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

e 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.

e 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.
e LUP — complete with status = ‘Ready for Rec Mgmt’

e M-R FIX — complete with Infra. Status = Yes + spreadsheet has been uploaded
e 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 27t 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

https://covatrax.dgs.virginia.gov

Recommended browser to use is Google
Chrome however site should work
fine in Internet Explorer 11 also.

click here if you've forgotten your
password - enter your email
address and an email will be sent
from 'bres-inf ; virginia_gov'
with a reset password link

Virginia’s Real Estate & Assets
Management System links to DGS website and DGS
COV ge with
user guide + link to DGS DEB for
additional M-R FIX information

HAMHATTAN




Hella bres-info@dgs. virginia.gow! (3

COVA Trax Web Portal Ch Lkt
i
Landing page - from here, navigate to the areas of /
the portal you have permission to using buttons below ...ljﬂ i T
or above, . y

In this example, the user has permission to all 3 areas of
the portal.

COVA Trax Portal

Welcome to the Non-DGS/Agency Administered Lease, Land Use Plans and M-R FIX Portal

Land Use Plans M-R FIX Mon-DG5/Agency Administered Lease
LUP updates due by 8/31/2020 M-R FIX Infrastructure updates due by 8/31/2020 Updates due by 10/01/2020
Please visit th‘ DGS website)cr this year's user guide and training information. Thank you.

link to DGS COVA Trax training page j




I. Summary - Land Use Plan - Con +

< C {} & covatrax.dgsvirginia.gov @ Incognito (3)
@ Google |. COVA Trax Web Por... ‘q https://gemini.dgs... 1 COVA Trax (PROD) Trmble Support Po... 1 Commonwealth of... @ List of Virginia State... @ VITAShare » | || Other bockmarks
COVA Trax Web Portal Land Use Hell bres rfo@dgs irginagon G
Q. M-R Fix Site Search
DUE DATE: Name: Agency Code: |194.0G5 W
M-R FIX RESPONSES DUE BY 8/31/2020 e Site To Include: | SELECT.
City: FIPS Code: | .SELECT- ot
sear‘:h area - apply ﬁlter(s} to ﬁnd Agency User Status: | .SELECT- s Rec Mgmt User Status: | SELECT- s

specific record(s). This can be helpful

if agency has a large number of sites. ( £ Reset X handy button - use this to

_} clear any applied or "hidden”
- filters to retrieve all records

® Property records with each Site - verify and submit spreadsheet by 8/31/2020

Download € Upload @ _— NOTICE:

194-DGE5 Down

=]

ad Upload not Seeing your Spreadgheet to You may up oad on Y once,
download? this section could be Please make sure your spreadsheet is complete before uploading,
minimized, click cun

iE Summary - Double chick row t Bt @ Export Site Records @ Export Infrastructure Answers

Last Update  COWA Trax : " : Infra.
Daes D | Site Marme | Site Address . ity | FIPS Code | Agency Statug | R Mgrmit Status  Statis
08/26/20 S-015561 |DGS HAMLET BEQUEATH APPOMATTON CO BURNETTS ROAD APPOMATTON COUNTY APPOMATTOMN COUNTY - 011 SUBMITTED TO COVA TRAX NO
S-001261 |DGS FORT MONROE QUITCLATM FROM USA FORT MONROE HAMPTON HAMPTON CITY - 650 SUBMITTED TO COVA TRAX MO

S-001211 |DGS PAMUNKEY TRIGE TRUST KING WM RTE 673 KING WILLIAM COUNTY KING WILLTAM COUNTY - 101 SUBMITTED TO COVA TRAX NO

S-001201 |DGS WESTMORELAND PLAZA HEMRICO CO 1957 WESTMORELAND ST HENRICO COUNTY HENRICO COUNTY - 087 SUBMITTED TO COVA TRAX MO

S-000145 |DGS DARBYTOWN RD SURFLUS WAREHOUSE HENRICO €O 1910 DARBYTOWN RD RICHMOND HENRICO COUNTY - 087 SUBMITTED TO COVA TRAX NO

