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COVA TRAX WEB PORTAL SUMMARY

COVA Trax, the Department of General Services, Division of Real Estate & Facilities Management’s integrated
workplace management system, is used to administer and manage the Commonwealth’s real estate portfolio
and efficiently maintain its real estate records.

The COVA Trax Web Portal has the ability to streamline the Commonwealth agencies’ annual real estate
reporting requirements and is accessible to users as of July 2020. It 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 reducing overall
administrative duties.

REPORTING REQUIREMENTS

The General Assembly mandated through the Code of Virginia and the Appropriations Act that agencies who
own or lease real estate must report certain information to DGS on an annual basis. DGS consolidates and
presents this information in a summary report to the General Assembly in November as mandated by the
Code of Virginia. The consolidation of real estate records into one database helps DGS better track and
manage the Commonwealth’s real estate portfolio.

LAND USE PLAN (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 @ 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 August 31st.

NON-DGS/AGENCY ADMINISTERED LEASE (NAAL)

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 property.
Specific data included in the report shall be at a minimum, the number of square feet occupied, the number of
employees and contractors working in the leased space, if applicable, and the annual cost of the lease. This
information is due to DGS each year by October 1st.

Please Note: VITA supported browser for this platform is Google Chrome. If you experience any issues with
screens not displaying properly, please make sure you are using Google Chrome and not Internet Explorer

(IE).
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NEW UPDATES FOR THIS YEAR
This year there is an update to the portal in both areas.
For NAAL & LUP area, the Latitude & Longitude fields for existing records can now be updated if needed.

In the Property Information Section, we are now capturing last year’s reported land use. Please refer to

the “Property Information Section” as to the current status of the Site as determined by last year’s

reporting. If the designation changes from an “underutilized” or “surplus” status to an “in use” status, please
provide a brief explanation for this status change in the Comments Box.

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 COVA Trax Web Portal. If
someone else in your agency needs access, please send the request to DGS at BRES-Info@dgs.virginia.gov

Web Portal Questions

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

e Land Use Plans & M-R FIX: Monday, August 31, 2020

e Property Spreadsheets: Monday, August 31, 2020
o Non-Administered Leases: Thursday, October 1, 2020

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

e Email: At any time you may send your questions to BRES-Info@dgs.virginia.gov

e Call: You can reach the Real Estate Coordinator during regular business hours (Monday through Friday
8:30 AM —5:30 PM) or by leaving a message at (804) 225-4018.


mailto:BRES-Info@dgs.virginia.gov

R

Virginia's Real Estate & Assets
Management System

Land Use Plan (LUP)

User Instructions

Department of General Services
Division of Real Estate & Facilities Management
Bureau of Real Estate Services



¥
Y
L

et

DREFM Division of Real Estate and Facilities Management
Bureau of Real Estate Services

dgs.virginia.gov

COVA Trax Web Portal
Land Use Plans (LUP)
Agency User Instructions

Step 1: Log in

New Users:

You will receive an email from BRES-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.”

Existing Users:

You will not receive an email this year. Please use the same login credentials as last year.

Here is the link to the website: https://covatrax.dgs.virginia.gov/Account/Login

Your user name is your email address. At the Login Screen, if you do not remember your password click on
“Forget Your Password?” to reset. Enter your email address and hit Submit. You will receive an email from
BRES-info@dgs.virginia.gov with a link to reset your password.

Step 2: Select “Land Use Plans” on the COVA Trax Portal Welcome Page
Step 3: Review your agency’s list of existing Site records in preparation for Agency Land Use Plan submission

A listing of your agency’s existing Land Use Plans (LUP) [or Site records, formally known as Tracts] can be
viewed on the Land Use Plan Search page. You must review and update each Site record individually in the
COVA Trax Web Portal. You can export your agency’s list of Site records into an Excel spreadsheet by clicking
Export Site Records” to review all data before making the changes in the COVA Trax Web Portal.

Q, Land Use Plan Search

DUE DATE: Name: | Agency Code: | sgiecT v
LAND USE PLAN RESPONSES BY 8/31/2020 Site ID: Site To Include: | g per.
City: FIPS Code: | sgiecT- w
Agency User Status: | g ect v Rec Mgmt User SLatus:| e err. v

G i

=Summary - Doubie dick row to Edit. @ Export Site Records @ Add New

e COVA Trax

DELETE  update o Site Name Site Address ity FIPS Code Agency Status Rec Mgmt Status
x 07/16/20 5015605 |MRC TANGIER JETTY ACCOMACK CO THE UPPARDS TANGIER ACCOMACK COUNTY - 001
x | 07/16/20 [ 5-015604 .DF‘S HEW CENTRAL HQ HANOVER COUNTY IETUDI EY RD .HANO'.'ER .ﬁlthO:lD CITY - 760

x 07/16/20 [ 5-015603 .UUF CLYDESWAY RD LEBANON RUSSELL CO .lin‘l’khwﬂ-\( RD LEBANCN .RUSR(-I L COUNTY - 167
s 0F/16/20 S-000735 | VEP LONG MOUNTAIN TOWER FACILITY CAMPEELL CO RTE 24 RUSTBLRG CAMPBELL COUNTY = 031
» 07/16/20 5-001001 |VDOT COLUMBLA PIKE AHQ ARLINGTON CO 1426 COLUMBIA PIKE ARLINGTON ARLINGTON COUNTY - 013
x a7/16/20 [ 5015594 .DM WHITE POST READINESS CENTER CLARKE CO .I'D\Tul:RML" RO WHITE POST .CD\RKL COUNTY - 043

x [ 071620 [ S-D00R06 .\mm‘ ATLEE AREA HG HANOVER CO | 10267 TELEGRARH RD .nsumnn .HMUO'JFP. COUNTY - 085
x | 07/16/20 | S5-015586 .U:"'(H HAMPTON RDS DISTRICT GFFICE SUFFOLK .-’":l'l BURBAGE DR .‘nI)H-{}I K .Hlﬂ-H}lK CITY - 800

“ 07/186/20 5-015585 |DOC CENTRAL ADMIN HQ RICHMOND {6900 ATHORE DR RICHMOND RICHMOND CITY - 760

x [ Q7/16/20 [ 5015584 IVDOT MONTVALE AHQ BEDFORD CO .1095 GOOSE CREEK VALLEY RD .NONF‘.’M.E BEDFORD COUNTY - 019



mailto:BRES-info@dgs.virginia.gov
https://covatrax.dgs.virginia.gov/Account/Login
mailto:%20BRES-info@dgs.virginia.gov
mailto:%20BRES-info@dgs.virginia.gov
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Use the following search features, found at the top of the Land Use Plan Search page, to search for a specific
LUP Site record. Search fields are not case-sensitive and you can enter all or any portion of an ID or text.

Name - COVA Trax Site record name

Site ID - unique ID for the Site record assigned by COVA Trax (e.g. S-000001)

City - city where owned Site is located

Agency User Status - you can search two (2) ways using this field:
0 Empty Status — Site records that need to be reviewed and updated by the Agency
O Ready For Rec Mgmt. - means the agency updated the Site record and it is ready for DGS

Records Management review

Agency Code - State agency code based on the ownership of the property.

Site to Include - Use this function to sort by “new” or “existing” Site records.

FIPS Code - Federal Information Processing Standard Code (FIPS) or Region/Locality code

Rec Mgmt Status - utilized by DGS only

Click “Search” to retrieve the Site records or “Reset” to clear the fields and start a new search.

From the Land Use Plan Search page, double click on the Site Name listed in the search grid to view an
individual Site record. The Land Use Plan - Site Record Update page (screenshot below) for that Site record
will open for you to make your annual updates.

**If you have answered YES to structures added or demolished OR land acquired or disposed, you must upload a new
Site Plan. If uncertain as to your agency’s current Site Plan on file with DGS, please contact DGS by email at
BRES-info@dgs.virginia.gov or by phone at (804) 225-4018.

& Land Use Plan - Site Record Update

COVA Trae 10z 5000133 | MName: | DGS CAPITOL AREA RICHMOND CITY

Sne Address: | capi Ciye | s

g L zaae | Total Acreage:

=+ From your last land use submission. please answer questions below. responses due by 8/31/2020

W Land Use Plan Instructions

If you've answered YES to structures added or demolished OR land acquired or disposed, you must upload a new Site Plan.

If uncertain whether DGS has a current Site Plan on file, please contact DGS via email at bres-info@dgs.virginia.gov.

Ay Poiwe Structures Planned? | epiBet.  a

Any New Structures Added? | coiect. v

Any Structures Sold? (as part of any land disposition) | seLecT

**You will notice that you cannot make changes in the top section except for the Longitude and Latitude fields.
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The following information must be updated in the “From your last land use submission, please answer
questions below, responses due by 8/31/2020” section. To avoid losing your changes, be sure to click on
‘Save’ to close the record and return to the Search page.

e Any New Structures Planned?: Answer “yes” if you are planning to add new structures

e Any New Structures Added?: Answer “yes” if you have added new structures

e Any Structures Demolished?: Answer “yes” if you have demolished any structures

e Any Structures Sold? (as part of any land disposition): Answer “yes” if you have sold any land
improved with structures

e Number of Existing Buildings on this Site?: Enter the number

e Is each building fully occupied or utilized?: Answer “yes”,“no”, or “N/A”. Please answer “N/A” if your
site record does not contain a building. If you answer “no” and there is an underutilized building(s) on
the site, please identify the building(s) in the “Identify Building(s)” comments box and include the
following information: 1) name of building, 2) size, 3) use type (i.e. office building, dormitory, storage,
etc.) and 4) the amount of underutilized square footage available.

e Any portion of the building being used or occupied by another entity or agency?: Answer “yes”, “no”,
or “N/A”. If yes, please identify the following in the “Identify Building(s)” comments box: 1) name of
building(s), 2) Square Feet, and 3) Occupant(s). Please make sure the agreement for the occupancy is
reflected in the NAAL area of the portal.

e Any land acquired?: Answer “yes” or “no”. If you answered “yes,” a box will appear asking for the
new Total Acreage after the acquisition (e.q. if originally the Site acreage was 100 and 20 acres were
purchased, enter here 120 acres) Acreage for the newly acquired land is stated in the deed, please
upload a copy of the recorded deed in the Upload Documents section unless the transaction was
managed by DGS

e Any land disposed?: Answer “yes” or “no”. If you answered “yes,” a box will appear asking the new
Total Acreage after the disposition (e.qg. if originally the Site acreage was 100 and 20 acres were sold,
enter here 80 acres) Acreage for the sold land is stated in the deed, please upload a copy of the
recorded deed in the Upload Documents section unless the transaction was managed by DGS.

e Number of New Easements recorded from July 1, 2019 through June 30, 2020 (for existing
properties): Provide the number of new easements entered into in the last fiscal year (for the period
of July 1, 2019 through June 30, 2020) - please upload the recorded deed of easement(s) in the Upload
Documents section unless the transaction was managed by DGS

e Agency Surplus Designation: Please refer to the “Property Information Section” as to the current
status of the Site as determined by last year’s reporting. If the designation changes from an
underutilized or surplus status to in use then please provide a brief explanation for this status change
in the Comments Box. Choose 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.

e Comments Box: Please use the comments box to clarify any question that you provide a “Yes”
response to in the above questions.
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Step 4: Add a new LUP

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 LUP, click on “Add New” on the Land Use Plan
Search page.

| Q Land Use Plan Search

DUE DATE: Name: | ] Agency Code! |Lsgleer- w0
LAND USE PLAN RESPONSES BY 8/31/2020 Site ID: Site ToIncude: | epieer. W
City: FIPS Code: | g gcT- w
Apency User Satus: | g per- w Rec Mgmt User Status:| eg ey, ~

e

Last =

DELETE  Update mfh"‘“‘ Site Name Sitn Address City FIPS Coda Agency Status Risc Mgt Status
= oF 620 5-015605 |MRC TANGIER JETTY ACCOMACK CO THE UPPARDS TANGIER ACCOMACK COUNTY - 001
x [ 4716120 | s-orse0s |ors NEW CENTRAL HOQ HANOVER COUNTY .51uu| ] .HﬂN(?UFH [Pes— CITY - 760

