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COVA TRAX WEB PORTAL SUMMARY 
 

In 2016, DGS replaced the dated IREMS real estate management software with COVA Trax, the agency’s new 
integrated workplace management system.  COVA Trax is used to manage the Commonwealth’s real estate 
portfolio and efficiently maintain its real estate records.  
 

One benefit of COVA Trax is the ability to streamline the Commonwealth agencies’ annual real estate 
reporting requirements.  The new COVA Trax Web Portal, which will be accessible to users on August 1, 2016, 
allows agencies to review and update their existing real estate records, and add new records directly into the 
COVA Trax Web Portal.  This simplified system allows for more consistent and accurate reporting to the 
General Assembly, while also cutting down on everyone’s administrative duties.  
 

REPORTING REQUIREMENTS 
 

Recognizing that the consolidation of real estate records into one database helps DGS better manage the 
Commonwealth’s real estate portfolio, the General Assembly has mandated through the Code of Virginia and 
the Appropriations Act chapters that agencies that possess, have under their control or lease, report certain 
information to DGS on an annual basis.  DGS presents this information to the General Assembly as mandated 
by the Code of Virginia.  
 

Non-Administered Leases (NAL) 
 

Section 4-8.01e.2 of the Appropriations Act requires each agency that controls leased property, where such 
leased property is not under the DGS lease administration program, to report to DGS on each leased facility.  
Specific data included in the report shall identify at a minimum, the number of square feet occupied, the 
number of employees and contractors working in the leased space, if applicable, and the cost of the lease.  
This information is due to DGS each year by October 1st. 
 

Land Use Plans (LUP) 
 

The Code of Virginia Section § 2.2-1153 requires each department, agency and institution to submit to DGS a 
land use plan for state-owned property it possesses or has under its control showing present and planned uses 
of such property.  The land use plan must include a recommendation on whether any property should be 
declared surplus by the controlling department, agency or institution.  This information is due to DGS each 
year by September 1st. 
 

Inmate Labor for Demolished Buildings 
 

In 2016, the General Assembly included in the Appropriations Act (Chapter 780, Item 80.B1g) language 
directing DGS, in consultation with other agencies, to evaluate the feasibility and cost-effectiveness of using 
inmate labor to assist in the demolition of vacant buildings on state property.  DGS must develop a plan that 
includes an inventory of vacant buildings on properties owned by the Commonwealth that could be 
considered for demolition using inmate labor, and an estimated cost of demolition using inmate labor.  DGS 
must report its findings by November 1, 2016.  As a result, a question regarding the demolition of buildings 
was added to the land use plan reporting requirements this year. 
 



 

ACCESSING THE COVA TRAX WEB PORTAL 
 

Those employees of Commonwealth agencies, who previously were responsible for submitting annual reports 
for Land Use Plans and Non-Administered Leases to DGS, will be given access to the new COVA Trax Web 
Portal.  If someone else in your agency needs access, please send the request to DGS at DRES-
info@dgs.virginia.  
 

Web Portal Training/Questions 
 

DGS appreciates your agency using the COVA Trax Web Portal to submit your required annual report(s) by the 
following deadlines:  

 Land Use Plans:  Wednesday, August 31, 2016 

 Non-Administered Leases:  Friday, September 30, 2016 
 

We realize new systems can be intimidating and we want to make this change is as easy as possible.  We will 
provide you with many ways for your questions to be answered.   
 

In addition to this user guide, the following tools can provide additional help in using the new COVA Trax Web 
Portal:  
 

 Online Videos: View the COVA Trax Web Portal training videos at: 
o http://dgs.virginia.gov/DivisionofRealEstateServices/RecordsManagementSystem/tabid/929

/Default.aspx 
 

 Webinar:  tune in to a training webinar where DGS staff can answer your questions:  
o LUP: 10 a.m. on Wednesday, August 17, 2016 

 Please register for the LUP Webinar by emailing DRES-info@dgs.virginia.gov by close of 
business on Friday, August 12, 2016  

o NAL: 10 a.m. on Wednesday, September 14, 2016 
 Please register for the NAL Webinar by emailing DRES-info@dgs.virginia.gov by close of 

business on Friday, September 9, 2016 
 

 Hotline Day: call (804) 225-1808 on the following dates/times to speak to a DGS staff member: 
o LUP: Wednesday, August 24, 2016 from 10 a.m. to 4 p.m. 
o NAL: Wednesday, September 21, 2016 from 10 a.m. to 4 p.m. 