S-000144 | DGS WARRENTON TRACT FALGQUIER CO NE OF FIFTH ST WARRENTON FALIQUIER COUNTY - 061 SUBMITTED TO COVA TRAX MO

S-000140 |DGS LURAY DISTRICT LAB PAGE OO 77 COURT LN LUIRAY PAGE COUNTY - 139 SUBMITTED T OOVA TRAX ND

S-000136  |DGS THE CARILLON RICHMOND CITY 1300 BLANTON AVE RICHMOND RICHMOND CITY - 760 SUBMITTED TO COVA TRAX MO

5-000137 |DGS BROAD 5T STATION RICHMOND CITY 2400 W LEIGH 5T RICHMOMND RICHMOMND OOTY - 760 SUBMITTED TO OOV TRAX RO M



= Summary - Deuble dick rowto Edit. @ Export Site Records @ Export Infrastructure Answers

Lﬂm u:-.u]:]m Site Name: Site Address ity FIPS Code Agency Status Rec Mgt Status 1!"‘:;
08y 28/20 5-015561 |DGS HAMLET BEQUEATH APPOMATTOX CO BURMNETTS ROAD APPOMATTON COUNTY APPOMATTOX COUNTY - 011 SUBMITTED TO CO0A TRAX NO
08y 28/20 5-001281 |DGS FORT MONROE QUITCLAIM FROM USA FORT MONRDE HAMPTOMN HAMPTOM CITY - 650 SUBMITTED TO CO0A TRAX ]
08y2E/20 5-001211 |DES PAMUNEEY TRIEE TRUST KING WM RTE 673 KING WILLTAM COUNTY KING WILLIAM COUNTY - 101 SUBMITTED TO CO0A TRAX RO
082620 | 5001201 |DGSWESTMORELAND PLAZA HENRICD 0O 1957 WESTMORELAND 5T HENRICO COUNTY HENRICO COUNTY - 087 SUBMITTED TO COVA TRAX NO
08y28/20 5-000145 |DGES DAREYTOWN RD SURPLUS WAREHOUSE HEMRICO CO 1910 DARBYTOWMN RD 087 SUBMITTED TO CO0A TRAX RO
08/ 26/20 5-000144  |DGS WARRENTON TRACT FALQUIER CO NE OF FIFTH 5T — dDUblE-Clle 3 ﬂWhEFE on o0&l SUBMITTED TO CO0A TRAX NO

row to open record

08y 28/20 5-000140 |DGES LURAY DISTRICT LAB PAGE CO 77 COURT LN B A5 SUBMITTED TO COWA TRAX L]
08y28/20 5-000138 |DES THE CARILLOM RICHMOND CITY 1300 GLANTON ANE RICHMOMND RICHMOMND CITY - 760 SUBMITTED TO CO0A TRAX RO
08y 28/20 5-000137 |DGS BROAD 5T STATION RICHMOND CITY 2400 W LEIGH 5T RICHMOMND RICHMOND OOTY - 760 SUBMITTED TO CO0A TRAX NO
08y 2E/20 5-000136 |DES MMES MONROE TOME RICHMOMND CITY 412 5 CHERRY 5T RICHMOND RICHMOND CITY - 760 SUBMITTED TO OO0 TRAX RO
08y 28/20 5-000135 |DES VIRGINIA WAR MEMORIAL RICHMOND CITY 621 S BELVIDERE 5T RICHMOMND RICHMOND OOTY - 760 SUBMITTED TO CO0A TRAX NO
08y 28/20 5-000134 |DES LEE MONUMENT RICHMOND CITY 1700 MOMUMENT ANE RICHMOND RICHMOND CITY - 760 SUBMITTED TO CO0A TRAX ]
08y2E/20 5-000133 |DES CAPITOL AREA RICHMOND CITY CAPTTOL SQUARE RICHMOMND RICHMOND COOTY - 760 SUBMITTED TO CO0A TRAX RO
08/ 26/20 5-000121 |DGS FORMER VEC HOTRS RICHMOND CITY 703 E MAIN 5T RICHMOMND RICHMOND COTY - 760 SUBMITTED TO CO0A TRAX NO

Number of web pages to scroll through to view all records - use left and night arrows to go back

or move fnrward 1 page, use left or right double-arrows to return to page 1 or last page. Users total recard count ** will

can modify number of records to display on screen, up to 50. change if any filters applied

T —
Pagenfl |. View 1 - 14 of 14
= —




COVA Trax Web Portal

& M-R Fix - Site Infrastructure Updates

COVATrax ID: | s-0012m ] Mams:
Sive Address: | 1557 WESTMORELAND ST ] Ty
Zip: | 23730 Total Acreags:

FIPS Code: | HEMRICO COUMTY - 0BT et | Agency Code:
Site Type | OFFICE L | Site Status

Hello bres-info@dgs virginia. o

DS WESTMORELAMND PLAZA HEMRICD CO ]

HEMNRICO COUNTY

13.27

194

1M LISE

# Infrastructure - Details requested for Maintenance & Reserve budgeting, responses due by 8/31/2020

Prior year survey
answers (if any) will
be displayed.

year answers. Click
on Save even if no

changes are made.

