
1.3 
Acronyms and Abbreviations
Appendix A, Acronyms and Abbreviations, defines the acronyms and abbreviations used in this document.

1.4 
Security

The Microsoft Windows 2003 Operating System is used for data security. Microsoft Windows 2003 conforms to the pattern established by other General Services Administration (GSA) Public Buildings Service/Information System (PBS/IS) applications. 

Security considerations are as follows:

· The PBS Office of Portfolio Management requires users to have valid user codes and passwords to access the GSA Portal.

· Software databases and files are backed up nightly, and backup copies are stored off- site.

· No privacy considerations are involved in the IOLP application, since the subsystem does not use personal or classified data.

Section 2. 
System Summary

2.1 
System Overview

With the General Services Administration (GSA) Inventory of Leased and Owned 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 square feet and/or lease expiration dates. 
· View vacant properties owned by GSA that are available for immediate occupancy. 
2.2 
System Configuration

2.2.1 
Hardware Configuration

The following minimum-level configuration is recommended for the Intranet and Extranet IOLP Web servers: 

· Central Processing Unit (CPU) - Minimum of two virtual processors, Intel x86 or x64 architecture

· Memory - Minimum of 4 GB RAM

· Storage - Storage Area Network (SAN) or other high performance disk hardware

· Network - Access to Enterprise Service Center (ESC) production network and GSA Wide Area Network (WAN)

· Compact Disk (CD) or Digital Video Disk (DVD) Drive
The following minimum-level configuration is recommended for the IOLP Database server: 

· 4 gigabytes (GB) of hard drive space for the database

· Central Processing Unit (CPU) - Minimum of two virtual processors, Intel x86 or x64 architecture

· Memory - Minimum of 4 GB RAM

· Storage - Storage Area Network (SAN) or other high performance disk hardware

· Network - Access to Enterprise Service Center (ESC) production network and GSA Wide Area Network (WAN)

· Compact Disk (CD) or Digital Video Disk (DVD) Drive
The web and database servers must be able to communicate with each other over the network. There are no specific hardware recommendations for the end user’s computer.

2.2.2 
Software Configuration

The following system software is required to support IOLP on the Intranet and Extranet IOLP Web servers:

· Microsoft Windows 2003 Server Enterprise Edition with Service Pack 2

· Microsoft Data Access Components (MDAC) 2.8

· Microsoft Internet Information Server (IIS) 6.0

· Microsoft .NET Framework 2.0

· Transmission Control Protocol/Internet Protocol (TCP/IP)

· Simple Mail Transfer Protocol (SMTP)
The following system software is required to support IOLP on the Intranet and Extranet Database servers:

· MS SQL Server 2005
· MS SQL Server 2005 Client

· Oracle Database 10g Client (10.2.0.4) (Oracle Database 11g Client [11.1.0.7] recommended)
· MS Oracle ODBC (Open Database Connectivity) Driver
2.3 
Contingencies and Alternate Modes of Operation

Backup procedures are used to ensure that all data files providing source data to IOLP are preserved. In the event of hardware or software failures, these backup files are used to restore data required for IOLP processing.
2.4 
Database

The IOLP database receives updates on a daily basis from the REXUS schema within the BI Staging database via an ODBC connection.
Section 3. 
Getting Started
3.1 
User Roles

There are two user roles within IOLP, visitors and administrators. 

Visitors 

Can be government workers or members of the general public, can view GSA-owned property, look for vacant leasable square footage with properties owned or leased by GSA and look at expiring lease/occupancy information by state or district.
Administrators

Have all of the visitor access privileges listed above and can also add or modify existing information regarding Congressionsl Districts, Senators’ information, Regional Contacts and hot properties.
NOTE: vacant GSA-owned property that is immediately available for occupancy is referred to as “hot property” 

3.2 
System Access

Visitors can log into the IOLP Extranet at http://www.iolp.gsa.gov/iolp/NationalMap.asp Visitors are restricted to viewing and downloading information.

Administrators access IOLP through the GSA Portal. Data security is provided by the Portal.
(This page has been intentionally left blank.)

Section 4. 
Using IOLP
4.1 
Overview

You can view information about each property owned by the government. Not all properties will have all the information available.

4.2 
Searching for 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 (1).

· Select the state from the drop-down menu (2).

Figure 4‑1.  IOLP Home Page
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2. The state page opens.

Figure 4‑2.  State page
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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.

Or the user can click Go without using the search criteria which would display all the leased/owned buildings in that State
Note:  The numbers in parentheses (#) refer to the different search criteria in the above graphic
Search by square footage available or lease expiration date (1):

3. 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.

4. Click Go.

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

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

5. 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 (3):

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

7. Click Go.

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

Search by Senator (4):

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

9. Click Go.

Result: IOLP displays a list of GSA properties in that state.
10. Click a property to view more information.

Figure 4‑3.  Search Results List
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Click the header of a column to sort the results by that category.

4.3 
Search for Hot Properties
A hot property is a vacant property owned by GSA that is available for immediate occupancy.
A user can view the properties owned by GSA that are available immediately for occupancy.

