
• 3 areas of the portal:
Land Use Plans (LUP)
M-R FIX 
Non-DGS/Agency Administered Lease (NAAL)

• LUP and M-R FIX updates are due on the same date.  Non-DGS/Agency 
Administered Lease updates are due 1 month later.  Due dates are displayed 
on the landing page and in each area. 

• Agencies should update all 3 areas even if no changes since the prior year 
reporting.

• An Agency Status to track your progress is available in all areas.  
• LUP – complete with status = ‘Ready for Rec Mgmt’
• M-R FIX – complete with Infra. Status = Yes + spreadsheet has been uploaded
• NAAL – complete with Agency Status = ‘No Change Needed’ or ‘Ready for Rec Mgmt’



If you have any questions, please send an email to:
bres-info@dgs.virginia.gov

The August 27th webinar and most of the following pages are 
focused on the M-R FIX area of the portal.  Please send an 
email if any assistance is needed for the other 2 areas.  

mailto:bres-info@dgs.virginia.gov














Tips!  
#1 - When clicking inside any date field, a calendar tool will pop-up.  You are not required to use this tool, 
it is optional.

Yu                                     

You can ignore the pop-up and instead click inside the field and type the date (use format of MM/DD/YYYY, 
07/01/1985, for example.)  OR use the left and right arrows to scroll through the months, select the 
month/day you need and once the field is populated, click inside the field to overwrite the year.

#2 – If you do not know the exact date when a system was last restored to new but have an approximate 
age (e.g. “20 years old”), enter a date using that age and July 1 (e.g. for a 2020 update and a 20-year-old 
system, the date to enter would be 07/01/2000.)  Use the July 1 date too when all is known is the year.  

** This applies to the M-R FIX spreadsheets too.









Example of a Property Records spreadsheet



• Survey answers from prior year submissions have not been removed.  Agencies should review the 
spreadsheet for any changes to enter.  ** even if no changes from the prior year submission, download and upload 
the spreadsheet to show a current year submission.

• Complete the first worksheet containing a list of existing Property (building) records.  Please review the 
instructions at the top of most column headers.  Columns highlighted in yellow or orange on the header row 
should be reviewed for potential data entry.

• If a column contains a pick list, please do not overwrite and only select values from the picklist.

• If you have new or missing buildings to report, please add them on the ‘New or Missing Property Records’ 
worksheet.

• Additional information to assist with your survey responses can be found on the ‘Construction Types 
Descriptions’ and ‘Age of System Instructions’ worksheets.

• Instructions for the EO24 (floodplain questions) can be found on the ‘EO24’ worksheet.  If these questions 
were not answered in 2019, please do so this year.

• The ‘Default values’ worksheet contains a list of values DGS may potentially use if rows contain incomplete 
responses.

• We’ve made attempts to remove any external links but if you receive messages (an example is below) as the 
spreadsheet is opening that external links have been found, choose ‘Don’t Update’ or ‘Ignore’.  



Regarding the M-R FIX spreadsheets download 
and upload….  

#1 – All users in your agency can download the spreadsheet and can do so multiple times.  However, the 
downloaded spreadsheet will always be the original that was available at the opening of the portal, even 
after the agency uploads a new spreadsheet.  Only DGS can see uploaded spreadsheets.  Be sure to keep a 
backup copy before uploading.  If an agency needs a copy of the uploaded version, please send an email to 
bres-info@dgs.virginia.gov.

#2 – Agencies can only upload a M-R FIX spreadsheet once per year.  If you have uploaded your agency’s 
spreadsheet but then need to make changes and submit a revised version, please email the revised file to 
bres-info@dgs.virginia.gov.
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