 

 Email: at any time you may send your questions to DRES-info@dgs.virginia.gov 
 

 Call:  You may leave DGS staff a voice mail message at (804) 225-1808 from August 1, 2016 – 
September 30, 2016.  We will return your call within 24 hours to provide assistance. 
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COVA Trax Web Portal Land Use Plan Agency User Instructions 
 
Step 1: Log in 
 
You will receive an email from DRES-info@dgs.virginia.gov with the link to the COVA Trax Web Portal, which 
will prompt you to set up your password. Your user name is your email address. Once you have keyed in your 
password, click “Reset.”  If you forget your password, you can reset it by clicking “Forgot Your Password?” on 
the COVA Trax Web Portal login page. 
 
Step 2: Select “Land Use Plans” on the COVA Trax Portal welcome page  
 
Step 3: Review your agency’s existing Land Use Plans (site records) 
 
Each of your agency’s existing Land Use Plans (LUP) [or site records, formally known as tracts] can be viewed 
on the Land Use Plan Summary page.  You must review and update each site record individually in the COVA 
Trax Web Portal.  You can export the data into Excel by clicking “Export” to review all data before making 
changes in the COVA Trax Web Portal. 
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Use the following search features, found at the top of the Land Use Plan Summary page, to search for a 
specific LUP: 

 Name: COVA Trax site record name  

 City: Site’s location 

 FIPS Code: Federal Information Processing Standard Code (FIPS) or locality code 

 Records Management User Status: This field is for DGS use only 

 Site to Include: Use this function to sort by “new” or “existing” site records 

 Agency User Status - you can search two (2) ways using this field: 
o Empty Status – site records that need to be reviewed and updated by the Agency 
o Ready for REC MGMT (Records Management) – means the agency reviewed the site record and 

it is waiting for DGS Records Management staff to review 
 
Click “Search” to view the site records or “Reset” to clear the fields and start a new search. 
 
From the Land Use Summary page, double click on the Site Name listed in the summary grid to view an 
individual site record.  The Land Use Plan – Site Record Update page (see below) for that record will open for 
you to make your annual updates. 
 

 
 
  



 
 
You will notice that you cannot make changes in the top section titled “Land Use plan – Site Record Update.”   
 
The following information must be updated in the “From your last land use submission, please update 
changes below” section:  

 Cemeteries:  Answer whether there are any existing cemeteries on this site 

 Employee Residence #:  provide the number of residential units (single family residences) on this site 

 Building(s) Demolished/Planned:  Answer “yes” or “no” as to whether any buildings have been or will 
be demolished; if the answer is yes, you will be prompted to enter information in the comments box  
Please provide the following information:  1) name of building,2) FAACS number and/or building 
number, 3) date demolished, or planned date of demolition 

 Number of existing buildings on site:  Key in the number 

 Is each building fully occupied or utilized:  Answer “yes” or “no”-  if you answer “no” and there is a 
vacant building on the site, please identify the building in the comments box and include the following 
information: 1) name of building, 2) size, and 3) use type (i.e. office building, dormitory, storage, etc.) 

 Any land acquired:  Answer “yes” or “no” - if you answer “yes,” a box will appear asking for the New 
Total Acreage after the acquisition (i.e. 101.23) - this information is stated in the deed,  please upload a 
copy of the recorded deed in the Upload Documents section 

 Any land disposed:  Answer “yes” or “no” - if you answer “yes,” a box will appear asking the New Total 
Acreage after the disposition (i.e. 101.23) - this information is stated in the deed, please upload a copy 
of the recorded deed in the Upload Documents section 

 Number of existing easements on this site:  Provide the number of new easements in the last fiscal 
year (for the period of July 1, 2015 through June 30, 2016) - please upload the recorded deed of 
easement(s) in the Upload Documents section 