= [ 07/16/20 [ 5-015603 .ﬂl‘JF CLYDESWAY RD LEBANDN RUSSELL CO ::nn&swn RO .I.&B-INCH\E .Ru!i.‘ii-_ll COUNTY - 167
x [ 07/16/20 | s-ooo73s |vse Lons MOUNTAIN TOWER FACILITY CAMBRELL €O ke 24 RusTEURG .cmnwnbu COUNTY - 031
x [ 07/16/20 [ S$-001001 .vmr COLUMRLA FIKE AHQ ARLINGTON CO .14)6 COLUMRIA PIKE .M.lmlsmn .nk.l.!m;'mn COUNTY - 013
x [ 07/ 16720 [ S-015504 .nnm WHITE POST READINESS CENTER CLARKE CO .FFJ\I’HFRHFD RD .errF POST .(U\RKF COUNTY - 043

x [ 07/16/20 | 5-000806 'vm‘r ATLEE AREA HGQ HANOVER CO | 10367 TELEGRAPH RD .ﬂﬁHumO .m\musk COUNTY - 085
x [ 07/16/20 [ 5-015586 .WJOT HAMPTON RDS DISTRICT OFFICE SUFFOLK .7511 BURBAGE DR .SUFFOLK .SUFFQLK CITY - 800

x | a7/16/20 | 5-015585 .DOC CENTRAL ADMIN HQ RICHMOND :sm ATHORE DR IMCIMOND IMCIINONQ CITY - 760

x [ 07/16/20 [ S-015584 .WOT MONTVALE AHQ BEDFORD CO .h095 GOOSE CREEK VALLEY RD .NONT\'ME .B[DWRD COUNTY - 019

& - complete this s

COVA Fray ID: Site Type! | splFCT- v
Agency Code | _cnecT. v FiFS Code:  _ceiecT v
Mo Totad Acreage:
Site Address Latauce: @
City: Longtuse: @
2 Employes Resdance &
Number of existing bullgings on this ste Number of existing easements on this ste
Cemeteries | SppT. W Antennal | gmEcT. W
Commentss

& Cancol

Ipload Documents - Upload related docuw ; B S Title Commitment Policy

Site Plan Is needed =
Oick Browse {Choose File] button to sefect a file from your computer, and then cli Upload toad,

| Cmoose File | Mo file chosen
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Once on the Land Use Plan New Site page, input the new Site information. In addition to the Site Name and
location information, please include the following:

Agency Code: State agency code based on the ownership of the newly acquired property
Number of Existing Buildings on this Site: Number of buildings on this Site
Cemeteries: Answer “yes” or “no” as to whether there is a cemetery on this Site
Comments: Provide additional information that may be of use
Site Type: Identify the type of use such as Office, Educational, or Military
FIPS Code: Federal Information Processing Standard Code (FIPS) or Region/Locality code
Total Acreage: Total acreage from deed record or multiple deed records.
Latitude/Longitude: If unknown, click on the globe beside “Latitude” or “Longitude” - this takes you to
an external website (www.latlong.net) where you will enter the property address and click “Find” to
identify those coordinates - copy and paste them into the COVA Trax Web Portal
» Note: Longitude should be a negative number (-)
e Employee Residence #: Number of residential units (single-family residences) on this Site.
o Number of Existing Easements on this Site: Number of easements on this Site.
e Antenna: Answer “yes” or “no” as to whether there is an antenna/tower on this Site.

e Be sure to attach the following documents for the new Site record in the “Upload Documents” section:
Recorded Deed(s)

Land Use Site Plan (See instructions & examples below)

Easements

Title Policy

Plat(s)

YVVVVYY

**It is important that you click “Save” after entering each new Site record or your changes will be lost.
LUP Site Plan

e For newly acquired property or other owned property not listed, or if you have answered YES to structures
added or demolished or land acquired or disposed, you must upload a new Site Plan. If uncertain as to your
current Site Plan on file with DGS, you can obtain a copy via email at BRES-info@dgs.virginia.gov or call DGS at
(804) 225-4018.

A LUP consisting of the following should be uploaded (see examples below):

1. ASite Plan showing:

e The agency name, the tract or campus name, the acreage, the longitude/latitude, the locality
name, a graphic scale, and a north arrow.

e Existing buildings with names, roads, parking lots, major pedestrian avenues, archeological sites,
historic landmarks, timber management areas, and areas leased for mineral extraction.


http://www.latlong.net/
mailto:BRES-info@dgs.virginia.gov
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e All land uses must be shown, including buffer areas, agricultural uses, and areas under forest
management (on a facility site), floodplain areas, and areas leased to others for management.

e Future development plans showing development as envisioned by the agency’s six year capital
plan, including proposed buildings, roads, parking lots and major pedestrian avenues, and
proposed property boundaries, whether expanded or reduced. Future facilities will be
crosshatched or clearly identified by some other technique.

e Additional land proposed for acquisition to expand the facility, showing the location and the
proposed use(s).

e Indicate any buildings planned for demolition or other removal.

e |[f the property or any portion thereof is not being used and is not planned for future use, then
indicate the location and acreage and include an evaluation whether it should be identified as
surplus property.

e The scale of the plan shall allow for easy identification of the details and features. Normally a scale
of 1”7 = 500 ft. is sufficient.

2. The approval of the cognizant board or governing body of the department, agency or institution of the
LUP (or the agency head in the absence of a board or governing body), along with a recommendation
on whether the property should be declared surplus by the department, agency or institution.

0 Davhytoreen Hond. Fachmond VA
Fie Edt Vew Favoles Took Heb

Qs - - =) 2 7L, sesen Jpfevone £

Acaess [@) ~p / /macs google com/maps Timenta=1 91 0-D arbytowmeRoad. s Aichmeond, « VALume1 Lisel) TF-BLhgethnear=1 310D arbytowm+Pid +Richmond VA + 23231t

Wb images Mideos Maps News Shopping Gmad mom

(,:D\ )SIL' MapPs [1210 Darbytown Roac, Richmond, VA Search Maps

2 Ston] ©) CiinXenhop Appicaia | ©) Richmond Conter - Mics...[[£7 1910 D avbptomen Rloa | ] inbox - Miciosoh Outiock | 3 DGS - \Wiemole | 15 Miciosolt Excel - \\Remote | «leye @ 330am
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EXHIBIT A

VICINITY MAP
VIRGINIA STATE MAP

BUILDING S |
FAACS # STORAGE LOT \ 1+
194DSF1 [} \§
- i |
|
106
LEGEND
— — — —— PROPERTY LINE
BUILDING/STRUCTURES: ONE STORY BLOCK BUILDING GRAPHIC SCALE
42,000 SQ. FT. IR 200’
ACREAGE: 9.99 ACRES 1"'=200" (ol ™
SUBJECT PARCEL
VIRGINIA SURPLUS WAREHOUSE / 1910 DARBYTOWN ROAD / PARCEL ID #25443
e T
rocke VIRGINIA DEPARTMENT OF GENERAL SERVICES| [ °** M
BINQINIIHINPEEBE?_I m’ w me m
1011 Boulder Springs Drive, Suite 200 | Richmond, Virginia 23225 DRAWN BY: DATE: JOB NO: 1
e RJD 9/15/10 10-047
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Step 5: Review, verification and updating of existing Site records and adding any new Site records must be
completed by close of business on Monday, August 31, 2020.

DGS must set a deadline in order to complete the mandatory reporting due to the requirements of the
General Assembly. Please update all site records by close of business on Monday, August 31, 2020. 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.

11
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User ID Email from DGS

Reset Password Inbox =
BRES-Info@dgs.virginia.gov

fome =

Please reset your password by clicking here

= Reply » Forward

[\

New Users Only

You will receive an email from
BRES-Info@dgs.virginia.gov to
confirm your account and setup
password. Click on the “here” link,
and you will be directed to the
Reset Password page.

13
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Setting up Your Password

COVA Trax Web Portal

@ Reset Password

Email:
Confirm Email
Paszword:

Confirm password.

1. Passwords must be at least 8 characters long.
2. Passwords must include the following 4 categories:
- Uppercase letters
= Lowercase letters
= Numbers
= Special characters

3. Password must be changed every 90 days.

~

& Password Policy

AN

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

14
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P-0 HI Forgot Password Confirmation... | Reset password confirmatio... X ‘

File Edit View Favorites Tools Help
= aSuggestedSites' @WebSIiceGaHeryv @ M A @ v Pagev Safety~ Tools~ @v §

COVA Trax Web Portal

Reset password confirmation.

Your password has been reset, Please click here to log in

AN

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

15
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Log In Page

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

If you forget
your password,
Click Forgot
your password
toreset it

Virginia's Real Estate & Assets
Management System

MANHATTAN

© 2020 - Department of General Services | COVA Trax User Guide
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Land Use Plans (LUP) Welcome Page

COVA Trax Web Portal

Hello bres-info@dgs.virpinia.zovt
kel L4

COVA Trax Portal

Version: 5.0.0

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

Portal
Land Use Plans M-R FIX Non-DGS/Agency Administered Lease
LUP updates due by 8/31/2020 M-R FIX Infrastructure updates due by Updates due by 10/01/2020
T 8/31/2020

Select Land Use Plans

Please visit the DGS website for this year's user guide and training information. Thank you.

17
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Search Options

COVA Trax Web Portal Land Use
T A
Version: 5.0.0
DUE DATE: Name: | Agenglode e v
LAND USE PLAN RESPONSES BY 8/31/2020 Site 1D SiteToInclude: | ¢pipep. v
Ci(}': FIPS Code: SELECT- v
Agency User Status o e v Rec Mgmit User Sta oryep. v

ZSummary  voubkeickrowtoEdit. @ ExportSite Records @ Add New

Search by Site Name, Site ID, City, Agency User Status, Agency
Code, Site to Include (i.e. a new or existing site),or by FIPS City
Code. (“Empty Status” are Site records that need to be

reviewed and updated by the Agency and “Ready for REC

Click Search to retrieve a list of Site
records that match your search

w0 criteria. Hit Reset to clear any
previous search criteria and start

Mgmt” are records that have been updated by your agency. o '

“Submitted To CovaTrax” status indicates DGS Records g 3R4IN.

Management has completed the review). \WARREN COUNTY - 187
07/16/20 | S-001283 |VDOT TROY AHQ FLUVANNA COUNTY FORMER TROY AHQ FLUVANNA COUNTY - 065
07/16/20 S-001114 DI] CULPEPER FACILITY CULPEPPER CO 12240 COFFEEWQOD DR (CULPEPER COUNTY - 047
07/16/20 | S-001077 | DOC PETERSBURG FARM PRINCE GEORGE CO RTE 285 PRINCE GEORGE COUNTY - 14!
07/16/20 5-001006 WVDOT EBL RAMP TO RT 7 EAST TOLL BOOTH =1 EBL RAMP [FAIRFAY, COUNTY - 058
07/1620 | S-000977 VDOT RT. 698 ROUTE 698 SHENANDOAH COUNTY - 171
07/16/20 | 5-000921 VDOT MULE GRAVEYARD STORAGE LT RT 231 & 654 MADISON COUNTY - 113

18



=

' DREFM ‘

Reviewing/Exporting Existing Sites

COVATrax Web Portal

Use Plan Search

DUE DATE:

= SUMMarY -DaublecickrowtoEdie. @ ExportSite Records @ Add New

LAND USE PLAN RESPONSES BY 8/31/2020

Name: H

Site ID:

City:

Land Use

Agency User Status: | g(p(T. v

0 Reset

Bureau of Real Estate Services

Agengy Code:

Site To Include:

FIPS Code: |

Rec Mgmt User Status:

Division of Real Estate and Facilities Management

dgs.virginia.gov

Bigsvignagd (%

Version:

Lstptate gy oy

/ Site Name.
Date _

Site Addresz

[

FIPS Code

Agency Status Rec Mgmt Status

071620 5013561 | DGS HAMLET BEQUEAT%WOMATIDX @ BURNETT'S ROAD APPOMATTOX COUNTY - 011
07/16/20 6013554 | DGIF HAZEL RIVER. -%N‘ MILLS DAM) CULPEPER -DEMO HAZEL RIVER CULPEPER COUNTY - 047
071620 5013346 |VDOT ROUTE SS%MMSION PROJECT NORFOLK ROUTE 564 NORFOLK CITV - 740

7]