Stormwater Quality

Commenits

Nearest Major Location

Age of System{Date Last Restored to New)

Infrastructure’s Quantity

Our Campus Has This Infrastructure
Age of System{Date Last Restored to Newl

Infrastructure’s Quantity

RICHMOMND

Agencies must open Site Condition | UREAN
each M-R FIX site _
Water Production Our Campus Has This Infrastructure | yo
record each year to
Age of System{Date Last Restored to Newl
make any changes
- Infrastructure's Quantity
and/or verify no
I:I'IHI'IQES to prior Water Distribution Our Campus Has This Infrastructure | ygs

07/01/1983

1000.00

YES

07011923

1327

Gallens Per Day

LF of Primary Distribution

Acres

=

Version: 5.0.2



COVA Tl_ax WE'b Pﬂlta| Hello bres-info@dgs virginia. o =

Version: 5.0.2

& M-R Fix - Site Infrastructure Updates

. COVATrax ID: | 5001201 ] Mame: | DES WESTMORELAMD PLAZA HEMRICO CO ]
Site profile
. Sice Address: | 1957 WESTMORELAND ST ] City: | HEMRICO COUNTY ]
section only -
Zip: | 23730 Total Acreage: 1327
no changes can e )
FIPS Code: | HEMRICO COUMTY - 0BT et Agency Code: | 104
be made here J ]
Site Type | OFFICE L | Site Status | |M IUSE ]

Answer all questions (including 2 at bottom even if not one Lriaie
of 3 agencies referenced in label.) If answer Yes to any y:
guestion, you must provide both an Age of system and a Mearest Major Location | RICHMOND w
Quantity. The Comments box is optional. Site Concition (g .
Water Production Our Campus Has This Infrastructure | yg W

-

. type of quantity to
Infrastructure's Quantity Gallens Per Day E|"‘|’[Er'J varies with
each system type

Age of System{Date Last Restored to Newl

Water Distribution Qur Campus Has This Infrastructure | vES "

Age of System{Date Last Restored to Newl | g7/01/1923

Infrastructure’s Quantity |1000.00 LF of Primary Distribution
p—
Stormwater Quality Our Campus Has Thiz Infrastructure | vEs " provide date as to when system |
last restored to New condition

Age of System{Date Last Restored to New) | g7/01/1923

Infrastructure’s Quantity |13.37 ACres



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.

L4 ] August 2020 [+ ]

Su Mo Tu We Th Fr Sa

2 2 4 -] 6| 7 8

3 io| 11 12 13 14 13
16| 17| 18 19| 20| 21| 22
23 24| 25 26 | 27 28| 28
20| 21

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.



Sewer Treatment

Sewer Collection

Steam Production

Steam Distribution

Chilled Water Production

Chilled Water Distribution

Roads - Primary

Our Campus Has This Infrastructure
Age of System{Date Last Restored to Newl

Infrastructure’s Quantity

Our Campus Has This Infrastructure
Age of System{Date Last Restored to Mewl

Infrastructure's Quantity

Our Campus Has This Infrastructure
Age of System{Date Last Restored to Newl

Infrastructure’s Quantity

Our Campus Has This Infrastructure
Age of System{Date Last Restored to Mewl

Infrastructure’s Quantity

Our Campus Has This Infrastructure
Age of System{Date Last Restored to Newl

Infrastructure’s Quantity

Our Campus Has This Infrastructure
Age of System{Date Last Restored to Newl

Infrastructure’s Quantity

Our Campus Has This Infrastructure
Age of System{Date Last Restored to New)