 Antenna: Answer “yes” or “no” as to whether there is an antenna/tower on this site 

 Any portion of the building being used or occupied by another entity or agency: Answer “yes” or “no” 

 Agency Surplus Designation: Chose whether the property is In Use, Future Use, Surplus-Entirety, 
Surplus-Portion, or Underutilization - if you identify the site as “Surplus-Portion,” please provide an 
updated land use site plan - please identify the portion of the property you consider to be the surplus 
portion and upload the updated land use site plan in the Upload Document section 

 Repeat the review process for each existing site record listed for your agency 

 **It is important that you click “Save” after updating each site record or your changes will be lost 
 
Step 4: Add a new land use plan  
 
If a site record is not listed on your agency’s grid that means the site record does not exist in COVA Trax and 
must be added by your agency.  If you need to add a new land use plan, click on “Add New” on the Land Use 
Plan Summary page. 
 
  



 
 

 
 
Once on the Land Use Plan New Site page, input the new site information.  In addition to site location 
information, please include the following: 

 FIPS Code: Federal Information Processing Standard Code (FIPS) or locality code 

 Latitude/Longitude:  Key it in, if not known, click on the globe beside “Latitude” or “Longitude” - this 
takes you to an external website where you will enter the property address and click “Find” to identify 
those coordinates - copy and paste them into the COVA Trax Web Portal 

o Note: Longitude should be a negative number (-) 

 Employee Residence #:  Number of residential units (single family residences) on the site 

 Number of Existing Easements on this Site:  Number of easements for the site 

 Antenna:  Answer “yes” or “no” as to whether there is an antenna/tower on this site 

 Be sure to attach any documents for the new site record in the “Upload Documents” section (recorded 
deed(s), land use site plan, etc.) 

 **It is important that you click “Save” after updating each record or your changes will be lost 
 
Step 5:  Review, verify and update these site records and add any new site records by close of business on 
Wednesday, August 31, 2016 
 
DGS must set a deadline in order to complete the mandatory reporting due to the General Assembly.  Please 
update all site records by close of business on Wednesday, August 31, 2016.  After that time, the COVA Trax 
Web Portal LUP access will be closed.  DGS is required to report on behalf of all agencies; therefore, non-
responses will be noted in the report.  
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User ID email from DGS 

You will receive an email from 
DRES-info@dgs.virginia.gov to 
confirm your account and set up 
your password.  Click on the word 
“here” and you will be directed to 
the Reset Password page. 
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Setting up your password 

Please enter your email address 
twice; then set up your new 
password and then re-enter your 
new password again;  and then hit 
the “Reset” button.  You will then 
be directed to the Reset 
Password Confirmation page. 



Password Confirmation 

Your password has been set up 
and you can now “Click Here to 
log in” to the COVA Trax Web 
Portal. 



Log In Page 

Enter your 
user name 
(your email 
address) and 
password  
then click 
Login 

If you forget 
your 
password, 
Click Forgot 
your 
password to 
reset it 



Land Use Plans (LUP) welcome page 

Select Land Use Plans 



Search options 

Search by Site Name, City, FIPS Code, Site to Include (i.e. 
a new or existing site) or by Agency User Status 
(“Empty Status” are site records that need to be reviewed 
and updated by the Agency and “Ready for REC Mgmt” 
are records that have been updated by your agency and 
are ready for DGS Records Management review) 

Click Search to see the lease that matches 
your search criteria.  Hit Reset to clear any 
previous search criteria  and start again. 



Reviewing/exporting existing sites 

To view your 
agency sites,  
scroll down the 
list.  Double 
click on the 
site name that 
you want to 
edit (view).  

The screen shows 20 
records at a time.   
Click on the  left or 
right arrows to view 
more records. 