MORGAN'S FORD BOAT LANDING

WARREN COUNTY - 187

| Click here to download

"w| acomplete listing of all

"w| Agency Site records

FORMER TROV AHQ FLUVANNA COUNTY - 063
12240 COFFEEW0O0D DR CULPEPER COUNTY - 047
RTE 295 PRINCE GEORGE COUNTY - 149

TOLL BOOTH =1 EBL RAMP

FAIRFAX COUNTY - 5%

071620 5000977 |VDOT RT, 698 ROUTE 658 SHENANDOAH COUNTY - 171
07/16/20 §-000921  |VDOT MULE GRAVEYARD STORAGE LT RT 231863 MADISON COUNTY - 113
071620 5000885 | VDOT GARRISONVILLE STORAGE LOT STAFFORD CO ROUTE 684 STAFFORD COUNTY - 179
07/16/20 §-000831 |VDOT WHALEYVILLE SUB AREA HEADQUARTERS RT 635 SUFFOLK CITY - 800
07/16/20 5000679 |VDOT BOONES MILL STORAGE AREA BOONES MILL FRANKLIN COUNTY - 067

07/16/20 §-000625 | VDOT MAINTENANCE & CONSTRUCTION PROGRAM BLAND

48321 D WOODROW BIRD MEMORIAL KWWY

BLAND COUNTY - 021

071620 S-013605 | MRC TANGIER JETTY ACCOMACK CO THE UPPARDS TANGIER ACCOMACK COUNTY - 001
07/16/0 §-013604 | DFS NEW CENTRAL HQ HANOVER COUNTY STUDLEY RD HANOVER RICHNMOND CITY - 760
071620 5013603 | DOF CLYDESWAY RD LEBANON RUSSELL CO (CLYDESWAY RD LEBANON RUSSELL COUNTY - 167
07/16/20 §-000735  |VSP LONG MOUNTAIN TOWER FACILITY CAMPBELL CO RTE 24 RUSTBURG CAMPRELL COUNTY - 031
071620 5001001  |VDOT COLUMBIR PIKE AHQ ARLINGTON CO 1426 COLUMBIA PIKE ARLINGTON ARLINGTON COUNTY - 013
071620 6015554 | DMA WHITE POST READINESS CENTER CLARKE CO FEATHERBED RD WHITE POST CLARKE COUNTY - 043

Pageofle L]

View 1 - 20 of 845

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

Displays a count of
total Site records
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Division of Real Estate and Facilities Management

Bureau of Real Estate Services

Editing an Existing Site Record

COVATrax Web Portal

Q Land Use Plan Search

DUE DATE:
LAND USE PLAN RESPONSES BY 8/31/2020

Land Use

Name: H

Site ID:

City:

Agency User Status: | g(p(T. v

s RESEI

Agency Code: | g ey
Site To Include: | _sggcT.
FIPS Code: | p T,

Rec Mgmt User Status: _seiecr.

(€]

dgs.virginia.gov

0 AddNew
“’Dla'::’f‘ COVA Trae ID SiteName Site Aress tiy FDS Code Agency Stas Rec Mgt Status
-
6P | S015561 |DGS HAMLET BEQUEATH APROMETIOY CO BURNETT'S ROAD ABBOMATION COUNTY - 011
S |S535 |DEIF RAZEL RIVER (NON, MILLS DAW) CULPEFER DEWD HAZEL RIVER CULPERER COUNTY - 047
DU | SUSHE VDOT ROLT 64 EOASION PROTREAORFOK ROUTE 564 NORFOLK CITV - 710
WS | SO15540  VDOT MORGAN FORD BRIDGE REAuGNMT NORGAN's FORD BOAT LANDING WARREN COUNTY - 157
/1670 | SA01283  |VDOT TROY AHQ FLUVANNA COUNTY \ FORNER TROY 2HQ FUVANNA COUNTY - 55
WS | SA01114 DI CULPEPER FACILITY CULBERPER CO \ 12240 COFFEEN00D DR CULPERER COUNTY - 047
/1670 | SA01077 |DOC PETERSBURG FARM PRINCE GEORGE €O \ RTE 235 VRINCE GEORGE COUNTY - 149
WS | SAU006 |VDOT EBLRAKP TO RT EAST \ TOLL BOOTH =1 E5L RAMP FAIRFAX COUNTY - 059
THED | SA00STT |VDOTRT. 638 \ ROUTE 638 SHENANDOA COUNTY - 171
WS | SO0S2E|VDOT MULE GRAVEWARD STORAGE T \ RT3 65 NADISON COUNTY - 113
/6P | S000385 |VDOT GARRISONVILLE STORAGELOT STAFFORD CO \ ROUTE 53¢ STAFFORD COUNTY - 173
WS | SO0 |VDOT KHALEWILLE SUR ARER KEADQUARTERS AH SUFROLK CITY - 30
U870 | S00673 VDO BOONES MILL STORAGE 4REA BODIES HILL FRANKLIN COUNTY - 07
WS | SA006I5 VDT MAINTENANCE & CONSTRUCTION FROGRAN BLAND 21 D WOODROI BIRD NEMORIAL Hi BLAND COUNTY - 121
1670 | S015605 |WACTANGIER JETTV ACCOMACK CO ws\mos TANGIER ACCOMACK COUNTY - 001
WS | SO15604 |DFS NEW CENTRAL HO HANOVER COUNTY s\ HANOVER RICHNOND CITY - 760
W60 | SA15603 |DOF CLIDESAY RD LEBANON RUSSELL CO Double click on the Site name to COUNTY - 167
WS | SO0T35 (V5P LONG HOUNTAIN TOWER FACILTY CANPBELL CO . L COUNTY - 031
open the Site record
/1670 | S001001 |VDOT COLUMEIA PIKE AHQ ARLINGTON CO ON COUNTY - 013
G | 501535 | DHA WHITE POST READINESS CENTER CLARKE CO ‘FEATHEKBEDRD ‘WHHEPOST ‘cu\mecourm-nﬂ
View 1 - 20 of 845
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Y, Division of Real Estate and Facilities Management
! DREFM ‘ 9

Bureau of Real Estate Services

dgs.virginia.gov

COVA Trax Web Portal Land Use

Hello bres-info@dgs virginia gov! cS

COVA Trax ID: [5.pgar3s ] Name: | pGs CAPITOL AREA RICHMOND CITY ]
Site Address: | CAPITOL SQUARE ] City: | RICHMOND l
Zip: (23219 Total Acreage: | 4565
FIPS Code: | RICHMOND CITY - 760 ~| Agency Codes | 431
Site Type ]

= v| Site Status |1y USE
Longitude: @ | 774338 < » Latitude: @ | 375391

New Feature to update incorrect Longitude & Latitude if needed.

= From your last land use submission, please answer questions below, responses due by 8/31/2020

W Land Use Plan Instructions

If you've answered YES to structures added or demolished OR land acquired or disposed, you must upload a new Site Plan.

If uncertain whether DGS has a current Site Plan on file, please contact DGS via email at bres-info@dgs.virginia.gov.

# of Existing Buildings on Site AryfemSmaurs pamnes? s v
e
| Any new structures
Any Mew Structures Added? | gz peT- ~

Fully occupied or e planned, added,

: . demolished, or sold?
-1: . Any Structures Demalished? | SELECT- o ’ .
utilized: If no, s
enter number of
Any Structures Seld? (as part of any land dispesition) | sz peT. W
Required . I
Any portion of the building
Number of existing buildings on this site? . oy
: occupied or utilized by
Is each building fully occupied or utilized? | g pcr. W another entity or agency?
nts box and e y gency

. . If yes, enter the buildin
provide building |1, .c.c..c o Y SHEna

&0z used or occupied by another entity or agency? F,SEL.Ec;, v < name(s)’ square feet’ and
name(s), square - i
feet, and use type s phe
) > type. <+—“Identify Building(s)”
i #

comments box.

If land was acquired —p toiscisansd| e v

. Required
or disposed, enter |

new total acreage ryinatieset L v Any new easements added to existing
/ properties within the last year?

Number of Essements recorded from July 1. 2012 through June 30. 2013, (for existing properties).

Agency Surplus Designation | _sg ecT-  —)

Required

Select Surplus Designation

Commenzs

Enter any Additional Comments f————> y

M Red Mgme Status: [SUBMITTED TO COVA TRAX] 7/16/2020 3:11:48 P by TESA.VONBURGEDGS.VIRGINIA. GOV

X save < Cancel

W Upload Documents - Upload related documents here (i.e. deed, ESA, PlatSurvey, Purchase Agreement, Source deeds, Title Commitment Policy etc.)

Click Browse (Choose File) burton to select a file from your computer, and then click Document Upload
button te upload.

| Choose File | Mo file chosen
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Division of Real Estate and Facilities Management

Bureau of Real Estate Services

dgs.virginia.gov

Editing an Existing Site

COVA Trax Web Portal Land Use

Hello bres-info@dgs virginia gov! (Y

CovATrax 1Dz 5 pgo12z ] Name: | DES CAPITOL AREA RICHMOND CITY ]
Site Address: | CAPITOL SQUARE ] G | RICHMOND ]
S Total Acreage: |45 5
FIPS Code: ~| Agency Code: | jos
Site Type ]

~| Site Status [y Use

Laticuce: ‘@ | 375391

=» From your la: i - due by 8/31/21

W Land Use Plan Instructions

If you've answered YES to structures added or demolished OR land acquired or disposed, you must upload a new Site Plan.

If uncertain whether DGS has a current Site Plan on file, please contact DGS via email at bres-info@dgs.virginia.gow.

Any New Structures Planned? | _gg| ECT- -~
If you answered ‘Yes’ to
Ay New Structures Added? | SeLecT. Structures or Land
Required
Added or Demolished or
Any Structures Demolished? | .sgLECT- R

Required Disposed of, you must
Ary Structures Sold? (as part of any land disposition) | sz reT. upload a new Site Plan

Required

ng buildings on thi

Is each building fully occupied or utilized? | sgiecT: W
Required

Any portion of the building being used or occupied by snother entity or agency? | SElEcT-
Required

Identify Building(s)

Any land acquired? | SELECT-

Required

Anyland disposed? | szipcT- W
Required

Number of Easements recorded from July 1. 2018 through June 30, 2015. (for existing properties).

Agency Surplus Designation | _ge ecT-- -
Required

Comments

Pl

Hi Red Mgme Status: [SUBMITTED TO COVA TRAX] 7/16/2020 3:11:45 PM by TESA.VONBURG@DGS.VIRGINIA. GOV

& save & Cancel

W Upload Documents - Upload related documents here (i.e. deed, ESA. Plat® urvey, Purchase Agreement. Source deeds, Title Commitment Policy etc.)

Click Browse (Chaose File) button to select a file from your computer. and then click Document Upidad
button to uplead.

| Choose File | Mo file chosen

Choose file(s) and Upload any Please remember to hit Save after making any changes or your
supporting documents changes will be lost
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Division of Real Estate and Facilities Management

Bureau of Real Estate Services

dgs.virginia.gov

Adding a New Site

COVA Trax Web Portal

Use Plan Search

Land Use

piigniaged (3

DUE DATE: Name: | Agengy Coder_gpiar. v
LAND USE PLAN RESPONSES BY 8/31/2020 _— SeTohdute g v
City: FIPS Code: | seqecr. v
Agency User Status: | sg(eCT. v Rec Mgmt User Status: | seiecr. v
O Reset
d Doub oWt 0] ords @ Add
““Dgf’f‘ COVA Trax ID Site Name Site Address cty FIDS Code Ageney Status Rec Mgt Status
WGP | SIS |DGS HAMLET BEQUEATH APPOUATTOY CO BURNETT'S ROAD ABPOMATTON COUNTY - 011
W70 | 501555 |DGIF KAZEL RIVER (MON, MILLS DAW] CULPERER -DEWO HAZEL RIVER CULPERER COUNTY - 047
W/ | SIS VDOT ROUTE 564 EXPANSION BROECT NORFLK ROUTE 564 NORFOLK CITY - 710
W10 | SO15540) VDT HORGAN FORD BRIDGE REALIGNNENT WORGAN'S FORD BOAT LANDTNG WARREN COUNTY - 17
W0 | SA01283 |VDOTTROY AHQ FLUVANNA COUNTY FORMER TROY £HQ FLUVANNA COUNTY - 065
WA | S001116 DI CULPERER FECILTY CULPERPER CO 12240 COFFEENDOD DR CULPERER COUNTY - 047
W/ig70 | S001077 |DOCPETERSBURG FARM PRINCE GEORGE CO RTE 255 PRINCE GEORGE COUNTY - 149
WA | S01006  |VDOT EBLRAVP TORT 7 EAST TOLL BOOTH =1 EAL RAMP FAIRFAX COUNTY - 053
WA | SW07 VDOTRT. 638 ROUTE 638 SHENANDOAH COUNTY - 71
W70 | SU00921  |VDOT MULE GRAVEVARD STORAGE LT RT 2314634 WADISON COUNTY - 113
W/ | SO00885 VDT GARRISONVILLE STORAGE LOT STAFFORY c0 ROUTE 684 STAFFORD COUNTY - 173
W/Ag70 | SU00831  |VDOT WHALEWVILLE SUS AREA HEADQUARTER w765 SUFFOLK CITY - 800
W/A670 | SO00679  |VDOT BODNES MILL STORAGE AREA BODNES MILL FRANKLIN COUNTY - 067
W/Agh0 | 5000625 |VDOT WAINTENANCE 5. CONSTRUCTION BROGRRM BLAD 48521 D WOODROW BIRD WEMORIAL HWV BLAND COUNTY - 021
W70 | 51505 |MRCTANGIER JETTY ACCOMACK CO THE UPRARDS TANGIER ACCONACK COUNTY - 001
e ) .
W | s Click Add New to add a new Site HANOVER RICHOND CITY - 760
wie | S0 LEBANON RUSSELL COUNTY - 167
WA | S00735 (VP LONG NOUNTAIN TOWER FACILITY CAMPRELL CO RTE 24 RUSTRURG CAMBELL COUNTY - 031
W/Ag70 | SO0001  |VDOT COLUMEIA FIKE AHQ ARLINGTON CO 1426 COLUMBIA PIKE ARLIGTON ARLIVGTON COUNTY - 013
U670 | S-U155% |DMA WHITE POST READINESS CENTER CLARKE CO FEATHERBED RD WHITE 05T CLARKE COUNTY - 043