Infrastructura’s Quantity

NO

YES

07011983

2000.00

Gallens Per Day

LF of Primary Distribution

Pounds Per Hour of Capacity

LF of Primary Distribution

Tons

LF of Primary Distribution

LF



answer
questions
far these 2
systems

even if not
one of the
referenced
agencies

Roads - Secondary and Service

Parking

Institutional Security - Electronic
{DOC, Djj, & DBHDS only)

Institutional Security - Barrier
{DOC, DJ}, & DBHDS only)

Tip! If Site Condition at top = Secure Perimeter, one or

hoth of 2 systems ahove should be answered as Yes

M Last Updaed: 4/23/2018 12:12:08 PM by BRETT KEESECKEREDGEVIRGIMIA GOV

Bl Upload Documents - any files to support Comments or answers provided above.

COur Campuz Has Thiz Infrastructure
Age of System({Date Last Restored to New)

Infrastructure’s Quantity

Our Campus Has This Infrastructure
Age of System({Date Last Restored to New)

Infrastructure’s Quantity

COur Campuz Has Thiz Infrastructure
Age of System{Date Last Restored to New)

Infrastructure’s Quantity

Our Campus Has This Infrastructure
Age of System{Date Last Restored to New)

Infrastructure’s Quantity

Click Browsa (Choose File) button to select a file from your computer, and then dick Document Upload button to upload.

Choose File | Mo file chosen

Document Upload

= W

07/01/1983

1200.00
NG W
M W

Make sure to SAVE your
changes, click SAVE even
if no changes.

% Cancel

Upload any supporting documents here - Click on Choose File, select file(s),

then click on Document Upload. Max total size per upload is 4 GB.

LF

£ of Spaces

Developed Acres

Developed Acres

Land Use Plans should be
uploaded in the LUP area

M Creaned: 472302018 12:1 206 PM by BROTT.KCLSCCKCREDGE VIRGIMIA. GOV



COVA Trax Web Portal

Helle bres-infol@dgs. virginia. pow!

=

Version: 5.0.2

SUMMary - Double cick raw to Edie. @ Export Site Records

2 FINAL steps for M-R FIX:
1) Make sure Infra. Status for all records = YES

2) Download the Property Records Excel spreadsheet to
complete survey questions for building systems. Return to
portal and Upload when finished. ** Even if no changes
since prior year submission, download and upload the
spreadsheet, this will be considered the current year
submission.

194-DGS

Property records with each Site - verify and submit spreadsheet by 2/31/2020

Download €

Download

Uploaded
07/22/2020 02:15 PM | bres-infoi@dgs.virginia_gov

Uploaded By

Site Dz
City:

Status:

@ Export Infrastructure Answers

-SELECT-

5 Reset

OTICE:

You may upload only once,
Pleaze make sure your spreadshest is complete before uploading,

Apency Code: | 194-DGE5 W
Site To Include: | SELECT- w
FIPS Code: | sELECT-
Rec Mgmt User Status: | _SELECT- ps

download your list of M-R FIX site records and download

your survey answers to the site infrastructure questions

LD';E:"’:E "-':""i"n““ Site Marme Site Address City FIFS Code Agency Status Rec Mgrnt Stalus 5,":.3.
8/28/20 S5-015561 |DGS HAMLET BEQUEATH APPOMATTON CO BURNETT'S ROAD APPOMATTON COUNTY APPOMATTOM COUNTY - 011 SUBMITTED T OO TRAX YES
5/2E/20 5-001281  |DGS FORT MONROE QUITCLAIM FROM USA FORT MONROE HAMPTON HAMPTON CITY - 650 SUBMITTED TO OO TRAX Y25
8/28/20 5-001211  |DGES PAMUNKEY TRIEE TRUST KING WM RTE 673 KING WILLTAM COUNTY KING WILLTAM COUNTY - 104 SUBMITTED T OO TRAX YES
5/2E/20 5-001201  |DGES WESTMORELAND PLAZA HENRICD 0O 1857 WESTMORELAND ST HENRICE COUNTY HENRICO COUNTY - 087 SUBMITTED TO OO TRAX Y5
8/28/20 5-000145 |DGES DAREYTOWN RD SURPLUS WAREHOUSE HENRICO O 1510 DARBYTOWN RO RICHMOND HENRICO COUNTY - 087 SUBMITTED T OO TRAX YES
5/2E/20 5-000144  |DGS WARRENTON TRACT FAUGUIER 0O ME OF FIFTH 5T ViARRENTON FAUCULER COUNTY - 061 SUBMITTED TO OO TRAX Y5
8/28/20 5-000140 |DGES LURAY DISTRICT LAB PAGE CO 77 COURT LN LURAY PAGE COUNTY - 139 SUBMITTED T OO TRAX YES
5/2E/20 S-000138  |DNGS THE CARILLON RICHMOND CITY 1300 BLANTON AVE RICHMOND RICHMOND CITY - 760 SUBMITTED TO OO TRAX Y5
8/28/20 5-000137 |DGS BROAD ST STATION RICHMOND CITY 2400 W LEIGH ST RICHMOND RICHMOND CITY - 760 SUBMITTED TO COWA TRAX O