You can Export all of your agency’s 
site records into Excel for review 
prior to updating each site record in 
the COVA Trax Web Portal 



Editing an existing site record 

Double click on the site name to 
open the site record 



Editing an existing site 

Enter the 
number of 
Employee 
Residences 
(SF houses) 
on the site 

Demolition 
planned: If  
yes, enter 
specifics in 
the 
comments 
box (bldg 
name, FAACS 
#, and demo 
date) 

Occupied or utilized: If no, enter vacant bldg # in 
comments box and provide bldg name, size and use 
type 

Upload any 
supporting 
documents  

If land was 
acquired or 
disposed, 
enter total 
acreage 

If Surplus-
Portion 
selected, ID 
location on 
site and 
upload the 
updated 
site plan 

Please remember to hit Save after making  
any changes or your changes will be lost 



Adding a new site 

Click Add New to add a new site 



New site information 

Click on the 
globe to look-
up longitude/ 
latitude 
(longitude 
should be 
begin with “-”) 

Upload supporting 
documents (i.e. site 
plan, REPAs and deeds) 

Enter new site location 
information 

Enter # of 
existing 
easements  
for this site 

Enter the 
number of 
Employee 
Residences (SF 
houses) on the 
site 

Please remember to hit Save after making  
any changes or your changes will be lost 



Contact and additional training 
resource information 

DGS appreciates you using the COVA Trax Web Portal to submit your required Land Use Plan 
(LUP) annual report by the deadline:  Wednesday, August 31, 2016 by close of business.  
 
For additional help using the COVA Trax Web Portal for the LUP annual reporting:  
 
• Training Videos:  view the COVA Trax training videos at: 

• http://dgs.virginia.gov/DivisionofRealEstateServices/RecordsManagementSystem/ta
bid/929/Default.aspx 

 
• Webinar:  tune in to a training webinar where DGS staff can answer any questions you may 

have about using the COVA Trax Web Portal or data that you are required to report: 
• Wednesday, August 17, 2016 at 10 a.m. 
• Please email DRES-info@dgs.virginia.gov to register for the webinar by the close of 

business on Friday, August 12, 2016 
 

• Hotline Day:  Call (804) 225-1808 from 10 a.m. to 4 p.m. on Wednesday, August 24, 2016 to 
speak to a DGS staff member 
 

• Email:  at any time send your questions to DRES-info@dgs.virginia.gov 
 

• Call:  You may leave DGS staff a voice mail message at (804) 225-1808 from August 1, 2016 – 
August 31, 2016.  We will return your call within 24 hours to provide assistance. 
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COVA Trax Web Portal Non-Administered Lease Agency User Instructions 
 
Step 1: Log in 
 
You will receive an email from DRES-info@dgs.virginia.gov with the link to the COVA Trax Web Portal, which 
will prompt you to set up your password. Your user name is your email address. Once you have keyed in your 
password, click “Reset.” If you forget your password, you can reset it by clicking “Forgot Your Password?” on 
the COVA Trax Web Portal login page.  
 
Step 2: Select “Non-Administered Lease” on the COVA Trax Web Portal Welcome Page  
 
Step 3: Review your Agency’s list of existing Non-Administered Leases 
 
Each of your agency’s existing Non-Administered Leases (NAL) can be viewed on the Leases Summary Search 
page. You must review and update each lease record individually in the COVA Trax Web Portal.  You can 
export your agency’s list of NALs into an Excel spreadsheet by clicking “Export” to review all data before 
making the changes in the COVA Trax Web Portal. 
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Use the following search features, found at the top of the Leases Summary Search page, to search for a 
specific NAL: 

 COVA Trax ID:  Each lease has a COVA Trax ID (i.e. L-000001), which replaces the former IREMS Lease 
ID number 

 Property City:  Lease property location city 

 Current Term Start Date and End Date:  Enter the date or choose the start and end date on the drop-
down calendar of the lease you are trying to locate 

 Agency User Status - you can search three (3) ways using this field: 
o Empty Status – lease records that need to be reviewed and updated by the Agency 
o No change needed – means Agency opened the record, had no changes from the previous 

Fiscal Year and the Agency saved the lease record 
o Ready for REC MGMT (Records Management) – are records that have been updated by your agency 

with at least one (1) change and are ready for DGS Records Management review 

 Rec Mgmt User Status, which will be utilized by DGS only 
 
Click “Search” to view the leases or “Reset” to clear the fields and start a new search. 
 