View 1-20 of 845
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Division of Real Estate and Facilities Management

Bureau of Real Estate Services

New Site Information

COVA Trax Web Portal

Land Use

Hello bres-
info@dgs.virginia.gov!

Mumbeyfof existing buildings on th

Cemeteries: g g(T-

Comments:

/

Enter new Site location information

(Agency Code, Name, Address info, # of
Buildings, Cemeteries, and Comments)

| ] Upload Documents - Upload related documents here (i.e. deed, ESA, PlatSurvey,

Site Plan is needed =

Upload button to upload,

I— Browse...

CoVA TraxiD: | ] site Type: |_gg e
Agency Code: | _sp(£(T- FIPS Code: | _spicT-
Name: Total Acreage:
Site Address: Latitude: @
(ity: Longitude: @
Ip: Employee Residence #:

Wumber of existing easements on this site:

Antenna? SELECT-

dgs.virginia.gov

(3

Version: 4.0.0

Click on the
Site Type
(e.g. Military,
Educational,
Office)

Click on the globe
to lookup
latitude/longitude
(longitude should
begin with “-")

Enter # of
existing

Save ance . .
i ~ on this Site

Enter the number
of Employee
Residences (single-
family houses) on
the Site

Click Browse (Choose File) button to select a file from your computer, and then dick Document

Purchase Agreement, Source deeds, Title Commitment Policy etc.)
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Division of Real Estate and Facilities Management

Bureau of Real Estate Services

dgs.virginia.gov

Contact and Additional Training Resource Information

DGS appreciates your agency using the COVA Trax Web Portal to submit
your required LUP annual report by the deadline:
Monday, August 31, 2020 by close of business.

For additional help using the COVA Trax Web Portal for the LUP annual
reporting:

 Email: At any time send your questions to
BRES-info@dgs.virginia.gov

e (Call: You can reach the Real Estate Coordinator during regular
business hours (Monday through Friday 8:30 AM — 5:30 PM) or by
leaving a message at (804) 225-4018.
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Virginia's Real Estate & Assets
Management System

Maintenance Reserve
Facility Indexing
(M-R FIX)

User Instructions

Department of General Services
Division of Real Estate & Facilities Management
Bureau of Real Estate Services
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7 | DREFM ‘ Division of Real Estate and Facilities Management

Yugst Bureau of Real Estate Services

dgs.virginia.gov

COVA Trax Web Portal
Maintenance Reserve Facility Indexing (M-R FIX)
Agency User Instructions

Step 1: Log in

New Users:

You will receive an email from BRES-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.”

Existing Users:

You will not receive an email this year. Please use the same login credentials as last year.

Here is the link to the website: https://covatrax.dgs.virginia.gov/Account/Login

Your user name is your email address. At the Login Screen, if you do not remember your password click on
“Forget Your Password?” to reset. Enter your email address and hit Submit. You will receive an email from
BRES-info@dgs.virginia.gov with a link to reset your password.

Step 2: Select “M-R FIX” on the COVA Trax Portal Welcome Page
Step 3: Review your agency’s list of existing M-R FIX Site records

A listing of your agency’s M-R FIX site records can be viewed on the M-R FIX Site Search page. You must
review and update each M-R FIX record individually in the COVA Trax Web Portal. You can export your
agency’s list of M-R FIX records into an Excel spreadsheet by clicking “Export Site Records” to review all data
before making the changes in the COVA Trax Web Portal. Once you have finished making your updates, you
can “Export Infrastructure Answers” for future reference.

QL M 8 Fix Site Search

DUE DATE:
M-R FIx RESPONSES DUE BY 8/31/2020

;
‘i

5@ s

SUTAITETE TO COvA TRAX

A48 5R88E8 85838
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Division of Real Estate and Facilities Management

Bureau of Real Estate Services

dgs.virginia.gov

Use the following search features, found at the top of the M-R FIX Site Search page, to search for a specific
site record. Search fields are not case-sensitive and you can enter all or any portion of an ID or text.

Name - COVA Trax Site record name

Site ID - unique ID for the Site record assigned by COVA Trax (e.g. S-000001)

City - city where owned Site is located

Agency User Status - - you can search two (2) ways using this field:
0 Empty Status — Site records that need to be reviewed and updated by the Agency
O Ready For Rec Mgmt. - means the agency updated the Site record and it is ready for DGS

Records Management review

Agency Code - State agency code based on the ownership of the property

Site to Include - use this function to sort by “new” or “existing” Site records

FIPS Code - Federal Information Processing Standard Code (FIPS) or Region/Locality code

Rec Mgmt User Status - utilized by DGS only

Click “Search” to retrieve the M-R FIX records or “Reset” to clear the fields and start a new search.

From the M-R FIX Search page, double click on the Site Name listed in the search grid to view an individual Site
record. The M-R FIX - Site Record Update page (screenshot below) for that Site record will open for you to
make your annual updates.

1 M-I i - Site Infrarstructuse Updates

& infrastriscture - Details requested for Maintenance & Reserve budgeting, responses due by B/31/2020

Water Production

Warer Distribution

Stormwater Cuality

Sewer Treatment

Sewer Collection
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Division of Real Estate and Facilities Management

Bureau of Real Estate Services

dgs.virginia.gov

Step 4: Update your agency’s list of existing M-R FIX Site records
You will notice you cannot make changes in the top section titled “M-R FIX — Site Infrastructure Updates.”

The following information must be updated in the “Infrastructure — Details requested for Maintenance &
Reserve budgeting, responses due by 8/31/2020” section. To avoid losing your changes, be sure to click on
‘Save’ to close the record and return to the Search page.

*Note: If there are no changes, please make sure you OPEN the record and click SAVE so that DGS knows
that you have reviewed the record.

UPDATES FOR THIS YEAR

This year we continue to ask agencies to provide additional information in regards to state-owned property
and the infrastructure systems at each Site. We are also requesting that agencies assist in verifying records in
our system of improvements on each Site and to answers questions regarding date of construction and the
age of building systems. Agency responses will be stored in COVA Trax and will be used by DGS’ Bureau of
Capital Outlay Management (BCOM) in the future for a new method of determining agency allocations of
maintenance reserve funds.

The infrastructure questions will display and export within each Site record. Previous answers will be saved to
the form. See below for instructions.

A spreadsheet listing improvements (aka Property records) on each Site for each property can be found on the
M-R FIX Site Search Summary screen (there will be a link to download and a link to upload when completed.)

We are asking Site Infrastructure questions and Property spreadsheets be completed by August 31.

Infrastructure guestions within each Site record

In each Site record, in the section labeled “Infrastructure - Details requested for Maintenance & Reserve
budgeting, responses due by 8/31/2020”, complete the following:

1: Select from the pick lists the Nearest Major Location to the Site and the Site Condition.

2: Review the list of infrastructure types. If the infrastructure type does not exist for the Site, select
“No” for the Our Campus Has This Infrastructure question and leave the other two (2) questions blank.
For Age of System, please use the following instructions to determine what date to enter here: Using
institutional records and knowledge enter the date, e.g. (07/01/1998) that reflects the actual age or
the average age of system as a whole. For example, for the average age: if half the system is 30 years
old, and the other half is 10 years old, enter a date that is 20 years ago.

3: Provide any more information that may be of use in the ‘Comments’ box at the top.

4: Repeat for each existing and newly-added Site record.
**Important Note: Click “Save” after updating each Site record or your changes will be lost.
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Division of Real Estate and Facilities Management

Bureau of Real Estate Services

dgs.virginia.gov

Step 5: Reviewing and updating spreadsheet listing improvements (aka Property records) on each Site

At the M-R FIX Site Search page, in the middle section labeled “Property records with each Site - verify and
submit spreadsheet by 8/31/2020”, click on the ‘Download’ link to export a spreadsheet of your agency’s
listing of all improvements for each Site.

Open the file in Excel and provide values/responses for all highlighted columns.

Please note the following:

1. This reportincludes a listing of all improvements on the property. If it is a Building and the Primary
Functional [use] Group selected does not equal “Other”, please answer the “Age of System” for all
systems listed in the Building Systems columns.

2. If there is only 1 functional use for the building, select the use in the Primary Functional Group column
and skip the column for Secondary Functional Group.

3. Ifyou select “Other” in the Primary Functional Group column, please enter a use description in the
next column.

4. For “Age of System”, please use the following instructions to determine what date to enter here: Using
institutional records and knowledge, enter the date, e.g. (07/01/1998) that reflects the actual age or
the average age of system as a whole. For example, for the average age: if half the system is 30 years
old, and the other half is 10 years old, enter a date that is 20 years ago.

Once you complete the updates in the Excel spreadsheet, you can upload the completed spreadsheet back
into the portal by returning to the M-R FIX Site Search page and click on the ‘Upload’ link.

Step 6: Review, verification and updating of existing M-R FIX records must be completed by close of
business on Monday, August 31, 2020.

Please update all M-R FIX records by close of business on Monday, August 31, 2020.
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Virginia's Real Estate & Assets
Management System

COVA Trax Web Portal
Maintenance Reserve Facility
Indexing (M-R FIX)
Screen Guide

Department of General Services
Division of Real Estate & Facilities Management
Bureau of Real Estate Services
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Division of Real Estate and Facilities Management

Bureau of Real Estate Services

dgs.virginia.gov

User ID Email from DGS

Reset Password Inbox =
BRES-Info@dgs.virginia.gov

fome =

Flease reset your password by clicking here

= Reply » Forward

o\

New Users Only

You will receive an email from
BRES-Info@dgs.virginia.gov to
confirm your account and setup
password. Click on the “here” link,
and you will be directed to the
Reset Password page.
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Setting up Your Password

COVA Trax Web Portal
i Reset Password (& Password Policy
1. Passwords must be at least 8 characters long.
Email 2. Passwords must include the following 4 categories:
Confirm Emait = Uppercase letters
Password: = Lowercase letters
Confirm password: : Numbers

= Special characters

3. Password must be changed every 90 days.

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

Bureau of Real Estate Services

dgs.virginia.gov

Password Confirmation

R Ty T T——— c]e_=x

| Forgot Password Confimation... | Resst password confirmatio.., ﬂh * {al

‘l it/ covatrax-test dgswirginia.gov/Account ResetPassword Confirmation P-¢

File Edit View Favorites Tools Help
{3 ‘aSugges‘fedSitesv aWehSIiceGaHeryv @ AR @ v Pagev Safetyv Toolsw @v i

COVA Trax Web Portal ‘

Reset password confirmation.