To search for hot properties:

11. From the home page, click the Owned Hot Properties link. (See Figure 4‑4)

Figure 4‑4.  Owned Hot Properties Link
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Result: IOLP displays a list of GSA hot properties.

12. Click a property from the list to view the building information.
Figure 4‑5.  Hot Property List
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Result: The hot property building information appears.

Figure 4‑6.  Hot Property Information
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To add or modify Hot Properties, Please contact the IOLP Administrator
Section 5. 
Reports
5.1 
Selecting a Report
IOLP provides three static reports:

13. Leased Space (displays all active leases)

14. Owned Space (displays all active buildings)

15. 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. 

To create any of the reports listed above, follow the steps below:

Click the state on the map (See Figure 5‑1)
or

Select the state from the drop-down menu (drop down menu is highlighted in red on Figure 5-1).
Figure 5‑1.  IOLP Home Page
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5.2 
Create the Leased Space Report
16. Choose report name. See Section 5.1
17. From the Search screen, click the Report Name drop down button. 

18. Select the Leased Space report.
19. Select the desired State.

20. Click on the View Report button

The Cancel button can be used if the user wishes to change the selection criteria
Figure 5‑2.  Report Selection Criteria Page
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21. Select the required selection criteria from the drop down list.

NOTE: To select multiple states hold down the Ctrl key while selecting criteria.

Figure 5‑3.  Leased Space Report
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Result: The system will generate the Leased Space report page.

1. Click on the Print Report button to print report

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

5.3 
Create the Owned Space Report
22. Choose report name.See Section 5.1
23. From the Search screen, click the Report Name drop down button. 

24. Select the Owned Space report.
25. Select the desired State.

26. Click on the View Report button

The Cancel button can be used if the user wishes to change the selection criteria

Figure 5‑4.  Report Selection Criteria Page
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27. Select the required selection criteria from the drop down list.

NOTE: To select multiple states hold down the Ctrl key while selecting 

Figure 5‑5.  Owned Space Report
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Result: The system will generate the Owned Space report page.

1. Click on the Print Report button to print report

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

5.4 
Create the All Buildings Report
28. Choose report name.See Section 5.1
29. From the Search screen, click the Report Name drop down button. 

30. Select the Owned Space report.
31. Select the desired State.

32. Click on the View Report button

The Cancel button can be used if the user wishes to change the selection criteria

Figure 5‑6.  Report Selection Criteria Page
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33. Select the required selection criteria from the drop down list.

NOTE: To select multiple states hold down the Ctrl key while selecting 

Figure 5‑7.  All Buildings Report
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Result: The system will generate the All Buildings report page.

1. Click on the Print Report button to print report

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

Appendix A:    Acronyms and Abbreviations
	Acronym or Abbreviation
	Meaning

	AMD
	Application Maintenance and Development

	ASP
	Active Server Pages

	BI
	Business Intelligence

	CIO
	Office of the PBS Chief Information Officer

	CIO
	Chief Information Officer

	CO
	Central Office

	COM
	Component Object Model

	COM
	Computer Operations Manual

	CPI
	Consumer Price Index

	CPU
	Central Processing Unit

	CSV
	Comma Separated Value

	DHS
	Department of Homeland Security

	DVD
	Digital Video Disk

	ECC
	Error Correcting Code (Memory)

	EQP
	Enterprise Quality Program

	ESC
	Enterprise Service Center

	ETL
	Extraction, Transformation, and Load

	FD
	Functional Description

	FTP
	File Transfer Protocol

	FY
	Fiscal Year

	GB
	Gigabyte

	GSA
	General Services Administration

	HTM
	File extension for HyperText Markup Language file

	HTML
	File extension for HyperText Markup Language file

	HTML
	HyperText Markup Language

	HTTPS
	HyperText Transfer Protocol Secure

	ID
	Identification

	IIS
	Internet Information Server

	IP
	Implementation Plan

	IT
	Information Technology

	IV&V
	Independent Verification and Validation

	KB
	Kilobyte

	LAN
	Local Area Network

	MASP
	Minor Application Security Plan For Low-Impact Systems

	MDAC
	MS Data Access Components

	MHz
	Megahertz

	MS
	Microsoft

	ODBC
	Open Database Connectivity

	OLE
	Object Linking and Embedding

	PBS
	Public Buildings Service

	PBS/IS
	Public Buildings Service/Information Systems

	PDF
	Portable Document Format

	PGA
	PBS Office of the Chief Information Officer

	PH
	Office of Financial and Information Systems

	PIL
	IT Liaison Division

	PK
	Primary Key

	PLA
	Assistant Commissioner for the Office of Applied Science 

	POC
	Point of Contact

	RAID
	Redundant Array of Independent Disks

	REXUS
	Real Estate Across the US

	SOW
	Statement of Work

	SP
	Service Pack

	SQL
	Structured Query Language

	TCP/IP
	Transmission Control Protocol/Internet Protocol

	UG
	User Guide

	URL
	Uniform Resource Locator (Web Address)

	WWW
	World Wide Web
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