Step 4: Review, verify and update each of your agency’s non-administered lease records 
 
From the Leases Summary Search page, double click on the Lease Name in the summary grid to view an 
individual lease record.  The Update an Existing Non-Administered Lease page (see below) for that lease will 
open for you to make your annual updates.  
 

 
 



 

 
 
You will notice on the Update an Existing Non-Administered Lease page that you cannot make changes in the 
shaded fields in the top section or middle section, titled “Previous Fiscal Year 2016 II Revised Fiscal Year 2017.” 
The following information must be updated:  

 Fiscal Year 2017 data:  
o If all or most of the information for Fiscal Year 2016 is the same for Fiscal Year 2017, click 

“Copy” to copy the information on the left into the boxes on the right for Fiscal Year 2017, and 
then make any necessary updates 

o Current Annual Rent must be updated for Fiscal Year 2017.  Enter the annual rent cost for Fiscal 
Year 2017, to the decimal point, from July 1, 2016 through June 30, 2017 (i.e. 7600.00 or 
20346.79) 

o If the information for Fiscal Year 2017 has changed dramatically, simply key in the new 
information in the right side of the middle section. Upload any supporting documents 
(amendments, option letters, etc.)  

 Lease termination information: Please answer the question “Has the lease been terminated?” 
question on the left side of the middle section.  If you click “Yes,” a box will appear on the right side 
titled, “Lease Termination Date.” Enter lease termination date or choose the date from the drop-down 
calendar.  On the bottom of the page in the “Upload Documents” section, please upload the 
corresponding document (i.e. termination letter, agreement, etc.).   Please do not change the “Revised 
Current Commencement Date.” 

 **It is important that you click “Save” after updating each lease record or your changes will be lost. 
 
Step 5: Repeat step 4 for each NAL listed for your agency  
 
Step 6: Add new NAL  
 
If a lease is not listed on your agency’s grid that means the lease record does not exist in COVA Trax and must 
be added by your agency.  If you need to add a new lease, click on “Add New” on the Lease Summary Search 
page. 
 

 
  



 
 
Once on the New Non-Administered Lease page (below), input the new lease information. In addition to the 
leased property location information, please include the following: 

 FIPS Code:  Federal Information Processing Standard Code (FIPS) or locality code 

 Payable/Receivable Type:  If your agency pays the rent for this new lease, choose “Payable;” if your 
agency receives rent for the new lease, choose “Receivable” 

 Latitude/Longitude:  Key it in, if not known, click on the globe beside “Latitude” or “Longitude” - this 
takes you to an external website where you will enter the property address and click “Find” to identify 
those coordinates - copy and paste them into the COVA Trax Web Portal 

o Note: Longitude should be a negative number (-) 

 Annual Rent:  Enter the annual rent cost for Fiscal Year 2017, to the decimal point, from July 1, 2016 
through June 30, 2017 (i.e. 7600.00 or 20346.79) 

 Head Count:  This information, which is required by Code, refers to the actual current population in 
your office and does not need to be a whole number if you have part-time employees in addition to 
full-time staff (i.e. 22.25)  

 Be sure to attach any documents for the new NALs in the “Upload Documents” section (leases, 
amendments, etc.) 

 **It is important that you click “Save” after entering each new NAL record or your changes will be lost 
 

 
 
Step 7: Review, verify and update of existing lease records and adding any new lease records must be 
completed by close of business on Friday, September 30, 2016 
 
DGS must set a deadline in order to complete the mandatory reporting due to the General Assembly.  Please 
update all site records by close of business on Friday, September 30, 2016.  After that time, the COVA Trax 
Web Portal NAL access will be closed.  DGS is required to report on behalf of all agencies; therefore, non-
responses will be noted in the report.  
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User ID email from DGS 

You will receive an email from 
DRES-info@dgs.virginia.gov to 
confirm your account and set up 
your password.  Click on the word 
“here” and you will be directed to 
the Reset Password page. 
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Setting up your password 

Please enter your email address 
twice; then set up your new 
password and then re-enter your 
new password again;  and then hit 
the “Reset” button.  You will then 
be directed to the Reset 
Password Confirmation page. 