Your password has been reset. Please click hers to log in

\
\

Your password has been set up and you can
now “Click Here to log in” to the COVA Trax
Web Portal.
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| Division of Real Estate and Facilities Management
Bureau of Real Estate Services

dgsirginiagov

Enter your

user name _ _

(your email ~ : If you forget
address) and ' your password,
password .. OV Click Forgot
then click % A\ your password
Login to reset it

Virginia's Real Estate & Assets
Management System

MANHATTAN

© 2020 - Depariment of General Services | COVA Trax User Guide
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Division of Real Estate and Facilities Management
DREFM 9

Bureau of Real Estate Services

dgs.virginia.gov

Welcome Page

COVA Trax Web Portal

Hello bres-info@dgs.virginia,gov! 3

COVA Trax Portal

Version: 5.0.0

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

Portal
Land Use Plans M-R FIX Non-DGS/Agency Administered Lease
LUP updates due by 8/31/2020 M-R FIX Infrastructure updates due by Updates due by 10/01/2020
8/31/2020

A

Please visit the DGS website for this year's uger guide and training information. Thank you.

Select M-R FIX
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Search Options

COVA Tra)( Web Portal Land Use Hello bres info@dg virgiia.govt c;
Version: 5.0.0
O HHRFi iteSearch
DUE DATE Hare:| \ K (ot o v
N-R FIX RESPONSES DUE BY 8/31/2020 Stell: SteTolncude: | ggecr. v
iy FIFS Code: sz v
Agency User SRS, | ggieqr. v Rec Mgt User Status: | gg ey v
QSearch Oheset

(8 Propertyrecords with each Site - verfy and submit spreadsheet by 831/7,0 + Bgand

L/ N\ |

ESummary - Doutle koo  ExportSite Records ® B nfrastrcture Answers

Lot Updete Dete . (O Trx D / itz Narme SiteAddress Gy \w&ﬂe Ageney Satis Rec Nt Stztus Ifra, Staus

07/46/20 013361 ‘DGSHAMLHMTHAWOMAFDX(D ‘BURNEITSROAD AWOMA’HOXW\ 0]

[7/t6/20 s0um ‘DO%EURG FARM PRINCE GEORGE (O ‘RTEH& PMNCEGHRGEWUAW-N 0]
oy onn s an ER RN A N s

Search by Site Name, Site ID, City, Agency User Status, Agency | weu Click Search to retrieve a list of Site "
Code, Site to Include (i.e. a new or existing site),or by FIPS menwmn | records that match your search "
Code. (“Empty Status” are Site records that need to be ERCO Y criteria. Hit Reset to clear any "
reviewed and updated by the Agency and “Ready for REC REAIDID previous search criteria and start 0
Mgmt” are records that have been updated by your agency. ROl again. 0
“Submitted To CovaTrax” status indicates DGS Records ERATIES e "
Management has completed the review). \ww ‘mscouw-m 1
‘mmom: ‘mmowm-m 0

[7/t6/20 00837 ‘DGSBKDLDSWATIONRIEHMOMCW 2400 W LEIGH ST ‘KJO{MOND ‘RJO{MONDE]T\"-%U 0]

[ 0k ‘DGSJAMESMWKOETOMBWMONDCW 4125 (HERRY ST ‘WMOND ‘FMMONDCIW-?SH Ve

[7/t6/20 000135 ‘DGSV!RGINLAWAKMEMORJ.AL RICHUOND €ITY 6215 BELVIDERE ST ‘KJO{MOND ‘RJO{MONDE]T\"-%U 0]

[ SAl0L3 ‘DGSLEEWJNUMEM FICHIOND CITY 1700 MONUMENT AVE ‘WMOND ‘FMMONDCIW-?SH 1o

[7/t6/20 000133 ‘DGS(APITOLAREJRIO{MOI\DCI'W CAPITOL SQUARE ‘KJO{MOND ‘RJO{MONDE]T\"-%U SUBMITTED TO COVA TRAX VEs

7/tel20 00082t ‘DGSPJKMERVECHU[RS RICHMOND CITY 03 EMAIN ST ‘WMOND ‘FJDIMONDCIW-?SH -]

bt View 1-17of17
=
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Reviewing/Exporting Existing MR-FIX records

Hello bras-infofdgsvirginia gov [’
Version: 5.0.0

COVA Trax Web Portal Land Use

Q0 M Fie St Search

DUE DATE: Nare | \ A e o v
M-R FIXRESPONSES DUE BY 8/31/2020 el SteTohdde gy
) (iy: FIPS Code: | seter- v
Click to expand
Agency User Status. gy, v Rec Mgt User St8us, gz ey, v

Download/Upload Property
Spreadsheet Updates

To review your answers to the

() Property record eac Site - verity ana nreadsnes 020 a
infrastructure questions, click
. o here to export a complete listing
A
LisUdateDste . COVA TeD Gizhame SteAdres oy S (e Roeny et R e Sz Tifa Sats

[/t S01351 ‘DGS HAMLET| BEQUFA'II APROMATTOX CO ‘EURNEITS ROAD ‘AWOMA’ITOX COUNTY - 011 L0}
/620 ol ‘DOC PETERSBURG FA* PRINCE GEORGE C0 ‘KTE il ‘ PRINCE GEORGE COUNTY - 143 L}
06/15/20 0kt ‘DGS CIT COVPLEX N0|MERN VIRGINA ‘2214 ROCK HILL ROAD #600 HERNDOK ‘ FAIRFAX COUNTY - 053 A3

‘ 1 ‘ PIRE ‘HAMPTON ‘ HAMPTON CITY - 630 0

Click here to export site records AN e v
‘ JFSTHORELAND ST ‘HENRIOO COUNTY ‘ HENRICO COUNTY - 087 L0}

/620 S0043 ‘DGS 'DARBITOWN RD SURPLLS WAREHOUSE HENRICO (O 1510 DARBYTOWN RD RICHIOND ‘ HENRICO COUNTY - 087 L0}
/i S0t ‘DGS \WARRENTONTRACT FAUQUIER CO NE OF FIFTH 5T WARRENTON ‘ FAUQUIER COUNTY - 06t 0
[ERER] S04 ‘DGS ‘10,7789 ACRES NEWPORT KEWS 12030 JEFFERSON AVE INEWPORT NEWS ‘ NEWPORT NEWS CITY - 700 (]
[t S0040 ‘DGS LURAY DISTRICT LAB PAGE C0 TT0RTIN ‘lUW ‘ PAGE COUNTY - 133 o
/620 S000138 ‘DGS ‘THE CARILLON RICHMOND CITV 1300 BLANTON AVE ‘WMOND ‘ RICHHOND CITY - 760 L0}
/62 S0t ‘DGS BROAD 3T STATION RICHMOND CITY 2400 W LETGH &7 ‘WMOND ‘ RICHHOND CTTV - 760 0
/1620 00136 ‘DGS  JAES MONROE TOMB RICHMOND CITY 4125 CHERRY 5T ‘NJD!MOND ‘ RICHHOND CITY - 760 A3
/1620 000133 ‘DGS \IRGINEA WAR MENORIAL RICHNOND CITY 621 5 BELVIDERE ST ‘F.ICHMOND ‘ RICHHQND CITY - Te0 0
[/t S000134 ‘DGS LEE MONUMENT RICHMOND CITY 1700 MONUMENT AVE ‘WMOND ‘ RICHHOND CITY - 760 L0}
/620 S000133 ‘DGS (CAPITOL AREA RICHNOND CITY (CAPITOL SQUARE ‘MO{MOND ‘ RICHWOND CITY - 760 SUBMITTED TO COVA TRAX ES
/62 0002t ‘DGS FORVER VEC HQTRS RICHMOND CITY TIREMAINST ‘WMOND ‘ RICHHOND CITY - 7e0 A3

PagaDnH v View 1- 17 of 17
—
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COVA Trax Web Portal

Q MR Fec e Search

DUE DATE: Ne=el AR you W
MR A RESPONGES DUE BY R312020 O e — F
o Ao mery w
Mooy User St | oo ¥ Fiec Mgt Vser Stus. g 1, v

@Ftnﬁfnj.' records with each St verify and submét spreadsheet by 85172

ompiete before uploading

[P sy Sk o e ko S s
| X SASREDMA WHITE POST READINESS CBVTRR QUARKE 0D FETEREED A0 WHITE POET CLARKE COUNTY - $43 ¥
24 | SOILE DA ROMNOKE RERDINESE CENTER BOTEVIVRT [0 21 STEDR, TROUTVLLE BOTETOURT COUNTY - (3 e
| X Yﬂ.“.‘ﬂ; wmﬁmmm‘m\ T Tm)\_mutm RAOTT NOTOmRY Q0T :)i“ = -ﬁ;“.
! e SO0 DuA PXIAAK READINDSS CINTIR FAORFRY (O \ 75T BARDCOOC RD AR FRIRTAX COUNTY - 053 L3
120t [ FUNET DM WOODSTOOK RESIDESS CENTER, SAENANDOAH [0 \ 54 HONERRD SHENANDOAH COUNTY - 171 [ [ V& 1
| o s ows e U Tmenes BB MeBELED \ TR L AT 185 [ e
| wem FW0CD  DMA LEXINGTON READINESS (ENTER, SOORIDGE 00 LRE N FOOBFIGE COAT - 163 T
A iR MR SO0 TH BSTON READIARSS CENTER WAL L LMV R ALK CCUNTT - 85 "
| 2 MR STAUNTON DM 12 518NN J GRVER] 5F SURINON 7T - 0 |-}
| DA NP PENDLETON SMR oA BEACH .’b@mm;\nmmﬁm WIRIGEATA BEACH (T - 814 T_-
mwﬁ;rmvm mh)qm PRI} COUNTY - 08T Wi_
% DS WRRRENTOR RELOOESS (EMTER RAUQUIS 00 @nﬁ% FRUCUTER. COUNTY - 061 i -3
DMA SUFRDLY RERDDNESS CENTER SURROLL TV mcm-nk SR SUFFOLE CITY - 800 Vs
i 20 ] S00MM DA STAUNTON READDNESS CENTER ETRNTON CITY RO TCRIZOSE ME TN STAONTON (T - 96 ¥
: Rx S000E  DMA ROOKY MOUNT RE'DSAESS CEVTER AN (0 TR R \ ROO0 MONT FRANCLN COWNTY - 027 e
e | SO0 DA PULADN RLAZONSS (INTIR ALASQ (0 NIL 14 S 0RAP0R MTH \ -SLM PUADTCONTY 155 | [ s 1
[ R | Somoin | ouA PO RIS TR D 4 TV [mommsstiv \ s roTmom 78 W |

AN

Double Click on the Site Name
to open the M-R Fix record
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Adding/Editing a M-R FIX record

Comrinits | |
Select Nearest Major \e..,,m.m. — ¥~ Enter any general comments
Location and Site Condition st s I
‘Wster Produbon D Carnpars His This Infrisnatare |y o E
Enter Water Production o S st o e Enter Age of
lviilrustun's (uariity Caitwen e
& Distribution . = Systems &
Wster Disaribution e Capan s This Inftasdnan [qg; E Infrastructu re
Aol Syt Ll Pirdionind Ly k] (771 B - .
1 Infrislructun's Quaniity | 50080 :‘ U ol ey Chdribstion Quantltles (I'e'/
Enter Stormwater Stonrmwestey Quaity o i s This bdinlnatn [p; E Ga”onsl Llnear
Qua“ty Aguel Syt Dt Lt Pestoried s s | 1701090 Feet (LF), ACfeS,
T Wlvinlrustunds Quaniity 518 erm POUI’IdS and TOI’IS)
Sopeer Trestment Lo Catus s This Ity [up E
1 ) i Ll ool lo * i
Enter Sewer Treatment SR '”‘”'M”‘J"L“:’“" L When entering
& Collection ' e Age of System,
Sewer Collection i using institutional
A ol Syl v Lt Pocadiornd L ] [
I l'rl.\lluaﬂ.ll‘\wl'll-\‘ 10080008 L of Perrary Dratridbtion records and
Enter Steam — _ . 9 knowledge, enter
Production Prothe Lo Our Carmpars s This Infrasinnane (o
& Distribution S o the date, e.g.
Cuuantizy Prounchi P e of Capeity (07/01/1998) that
S T reflects the actual
I Aol Sl Dot Lt Pt 10 Naw) [ 7o
Infranutuns Quantity |3308.50 L of Pewruary Dridribion age Or the
Enter Chilled Chilles] Whatey Prodution e Carmpars s Ths infrastnatar (7o E average age Of
Water Production Al S s Lt Psdorid L6y o] | 12,7110 System asa
& Distribution Wefvislrustuoni's Quaniity (00,00 Toem Wh0|e. For
Chilles] Weslesr Distrbusticn e s s This ifasnatre [ygg E example' for the
ol St Dt L Parstornad o N | 753116 H
| T e | average age: if
) - half the system is
Rk - Priimary D Carrias H This bfislnatuns [p;
ol Sy Dot Lt Paradoorind 1 ) |70 30 yearS Old, and
Enter Roads & e Gty [swan ! the other half is
Parking R - Sevonedary and Sevvice Our s s T fdnatiae 10 years Old,
pe— | enter a date that
) is 20 years ago.
Parkirg Our Carnpas s This bnfinatore (oo o
e o S i D Ll Phrdcznind |2 B
| Inlnislructuan's Quariiy o ol e
Enter Electronic 5
. Iretitutional Sexurity - Detronic e Carnps His This bt [y
SeCUrlty (Doc' (00C, D & DETIDS only) agpel Syt Dt Lt Pt 1 Rl
DJJ, DBHDS only) .
Ittt Quanity Danvedograd Boricu
| |
. Iresditustional Security - Barvier Dur Carrgars Ha This bficslnatne | E
Enter Barrier {00C, Dff & DS only) ol S Lt Pz s ]
Security (DOC, DJJ, [ m——— Do
DBHDS only) ——
4 Cancel
Upload any lick Browse (Choose File) button to select  file from your computer, and then click Document Upload button to upload. . .
supporting EmrEs Please remember to hit SAVE after making any

documents F changes or your they will be lost

40



Division of Real Estate and Facilities Management
DREFM g

Bureau of Real Estate Services

dgs.virginia.gov

Contact and Additional Training Resource Information

DGS appreciates your agency using the COVA Trax Web Portal to submit
your required Maintenance Reserve (M-R FIX) annual report by the
deadline: Monday, August 31, 2020 by close of business.