Example of a Property Records spreadsheet

= (L 194_ProperiyRecordsCOVATran.xlsx - Excel &=

Insert Page Layout Farmulas Data Review View Developer ACROBAT 2@ Tell me what you want to . Snelson, 5ara (DGS)

.. 13 AutaSt .
D 36 Cut Avrial -1 - Nrap Text Ill sresum p
ER Copy - _ [¥] Filn -

Paste Merge & Center - Conditional Format as Insert Delete Format Sort & Find &
¥ Format Painter vierge & Lentel ; Clear = 5
- Formatting Table - - - — Filter = Select =
Clipboard ] Font Alignment Mumber Styles Cells Editing S
126 - Jo £
A E = [u] E F G H 1 J -
INSTRUCTIONS
Starting with column I, for each record below please provide a response in each column
highlighted in yellow, where applicable. Refer to this row above each column header for further IF PROPERTY NAME IS INACCURATE, IF PROPERT]
information. ENTER HERE SUGGESTED NAME INACCURAT
CHAMGE HERE CORR
(=kip if Property Name is OK} (skip if Add
If you have records to add, please enter them on the next worksheet, '"NEW Property Records'.
24
MEW PROFERTY MAME [due to
26 | Site Agenct ~ | Site IL ™ | Sive Name ~ | Site Citg. ™ | Sive Sta ™ |Propeny IC ™ | Propernty Name ~ |Agency| ™ |change in Use or Agency) T | Address 1 ~ |CORRECT
26 | DS _194 S-000133 | OGS CAPITOL AREA RICHMOND CITY RICHMOMD | W F-002608 DIGS CAPITOL COMPLER 9TH AND FRAMKLIN PARKING DECK | DGS_194 9TH AND FRAMELIM
27 | DGS_194 5-000133 | OGS CAPITOL AREAS RICHMOMND CITY RICHMOMD | va, F-002608 DIGS CAPITOL COMPLEX FERGUSON EUILDING DGS_194 09 0LD M 4THST
28 | DGS_194 5-000133 | OGS CAPITOL AREA RICHMOMND CITY RICHMOMD | wa, P-003509 OGS CAPITOL COMPLEX LIERARY OF WIRGIMIA DGES_194 200 E BROAD ST
29 | DGS_194 5-000133 | OGS CAPITOL AREAS RICHMOMND CITY RICHMOMD | va, F-002610 DIGS CAPITOL COMPLE MARNSION COTTAGE DGS_194 GOVERMNORS MAMSIOR
30| DiES_194 5-000133 | OGS CARITOL AREAS RICHMOMD CITY RICHMOMD | wa, F- 002611 OGS CARITOL COMPLEX MAMNSION GARAGE DiGS_194 CAPITOL SRUARE 33-2
3 | DES_194 S-000133 | OGS CAPITOL AREA RICHMOND CITY RICHMOMD | WA F-002612 DIGS CAPITOL COMPLER MANSION GUARDHOUSE DGS_194 CAPITOL SQUARE 39-4 -
Property Records-COVA Trax MEW or MISSIMNG Property Records EQ 24 Default values Construction Types Descriptions Age of System Instructions | {-E- 4 3

Ready = B m - 1 + T



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 ‘E024’ 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’.

This workbook contains links to one or more external sources that could be unsafe.
If you trust the links, update them to get the latest data. Otherwise, you can keep working with the data you have. |

Update Don't Update Help



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

H#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.

H#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.



mailto:bres-info@dgs.virginia.gov
mailto:bres-info@dgs.virginia.gov
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