Password confirmation 

Your password has been set up 
and you can now “Click Here to 
log in” to the COVA Trax Web 
Portal. 



Log in page 

Enter your 
user name 
(your email 
address) and 
password  
then click 
Login 

If you forget 
your 
password, 
Click Forgot 
your 
password to 
reset it 



Non-Administered Lease (NAL) 
welcome page 

Select Non-Administered Lease 



Search options 

 Search by  
COVA Trax ID 

Search by property city 

Search by current  
lease term start date  
or end date 

Click Search to see the lease that matches your search 
criteria.  Hit Reset to clear any previous search criteria  
and start again. 

Agency User Status  = “Empty status” are 
lease records that need to be reviewed and 
updated by the Agency; “No change needed” 
means Agency had no changes from the 
previous FY and saved the lease record; and 
“Ready for REC Mgmt” are records that have 
been updated by your agency with at least 
one change and are ready for DGS Records 
Management review 



Reviewing/exporting existing leases 

To view  lease, 
scroll down the 
grid and 
double click on 
lease to edit 
(view)  

Screen view shows 20 records at a 
time.   Click left or right arrows to 
view additional leases 

All lease data may be 
exported into Excel to ease 
review of all leases prior to 
updating each individual 
lease record in COVA Trax 



View an existing lease 

Double click on the 
lease name to open 
a individual lease record 



Updating an existing lease 

Click Copy to 
move FY 2016 
information 
from left to 
right fields. 
Update fields 
as needed for 
FY 2017.  

Enter annual 
rent total  for 
7/1/16  to 
6/30/17 
(i.e. 124521.78 
or 12500.00) 

Upload any 
supporting 
documents 
(amendments, 
option letters, 
etc.) 

Please remember to hit Save after making  
any changes or your changes will be lost 



Terminating a lease  

“Has the 
lease been 
terminated?” If 
Yes,  enter lease 
termination date 
in the right 
column.  

Upload the lease 
termination 
letter or 
supporting 
documents. Red icon indicates required field when initially 

updating FY17 data for existing COVA Trax 
records.  Once updated and saved, the red icon 
remains  to show changes and alerts DGS. 



Adding a new lease 

Click Add New to add a new lease 

READY FOR REC MGMT = changes to 
lease record are ready for DGS review. 



Adding a lease information 

Upload any supporting 
documents (i.e. Lease, 
Amendments, 
Certificate of Lease 
Commencement, etc.)  

Enter lease information 
Payable Lease = agency pays rent 
Receivable Lease = agency receives rent 

Click on the 
globe to 
look-up 
longitude/ 
latitude 
(longitude 
should be 
begin with   
“-”) 

Enter total 
annual rent 
for 7/1/16 – 
6/30/17 (i.e. 
7602.79) 

Current  # of staff at that 
location (i.e. 22.25) 

Please remember to hit Save after making  
any changes or your changes will be lost 



Contact and additional training resource 
information 

DGS appreciates you using the COVA Trax Web Portal to submit your required Non-Administered 
Lease (NAL) annual report by the deadline:  Friday, September 30, 2016 by close of business.  
 
For additional help using the COVA Trax Web Portal for the NAL annual reporting:  
 
• Training Videos:  view the COVA Trax training videos at: 

• http://dgs.virginia.gov/DivisionofRealEstateServices/RecordsManagementSystem/ta
bid/929/Default.aspx 

 
• Webinar:  tune in to a training webinar where DGS staff can answer any questions you may 

have about using the COVA Trax Web Portal or data that you are required to report: 
• Wednesday, September 14, 2016 at 10 a.m. 
• Please email DRES-info@dgs.virginia.gov to register for the webinar by the close of 

business on Friday, September 9, 2016 
 

• Hotline Day:  Call (804) 225-1808 from 10 a.m. to 4 p.m. on Wednesday, September 21, 2016 
to speak to a DGS staff member 
 

• Email:  at any time send your questions to DRES-info@dgs.virginia.gov 
 

• Call:  You may leave DGS staff a voice mail message at (804) 225-1808 from August 1, 2016 – 
September 31, 2016.  We will return your call within 24 hours to provide assistance. 
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