For additional help using the COVA Trax Web Portal for the M-R FIX
annual reporting:

e Email: At any time send your questions to
BRES-info@dgs.virginia.gov

e Call: You can reach the Real Estate Coordinator during regular
business hours (Monday through Friday 8:30 AM — 5:30 PM) or by
leaving a message at (804) 225-4018.
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Virginia's Real Estate & Assets
Management System

Non-DGS/Agency
Administered Lease
(NAAL)

User Instructions

Department of General Services
Division of Real Estate & Facilities Management
Bureau of Real Estate Services
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Bureau of Real Estate Services

dgs.virginia.gov

COVA Trax Web Portal
Non-DGS/Agency Administered Lease (NAAL)
Agency User Instructions

Step 1: Log in

New Users:

You will receive an email from BRES-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.”

Existing Users:

You will not receive an email this year. Please use the same login credentials as last year.

Here is the link to the website: https://covatrax.dgs.virginia.gov/Account/Login

Your user name is your email address. At the Login Screen, if you do not remember your password click on
“Forget Your Password?” to reset. Enter your email address and hit Submit. You will receive an email from
BRES-info@dgs.virginia.gov with a link to reset your password.

Step 2: Select “Non-DGS/Agency Administered Lease” on the COVA Trax Web Portal Welcome Page

Step 3: Review your agency’s list of existing NAALs

A listing of your agency’s existing NAALs can be viewed on the Non-DGS/Agency Administered Lease 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 NAAL records into an Excel spreadsheet by clicking “Export Lease Records” to
review all data before making the changes in the COVA Trax Web Portal.

Non-DGS/Agency Adminisiered Leass Saarch

UPDATES DUE BY 10/01/2020

Agency Code. ~SELECT :J Property City From o
COVA Trax 1D Lease Name Current Term Start Date: @R m
Agency User Status. .spugcT- i&| Rec Mgmit User Status. | sgiget- V] Current Term End Date: B8 B

SUMMIMATY - Doubée ciok i i Bt Expost Lisase Records b Nirw

Deletr. l"ﬁ‘:‘“ m‘ m Lesse Neme Address ity ip MM""'"' “"EL'”“‘ Agency Status Rec. Mgt Status
*® oNUa0 | L-ooizis GMUGMU 10105 EVESHAM LN RESICENCE FAIRFAX 10105 EVESHAM LN FALREAX 22030 08/01/19 03/

x oz | Looizes GMU | GMU 10199 EVESHAM LN RESIDENCE FAIRFAX | 19199 EvESHAM 0 ratrrax 22030 | esovs | o |
X | a0 | Losazse MU | GMU 4031 UNIVERSITY BLVD BN 107 AND 309112 | 4031 uIvERSITY £R FAIRFAX. 1220303405 | omiowss | oanoma |
o | omowan | woomm | oMU | GMU 4071 UNIVERSITY DR RM 133, 116, 117, 129, 130 o1 wavERsITY B8 FAIRFAX wuwaae | emouis | owseao |
o OTOWI | L0123 | OMU | GMU 50 ACRES LAND POPES HEAD R FAEFAX 11022 poves wexp o ramra "onnon [ oo | ovowzz |
® ooz | Loz GHU | G COMMIRCE § AN 1 FINANCE LEASE FAIRIAX 4085 UNIVLRSITY CR # U7 FAIRIAX swwaer | eweans | oawm |
*® ONOHI0 | L-0o1Z9 (=TI SOUTH SECT 202 U BROADLMNUS SOUTH SECTION 202 LOUDOUN CO 23936 12111709 wawn |
® Leflle) | 001260 | CMU | oW MATHY MOUSE PAESIDENTS RESIDENCE FAIRFAX | 11020 POPES HEAD D Tratngax 1220304608 | 1095 | oaom |
® | L | L-001 242 e .Gwcﬂ‘icl'm 108 N BTH 5T RICHMOND | 108 noRH EIGHTH 5T RICHMOND: (1 | 100117 | ooz |
o OMONI | L0143 | GMU | GMU OFICEMESEARCH HANASSAS 438 pmecvaTION LoOP Manasaas 0110 | wmnr | owaem |
o OTCAI0 | L1245 |  GMU | GMU PROCUREMENT TECH ASST PRGH RH 113121, 125 AND 126 T —— FAIRFAX wowsds | omowan | oaswo |
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Use the following search features, found at the top of the Lease Search page, to search for a specific NAAL
record. Search fields are not case-sensitive and you can enter all or any portion of an ID or text.

e Agency Code - Agency code
e COVA Trax ID: Unique ID for the Lease record assigned by our COVA Trax system (e.g. L-000001)
e Agency User Status - you can search three (3) ways using this field:
0 Empty Status — Lease records that need to be reviewed and updated by the Agency
0 No change needed — means agency user opened the record, copied the values from the
previous year to the current year and saved the record (i.e. no change in lease terms)
0 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
Property City: City where leased property is located
Lease Name: Name of Lease
Rec Mgmt User Status - utilized by DGS only

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

Click “Search” to retrieve the Lease records or “Reset” to clear the fields and start a new search.
Step 4: Review, verify and update each of your agency’s NAAL record(s)
From the Lease Search page, double click on the Lease Name in the summary grid to view an individual Lease

record. The Update an Existing Non-DGS/Agency Administered Lease page (screenshot below) for that Lease
record will open for you to make your annual updates.

Update an Existing Non-DGS/Agency Administered Lease - update due by 10/01/2020

COVATraxID: [Looor2e | Agency Gode: (104 DGS
Tenant 0 [T-000032 | Property Address: (1300 MAN ST |
Lease Name: | SvABFM SCC TYLERFLS LB Property City. | RICHMOND ]
Lease Accounting Type: REGEIVAEILE Postal Gode: | 23218-2630
Longitude: [ -77.432¢ Latitude: | 37.5950
I
Previusiy Reported Tenant Name: (555 ] Revised Tenant Name: [ |
Previously Reported Landlord Name: IDgg l Revised Landiord Name:
Previously Reported Lease Type: |q(). V] Revised Lease Type: ~SELECT-
Previously Reported Agreement Type: | 574 ENT ﬂ Feevised Agreement Type: _SELECT-
Previously Reported Leased Area: (gagagron | Revised Leased Area
Freviously Reported Unitof Measurement: | sausss FEeT v | Revised Unit of Measurement _selecT-
Previously Reporied Head Gount: [g | Current Head Count
Previously Reported Annual Rent: [ggg | Gurrent Annual Rent
CommencementDate: (7012015 | Original Lease End Date: [ggaoizote |
Gument Gommencement Date: [grmuzote | Revised Gument Gommencement Date
CurrentLease End Date: [ggagzozo | Revised Gurrent Lease End Dale: B
Has the lease been terminated? e O o @
Comments: Current Annual Rent covers: (7/1/2020 - 6302021)
| e vsamers s e v 2 e meenen, o) ———

lick B (Choose File) your computer 7 Upload button to upload.

[ sromse
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You will notice on the Update an Existing Non-DGS/Agency Administered Lease page that you cannot make
changes in the shaded fields in the top section and also in the middle section in the left column titled
“Previous Fiscal Year 2020”. The following information must be updated. To avoid losing your changes, be
sure to click on ‘Save’ to close the record and return to the Search page.

e Fiscal Year 2021 data:

0 If all or most of the information for Fiscal Year 2020 is the same for Fiscal Year 2021, click
“Copy” to copy the information on the left into the boxes on the right for Fiscal Year 2021, and
then make any necessary updates

0 Current Annual Rent must be updated for Fiscal Year 2021. Enter the annual rent cost for Fiscal
Year 2021, this would be total rent due for the period of July 1, 2020 through June 30, 2021
(e.g. 7600.00 or 20346.79)

0 If the information for Fiscal Year 2021 has changed dramatically, simply key in the new
information in the right column of the middle section. Upload any supporting documents
(amendments, option letters, etc.)

e Lease termination information: If the lease has been terminated, please answer the question “Has the
lease been terminated?” question located on the left side of the middle section. When you click in the
“Yes” radio button a box will appear on the right side titled, “Lease Termination Date.” Enter the 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, etc.).
Please do not change the “Revised Current Commencement Date.”

*NOTE: Please do not zero out existing information when terminating a lease. You only need to update
the Termination Date.

Step 5: Repeat step 4 for each NAAL record listed for your Agency
Step 6: Add new NAAL

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 Search page.

Non-DGSAgency Admanstersd Loase Search

UPDATES DUE BY 10/01/2020

Agency Cose. aELECT v Property City From Ta
COVA Trax 1D Lease Name A Ferm Yan L B

Agency User SIS, seLect- w|  RecmgmtUser Status: | seear ~| Gument Tem End Date: | [ ]

-
Surmimary - Double cok row fo ESL Export Leasa Records Add Now I

Colnts  LastUpdste’  COVA Agency ol e Curr. Term Curr. Term
Date  Traxid Acweym Adiresy: iy L et et Agency Status Fonc. Mgt Status

orfeRTa | 1001738 L= MU TOTHS EVESHAM LN RESIDENCE FAIRES A A01HE EVESHAM LI FARFAX 22030 awfai1e 033730

oW | L0016 =21 MUY 10199 EVESHAM LN RESIDENCE FAIRFAX 10199 EVESHAM LW |rampax 22030 wouis | oawae |
orfewza | 1001730 L) MU 4031 UNIVERSITY BLVD M 107 AND 109113 AG31 UNIVERSITY 08 FAIRFAX T2030-3a0% arfoi1e D6/307TY
oo | 001231 oMy MU 4031 UNIVERSITY DRl RM 113, 116, 117, 129, 130 4031 UNIVERSITY DR |Famrax 22030-3409 roule | osse |
orfenze | LooizsE L) P S0 ACHES LAND POPES rEAD Rl PAIRFAX 2102 POPES reAD RO AR AR 00000 axoz/0 LT

OTON0 | L001235 £=21) GMI COMMERCE 1 ARD 11 FINANCE LEASE FAIRFAX 4085 UNIVERSITY DR 2 87 FAIRFAX 22030-3407 [T 03102730

oT/ese | L0012y (=20 ANDS 202 L M ¢ BROADLANDS SOUTH SECTION 202 LOUDOUN €O 23936 12411409 06321
| omesrzo | Locrzen GMU |G MATHY HOUSE PRESIDENTS RESIDENCE FAIRFAX 11020 FOPES MEAD RD FAIRFAX 2030-a608 | 1wouss | ooz |
oTeNI0 | L001242 L2 GMI OFFICE LEASE 108 N 8TH ST RICHMOND 108 NORTH ETGHTH ST RICHHOND: z:35 /01T o33N0
| emosz0 | ovaza GHMU | GMU OFFICE/RESEARCH HANASSAS 5430 INHOVATION LOOR MANASSAS 20110 [ Taownr | s |

X X X X M X X X X XX

OO0 | L-001246 (=) GMU PROCUREMENT TECH ASST PROM RM 115:121, 125 AND 126 4023 UNIVERSITY DR FAIRFAX 22030-340% o701/t 063020
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Once on the New Non-DGS/Agency Administered Lease page (screenshot below), input the new lease
information. In addition to the leased property location information, please include the following:

Agency Code - Agency Code

FIPS Code: Federal Information Processing Standard Code (FIPS) or Region/Locality code

Lease Type: Types of charges included in the Lease such as Base Rent, Taxes, and Insurance

Agreement Type: Type of contract binding the lease, (e.g. Expense Lease, Income Lease, Temporary

Transfer Agreement, License/Use Agreement, etc.)

Leased Area: Enter the total square feet or acres (acre is for leased land)

e Unit of Measurement: Enter the leased area unit of measure. Options are Square Feet or Acre (acre is
for leased land)

e Agency Lease ID: Internal agency lease number

e Payable/Receivable Type: If your agency occupies the space and pays the rent for this new lease,
choose “Payable” or if another party occupies the space and your agency receives rent for this new
lease, choose “Receivable”

e Latitude/Longitude: If unknown, click on the globe beside “Latitude” or “Longitude” - this takes you to
an external website (www.latlong.net) 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 (-)

e Lease Use: Describes the type of lease activity such as Air Monitoring Station, Office, Retail, or State
Park

e Annual Rent: Enter the annual rent cost for Fiscal Year 2021, this would be total rent due for the
period of July 1, 2020 through June 30, 2021 (e.g. 7600.00 or 20346.79)

e Head Count: This information, which is required by Code, refers to the actual current population in the

leased space and does not need to be a whole number if you have part-time employees in addition to

full-time employees (e.g. 22.25)

Be sure to attach any documents for the new NAAL in the “Upload Documents” section (e.g., lease,
license/use agreement, amendments, etc.)
**It is important that you click “Save” after entering each new NAAL record or your changes will be lost.

Agency Code: § 1 Agency Lease ID:

Lease Name: Payable/Receivable Type: gz ECT..
FIPS Code: |_gg pcre Tenant Name:
Property Address: Landlord Name:
Gity: Latitude: @
p Cod Lo de: @

Lesse Type | _seiecT- Lease Use | gl ECT-
Agreemen tType |_sElECT- A I Re

Leased Area: Head Count

Unit of Measurement:

Current Commencement Date:

W upload Documents - Upload related documents here (i.e. Lease, Amendment, Option Letter etc.) I

Click Browse{Choose File) button t select 3 file fram your computer, and then click Document Upload buton to upload

Browse.
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Step 7: Review, verification and updating of existing Lease records and adding any new Lease records must
be completed by close of business on Thursday, October 1, 2020.

DGS must set a deadline in order to complete the mandatory reporting due to the requirements of the
General Assembly. Please update all lease records by close of business on Thursday, October 1, 2020. After
that time, the COVA Trax Web Portal NAAL 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

Reset Password Inbox =
BRES-Info@dgs.virginia.gov

fome =

Please reset your password by clicking here

= Reply » Forward

o

New Users Only

You will receive an email from
BRES-Info@dgs.virginia.gov to
confirm your account and setup
password. Click on the “here” link,
and you will be directed to the
Reset Password page.
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Setting up Your Password

COVA Trax Web Portal

@ Reset Password

Email:
Confirm Email
Paszword:

Confirm password.

1. Passwords must be at least 8 characters long.
2. Passwords must include the following 4 categories:
- Uppercase letters
= Lowercase letters
= Numbers
= Special characters

3. Password must be changed every 90 days.
£ Cancel

o~

& Password Policy

A

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

50



Division of Real Estate and Facilities Management
Bureau of Real Estate Services

dgs.virginia.gov

| Bk

|| hitp://covatrax-test.dgs.virginia.gov/Account/ResetPasswordConfirmation P-0

| Forgot Password Confirmation... | - Reset password confirmatio... %

File Edit View Favontes Took Help
bt aiugges‘fedSitesv @WebSIiceGaHeryv ﬁ v [ @ v Pagev Safetyv Toolsv @v i

COVA Trax Web Portal |

Reset password confirmation.

Your password has been reset, Please click here to log in

AN
AN

Your password has been set up and you can now click on the
“Click Here to log in” link to login to the COVA Trax Web Portal.
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Log In Page

Enter your
user name
(your email
address) and

password
then click If you forget
your

I. . P \| T
ogin £ COVA password,

R Click Forgot
your password

to reset it

Virginia's Real Estate & Assets
Management System

MANHATTAN

© 2020 - Department of General Services | COVA Trax User Guide
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Non-DGS/Agency Administered Lease (NAAL) Welcome Page

COVA Trax Web Portal

Hello bres-info@dgs.virginia,gov! 3

COVA Trax Portal

Version: 5.0.0

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

Portal
Land Use Plans M-R FIX Non-DGS/Agency Administered Lease
LUP updates due by 8/31/2020 M-R FIX Infrastructure updates due by Updates due by 10/01/2020
8/31/2020 4

Please visit the DGS website for this year's user guide and training information. Thank you.

Select Non-DGS/Agency Administered Lease
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Search Options

Q0 Non-DeS/Agency Adrministered Lease Search

Search by Property, City, or

UPDATES DUE BY 10/01/2020 Lease Name
Agency Cade: “ Praperty Gity: / Fom To
(OVATrax[D: Leaze Name Mt sz =
/AgercyUserStatus: SHET- v RechgmtUser Status: | g, v CrentTermEnd ate ﬁ ﬁ
A \
Search by
COVA Trax ID Qearh Chsn Search by Current Lease

0 Add New

ESUMMATY -Dobeciccrontobse.  © ExponLesse Recors

Term Start Date or End Date

bas e COVA Trax 14 Aoy Leasz lame Adiress \ City Ip o Tem Cur, Term End Ageney Status Rec. Mgmt Status
Date Aeranym St
07lis/0 1000724 DG5S  |SVADGS BFM SCC TYLERRLS LB+9 1300 £ MAIN ST \ RICHIOND 23218-3630 it} 13020
7lis/0 1000745 DG5S |SVADGS BRYVDOT CENi HIGHWAY BLOG 1401 EBROAD 5T NDAD pEfat] it} 153020
07/is/20 L-000746 D68 SVA DGS BFM VDOT HIG HIA\' ANNEX BLDG 1401 EBROAD ST ‘HICHMM 819 /oi/18 I5/3020
07/is/0 L-000747 it} SVA DGS BFMVDOT MEM(‘KIM HOSAITAL BLDG 1401 EBROAD ST ‘RICHMDAD \ petit] fui/1s 15300
07/te/2 1003675 DG5S [ILDGS VCURS PARKING 9}1 AND FRANKLIN 575 RICHMOND TH AND FRANKLIN 5TS ‘HICHMOND \ PEfaL] [ty 130
i 1003832 DGS MOV DGs CITy OF R]CHM*‘D GOVERNOR STREET GOVERNQR STREET FROM BROAD ST TO BANK 5T ‘RICHMDAD pEfat] o [l
7lis/0 1003822 DGS  [SVADGS BFM HOUSE OF *LEGATES POCAHONTAS BUILOING 300 E NAIN ST ‘RICHMOND /o8 U302
i 1003820 D65 |5VADGS BFY HOUSE AP0 * RITIONS POCARONTAS BUILDING 900 E MAIN 5T ‘RICHMDAD pEfat] \ it} 183020
07/is/20 1003814 DG5S [SVADGS BFM SENATE FINI‘CE COMMITTEE POCAHONTAS BUILDING 300 E NAIN ST ‘HICHMOND pEfat] it} 153020
1 |

Agency User Status = “Empty status” are lease
records that need to be reviewed and updated
by the Agency; “No change needed” means
Agency has reported no changes from the
previous FY by copying prior year values and
saving 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

Click Search to retrieve a list of Lease records
that matches your search criteria. Hit Reset
to clear any previous search criteria and start
again

Pageufl

|
‘RICHMDAD s v | g
‘mcmorm s wos | s
‘wmmo s w0
‘mcmomn m v | R
)
0y View - 190f 19
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Reviewing/Exporting Existing Leases

Q Nor-DGS/Agency Adminisered L ease Search

UPDATES DUE BY 10/01/2020
Agency Code: ‘ Property Ciry: Fom To
(OVATraxID: Lease Name Curet T San Dt ﬁ ﬁ
Agency User Status: | sgizT. v Reclgmt User Suas: | gy v CorentTerm End Date ﬁ ﬁ
- DR
= SUMMaTY Do drwofat. @ BipotLeseRecords  Addhew
et Lptee AT Lease Name idrss Ciy Ip L Agency Status Rec, Mgnt Status
Date Heronym Start
WL L0 SADGSENSCTLRAS S HO0EMN ST ‘NICHMOND 233 s |
1 \Ef ‘mmouo i w0
Click here to download a complete listing |« e - ws |
of all Agency Lease records b5t ‘mmouo Fia s |
‘ Rijunists ‘mmaun 2 Wiy | R
WM WU |06 OUDGSCIY OFRID GERNCR TRET GOVERNCR STEETFON 81040 ST BHAKST ‘mmouo Fia wim |
WA WO | D6 SVADGSEY HOLSE OFDEEGHES POCAONTS BULDIG ADENNST ‘mmaun 2 s |
WU W06 SULDGSER HOLSE MVRORRATON D0COITS BIDNG AENNET ‘mmouo Fia s
SN WE 06 SVADGEEF SEITEFNAICE COMNITE OCKHONTASBULDING ADENNST ‘mmaun 2 w0
U WSS 065 SVADGSE SEITEROCHOITS BULDIG SENNST ‘mmor«o o s G
WA WES 06 SADGSE DL OHONAS BLDNG ADENNST ‘mmaun 2 w0
U0 | LOUSH | 0G5 |LOGEATITRTONDGS THE CARLLON COMNUNIGTIONS VTER 0 BLANTON ‘mmor«o o W |
N O D6 DGSOCLS3 EVEL RING DECK EDNDFIANCE LN RICRYOND 01 T4 57 ‘NICHMOND EiaEati wi | s
WO |6 |LOGESUACTELDGLUICS NETHORSS NG RCHYOND e ‘mmorw 2 Wi | W
OIS0 | O | D65 |TADGS TOVDOTGUARD HOUSE BROKDSTRICHNOND 1EERODST ‘mcmonn s s |
U O |DGS SVADGSEY HOLSE OFDELGHTS CARTOL BULIG oL squa ‘mmorw 2 s
UM | O |65 |SUADGSE DLS PCHONTAS ULDUIG SOENNST ‘mcmonn FiaE wis |
WSO 06 | LOGSRECOICLATONTRAGLE MOECT I OF RCHVOND H4TH A0 MAIVSTS ‘mmorw 2 o
SN O D6 |SUADGSE FETHGNTORCE 60 MW ‘mcwoua e w0
( )
View?-19.f 19
Screen view shows 20 records at a time. Displays a count of
Click left or right arrows to view additional total Lease records
Lease records
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View an Existing Lease

Q Nor-DGS/Agency Adminisered L ease Search

UPDATES DUE BY 10/01/2020

Ageney ad ‘ Propery Ciy:
COVATraxID: Lease Name
Agency User Status: | gz v Recgmt User Status: | gy, v

Current Term Start Date:

Current Term End Date:

=

dgs.virginia.gov

wokdt. @ Brortle © AddNew
et pte ORTm Lease Name hidress Ciy Ip UrTem o g Agency Status Rec, Mgnt Statis
Date Aeronym Start
W | WO | D65 (SVADGSERMSKCTLR AL T HAINST ‘mmaun AR s | o
WS | LS | DS |SVADGSEFHVDOTCENTRALHGHWAY BG 401 EBROAD ST ‘mmauo g e | 0
W | W0 | D65 (SADGSERNVOOT HlGHWWNEX 06 101 EBROAD ST ‘mmaun Pl s | o
WM | W0 | D% (SADGSER vnowmomw&@mws 10 EBROD ST ‘mmorm e e | o
UM | WOE | 065 |LOGSVCUKS PRKNGSTH YD rme STSRICHHOND THAND FRANILIN TS ‘mmoun P whyn | ol
WS | WO | D65 (WU DGSCIY OFRICHNOND GOVERNORNEH GOVERNOR STREE RON BROAD T TO BANK ST ‘mmorm e Wy | o
WAEM | WOOER | OGS SVADGSBENHOUSE OF DELEGATES nomuomk SULOING Q0 EMANST RICHION P s | o
wEn | oum |0 ; Im Pied s | o
Double click on the Lease name to e |
07/15/20 L-003814 DS Ill] 219 07/ot19 06/30/20
open the Lease record
wEn | e |06 : : b g s | o
07/15/20 L-003813 DS 5VA DGS BFM DLAS POCAHONTAS BUILDING 1900 £ MAIN ST ‘NICHMONU 219 07/ot19 06/30/20
MG | LG9S | 065 |LOGSATITITONDGS THE CHRLLON COMUNIGTION AVTERNA 300 BLANTON AV ‘KICHMOND nt W | s
VASM | LM | D65 |DGSIDCLS LEVL PARKING DECK BOND FIMNCELESE ICHHOND HONSTH 5T ‘mcmauo PEARTE s | s
WS | WM | D65 LGS SUACTELDGLUNDS NETWORKS NG RCHNOND NS §T ‘mmamo g Wiy | msn
WASM | LMD | D65 (TTADGS T UDOT GUARD HOLSE ROADSTRICHHOND 1401 EBROAD ST ‘mcmauo s e |t
UAE | LM | DS (SVADGSERH HOUSEOF DELEGATES CAPTOL BULOTNG CHPTOLSQUARE ‘mmamo g s | o
VAEN | LM | D65 |SVADESEENOLS POCAHONTIS DI A EMANST ‘mcmauo s i |
WAEN | WOMSS | D65 L OGS RECONCLETION TRENGLE ROICT CITYOF RICHYOND 4THAND WAV STS ‘KICHMOND oA W | s
WAEM | LOMSH | D65 |SVADASEFN FLEETNGITOFFICE BLDG W ETHST ‘mcmauo P s |
q )
View1-19.0f 19
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Updating an Existing Lease

COVA Trax Web Portal Non-DGS/Agency Administered Lease

( Update an Existing Non-DGS/Agency Administered Lease - update due by 10/01/2020

COVATrax I0: || 900724
Tenant I0: | 1.000032

AgencyCodk: jaipcs v

Property Address: 1200 E AN 5T

Hello bres-info@dgs.virginia.gov!

e

Version: 5.0.0

Lesse Name: | ys DG BFM SCCTYLER FLS LB l Praperty City: | RiCHMOND

Lease Accounting Type: | p

ABLE ¥ PostalCode: 337132630
Longtude @ 701 / Ladude: @ 375259

New Feature to update incorrect Longitude & Latitude coordinates

I = Previous Fiscal Year 2020 || Revised Fiscal Year 2021

Previously Reported Tenant Name: | l Revised Tenant Name: @ @ H

Revized Landlord Name: a0

Previously Reported Landlord Name: | peg l
Previously Reparted Lease Type: 7 v Revized Lezza Type: 00 SELECT-
Previously Reported Agresment Type: v Revized Agreement Type: [ )¢] SELECT-

Previously Reported Leased Area: Reised Leased Ares: @ O

Previously Reported Unit of Measurement: Revized Unit of Measuremen: @ @ SEECT- ¢

Previously Reported Head Count: Current Head Count: 9 G

< NT
000

SQUARE FEET v

:

Current Annual Renz @ O

Previously Reparted Annual Rent: | 47437.00
Commencement Date: |07/01/2015
Current Commencement Date: | 07/01/2019
Current Lease End Date: | 06/30/2020

Has the lease been terminated?
Yes ()

Original Lease End Date: | p&/30/2016
Revised Curren: Commencemen: Date: @) © ﬁ

Revised Current Lease nd Date: €@ O ﬁ

No @

Comments: © Current Annual Rent covers: W/1/2020- 6/30/2021)

Click Copy to move FY 2020 information
from left to right fields. Update fields as

Enter annual
rent total for
7/1/20 to
6/30/21

(e.g.
124521.78 or
12500.00)

needed for FY 2021

1 5o

£ Cancel

I W Upload Documents - Upload related documents here (ie. Lease, Amendment, Option Letter etc.)

Click Browse (Choose File) buttan to select a ile from your computer, and then click Document Upload buttan to upload

| Choose File | No file chosen

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

Upload any supporting documents (amendments,

The red icon
indicates a
required field.
Once updated
and saved, the
red icon
remains to show
any changes and
alerts DGS.

option letters, termination letters, etc.)
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Terminating a Lease

( Update an Existing Non-DGS/Agency Administered Lease - update due by 10/01/2020

COVATrax I0: | Lopo7as AgengyCoder e v
Tenant I0: | 1900032 Property Address: | 1300 £ AN 57 ]

Lease Name! | gy DG RN SCCTYLER FLS LB.9 Property City: mickhionD l
Lease Accounting TYRE: | RECEIVARLE ¥ Fosizl Code: 137132630
Longinde @ 77420 Linuce @ 7723

I = Previous Fiscal Year 2020 || Revised Fiscal Year 2021

Previously Reported Tenant Name: | s l Reised TenancNeme: @ @
Previously Reparted Landlerd Name: | peg l Revised Landlord Name: 00
Previously Reported Lease Type: | 7| seryicE v Revised Lezse Tyoe @0 Q) gz v
Previously Reported Agreemen: Type: | spare asgiGAMENT v evised Agreement Type: @ O ey v

Previously Reported Leased Area Revized Leased Arear 0 @

Previously Reported Unit of Measurement: | 5|J4q ?euisedUni(alMeasurerrem:e@ LSELECT- v

Previously Reported Head Count: Curren Head Count: @ ©

Previously Reparted Annual Rent: Cumrenthnnual Rent: @ O

Commencement Date: | 07/01/2015 Original Lease End Date: | 0g/30/2016

Current Commencement Date: | g7/01/2019 Revised Current Commencement Dte: @ O ﬁ
Current Leaze End Date: | 0g/30/2020 Revized Current Lease End Dare: @ @ ﬁ
Has the lease been terminated? Leaze Termination Dzte:
Y@ No() =
Comments; © Current Annual Rentcovg€: (7/1/2020 - 6/30/2021)
4

m gcance‘

I I Upload Documents - Upload related documents here (. Lease, Amendment, Option Letter etc)

(Click Browse (Choosa File) buctan to select a file from your computer, and then cick Document Upload button to upload

\ Choose File | No file chosen

Upload the lease termination “Has the lease been terminated?” If Yes, enter lease
letter or supporting documents. termination date in the right column.
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Q Nor-DGS/Agency Administered Lase Search
UPDATES DUE BY 10/01/2020
Ageney Cod Property Ciry: From To
COVATrax ID: Lease Name et Term San D ﬁ ﬁ
Agency User Statust | ey v Rechgmt User Sans:  gg . v CorertTemEndDee. 8 g
- Ofeset
Ary Do nortLezse Records €9 Add
Lot Ut L Leaze Neme Aderess ity Ip WM o e Agency Status Re, Mgt Status
Date Aeronym Start
07/1620 1000724 D65 |SVADGS BFM SCCTVLER FLS LI 1300 EMAIN 5T ‘NICH IOKD 213219-3630 /o 06/30/20
A L0073 DGE (VA DGS BFM VDOT CENTRAL HiHW’A‘( BLDG 1401 EBROAD ST ‘KICH IOKD i) 0/aif18 06/30/20
07/1620 1000746 D65 |SVADGS BFM VOOT HIGHWAY A|NEX BLOG 1401 EBROAD ST ‘NICH IOKD 119 fhit} 06/30/20
A L0ao7e DGE |SVADGS BFM VDQT MEMORIAL PIJSPITAI. BLDG 1401 EBROAD ST ‘KICH IOKD i) 0/aif18 06/30/20
7/1620 L003¢75 D65 |ILDGS VCUHS PARKING 5TH ANlFMNKLIN ST RICHHOKD STH AND FRANKLIN 515 ‘NICH HOND 2219 iy 12/31/24
O3] DE5|HOU DS CITY OF RICHNQND Gi/momxia GOVERNOR STREET FROM BROAD T TO BANK T ‘KICHMOND s wwy | oy
7/1620 1003622 D65 |SVADGS BFM HOUSE OF DEL[G»lEE POCAHONTAS BUILDING 500 E MAIN ST ‘NICH HOND 2219 mfas 06/30/20
vl | L0 DG |SVA DS BFY HOUSE 400 Ronmlmms POCAHONTAS BULLDING 900 E HAIN ST ‘KICH oD s v | s
7/1620 1003614 0G5  |SVADGS BFM SENATE FINANCE iMMlT[EE POCAHONTAS BUILDING 500 E MAIN ST ‘NICH HOND 2219 mfas 06/30/20
07/isf20 1003615 0G5 |VADGS BN SENATE DOCAHONi«S EUILOING 300 E MAIN 8T ‘KICHMOND 11 /o8 06/30/20
07/1620 1003619 0G5 |SVADGS BFM DLAS POCAHONTA‘BUILDING 900 E MAIN ST ‘NICH HOND 2321 mfans 06/30/20
07/isf20 100383 D& [ILDGS ATT/TRITON 0G5 THE CA*LLON COMMUNICATIONS ANTENNA 1300 BLANTON AVE ‘KICH IOND 11 D6/0i/04 05/31/24
07/1620 . )] ‘NICHMDND 23219-1439 071301 06/23/21
0/isf20 CIICk Add New to add anew Iease 1) ‘KICHMOND 11 08/15/1% 08/14/20
/1520 L0410 DGE | TTA DGS TO VDOT GUARD HOUSE BROAD ST RICHNOND 1401 EBROAD ST ‘NICH HOKD 2218 /s 13/30/3
0lisf20 1004330 0G5 |SVADGS BFM HOUSE OF DELEGATES CARITOL BUILOING CAPITOL SQUARE ‘KICH IOKD 11 /o3 06/30/20
/1520 L004387 DGE |SVADGS BFM DLS POCAHONTAS BUILDING 900 E MAIN ST ‘NICH HOKD 221 mfang 06/30/20
0lisf20 1004333 065 |ILDGS RECONCILIATION TRIANGLE PROJECT CITY OF RICHMOND 14TH AND MAIN 875 ‘KICH IOKD 11 10/01/06 19/30/%
/1620 L004589 DGE  |SVADGS BFM FLEET MGNT QFFICE BLOG 2400 W LEIGH ST ‘NICH HOKD 212 o/atf1s 06/30/20
1 }
Rl Vw1 19419
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Payable Lease = agency pays rent
Receivable Lease = agency receives rent

© New Non-DGS/Agency Administered Lease

Enter lease
information

Lease Name:

FIPS Code: |--SELECT-

Property Address:

City:

\ Zip Code:

LeaszTyps _smecTe

Enter Lease Type
(e.g. Base Rent +
Taxes + Insurance)

AgreementType | sz ecT-

Legpfd Area:

| | nit

easurement: |_gg ECT-

mmencement Date: ﬁ

Enter Agreement
Type (e.g.
Expense Lease,
Income Lease,
TTA, etc.)

Utton to upload.

[ Eows.

\AgenqCDdE {14065

Agency Leaze It

Payable/Receivable Type: | _sppcT—

Tenant Name:
Landlord Name: /
Latitude: @

Longitude: @

Click on the globe
to look-up

latitude/longitude
(longitude should
be begin with “-”)

v Lease Use |_sp T
— ¥~ Enter Lease Use
Head Count: Type activity
(e.g. Air
Current Lease EngfDace: | g . .
Monitoring

2 Cancel

ose File) button to select a file from your computer, and then click Document UUpload Cu rre nt # Of Staff

(head count) at that
location (e.g. 22.25)

|

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

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

Station, Office,
Retail, Park)

Enter total annual
rent for 7/1/20 -
6/30/21 (e.g.
7602.79)
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Contact and Additional Training Resource Information

DGS appreciates your agency using the COVA Trax Web Portal to submit
your required NAAL annual report by the deadline:
Thursday, October 1, 2020 by close of business.

For additional help using the COVA Trax Web Portal for the NAAL annual
reporting:

 Email: At any time send your questions to
BRES-info@dgs.virginia.gov

e (Call: You can reach the Real Estate Coordinator during regular
business hours (Monday through Friday 8:30 AM — 5:30 PM) or by
leaving a message at (804) 225-4018.
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