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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 a recommendation on whether any property should be 
declared surplus by the controlling department, agency or institution.  This information is due to DGS each 
year by 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:  
 

• Land Use Plans & M-R FIX:  Monday, August 31, 2020 
• Property Spreadsheets:  Monday, August 31, 2020 
• 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:  
 

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

• 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
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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. 

 

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: 

o 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. 
 

 
**You will notice that you cannot make changes in the top section except for the Longitude and Latitude fields.   

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

• Any New Structures Planned?:  Answer “yes” if you are planning to add new structures  
• Any New Structures Added?:  Answer “yes” if you have added new structures 
• Any Structures Demolished?:  Answer “yes” if you have demolished any structures 
• Any Structures Sold? (as part of any land disposition):  Answer “yes” if you have sold any land 

improved with structures 
• Number of Existing Buildings on this Site?:  Enter the number 
• 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. 

• 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. 

• 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.g. 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 

• Any land disposed?:  Answer “yes” or “no”.  If you answered “yes,” a box will appear asking the new 
Total Acreage after the disposition (e.g. 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. 

• 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 

• 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. 

• 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. 
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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 (-) 

• Employee Residence #:  Number of residential units (single-family residences) on this Site. 
• Number of Existing Easements on this Site:  Number of easements on this Site. 
• Antenna:  Answer “yes” or “no” as to whether there is an antenna/tower on this Site. 

 
• 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)  

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

• 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. A Site Plan showing: 
 
• The agency name, the tract or campus name, the acreage, the longitude/latitude, the locality 

name, a graphic scale, and a north arrow. 
• 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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• 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. 

• 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. 

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

• Indicate any buildings planned for demolition or other removal. 
• If 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. 

• The scale of the plan shall allow for easy identification of the details and features.  Normally a scale 
of 1” = 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. 
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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.  
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User ID Email from DGS 
 

 
 

 

 

 
 

 

 

 

 

 

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. 

mailto:BRES-Info@dgs.virginia.gov
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Setting up Your Password  
 

 
 

 

 
 

 

 

 

 

 
 

 

 

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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Password Confirmation 
 

 
 

 

 

 

 

 

 

 

 

 

 

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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Log In Page 
 

 
 

 

 

 

 

 

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

 

If you forget 
your password, 
Click Forgot 
your password 
to reset it 
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Land Use Plans (LUP) Welcome Page 
 

 
 

 

 

 

Select Land Use Plans 
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Search Options 
 

 
 

 

 

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 
Code. (“Empty Status” are Site records that need to be 
reviewed and updated by the Agency and “Ready for REC 
Mgmt” are records that have been updated by your agency. 
“Submitted To CovaTrax” status indicates DGS Records 
Management has completed the review). 

 

Click Search to retrieve a list of Site 
records that match your search 
criteria.  Hit Reset to clear any 
previous search criteria and start 
again. 
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Reviewing/Exporting Existing Sites  
 

 
 

 

 

Click here to download 
a complete listing of all 
Agency Site records 

 

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

 

Displays a count of 
total Site records 
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Editing an Existing Site Record 
 

 
 

 

 

Double click on the Site name to 
open the Site record 
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# of Existing Buildings on Site 

Fully occupied or 
utilized: If no, 
enter number of 
vacant buildings in 
the “Identify 
Building(s)” 
comments box and 
provide building 
name(s), square 
feet, and use type.  

 

Any portion of the building 
occupied or utilized by 
another entity or agency? 
If yes, enter the building 
name(s), square feet, and 
occupants(s) in the  
“Identify Building(s)” 
comments box. 

 

Any new structures 
planned, added, 

demolished, or sold? 

 

Any new easements added to existing 
properties within the last year? 

 Select Surplus Designation 

 
Enter any Additional Comments 

 
If land was acquired 
or disposed, enter 
new total acreage 

 

New Feature to update incorrect Longitude & Latitude if needed. 
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Editing an Existing Site 
 

 
 

If you answered ‘Yes’ to 
Structures or Land 

Added or Demolished or 
Disposed of, you must 
upload a new Site Plan 

 

Choose file(s) and Upload any 
supporting documents  

 

Please remember to hit Save after making any changes or your 
changes will be lost 
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Adding a New Site 
 

 
 

 

 

Click Add New to add a new Site 
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New Site Information 
 

 
 

 

 

Enter new Site location information  

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

 

Enter # of 
existing 
easements  
on this Site 

 

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

 

Click on the globe 
to lookup 

latitude/longitude 
(longitude should 

begin with “-”) 

 

Click on the 
Site Type 

(e.g. Military, 
Educational, 

Office) 
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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 

• 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
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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. 
 

 

mailto:BRES-info@dgs.virginia.gov
https://covatrax.dgs.virginia.gov/Account/Login
mailto:BRES-info@dgs.virginia.gov
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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: 

o 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. 
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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 questions 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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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 report includes 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. If you 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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User ID Email from DGS 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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. 

       
   

mailto:BRES-Info@dgs.virginia.gov


 
 

33 
 

 

Setting up Your Password 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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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Password Confirmation 
 

 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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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Log In Page 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 

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

 
 
 
 
 
 
 
 
 
 
 
 
 

Select M-R FIX 
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Search Options 
 

 
 
 
 
 

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

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 
Code. (“Empty Status” are Site records that need to be 
reviewed and updated by the Agency and “Ready for REC 
Mgmt” are records that have been updated by your agency. 
“Submitted To CovaTrax” status indicates DGS Records 
Management has completed the review). 
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Reviewing/Exporting Existing MR-FIX records 
 

 
 
 
 
 
 
 
 

Click to expand 
Download/Upload Property 
Spreadsheet Updates  

To review your answers to the 
infrastructure questions, click 
here to export a complete listing  

Click here to export site records  
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Adding/Editing Existing MR-FIX records 
 

 
 

 
 
 
 

 
 
 
 
 
 

Double Click on the Site Name 
to open the M-R Fix record 



 
 

40 
 

Adding/Editing a M-R FIX record 
 

  

 

Enter Water Production 
& Distribution 

 

Enter Stormwater 
Quality 

 

Enter Steam 
Production  
& Distribution 

 

Enter Chilled 
Water Production 
& Distribution 

 

Enter Roads & 
Parking 

 

Enter Electronic 
Security (DOC, 
DJJ, DBHDS only)  

Select Nearest Major 
Location and Site Condition 

     
     

    
 

 

Enter Barrier 
Security (DOC, DJJ, 
DBHDS only)  

*When entering 
Age of System, 
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. 

Enter Age of 
Systems & 
Infrastructure 
Quantities (i.e., 
Gallons, Linear 
Feet (LF), Acres, 
Pounds and Tons) 

Enter Sewer Treatment 
& Collection 

Enter any general comments 

Upload any 
supporting 
documents 

Please remember to hit SAVE after making any 
changes or your they will be lost 
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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:  

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

• 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
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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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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. 
  

                

mailto:BRES-info@dgs.virginia.gov
https://covatrax.dgs.virginia.gov/Account/Login
mailto:BRES-info@dgs.virginia.gov
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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. 

• Agency Code - Agency code  
• COVA Trax ID:  Unique ID for the Lease record assigned by our COVA Trax system (e.g. L-000001) 
• Agency User Status - you can search three (3) ways using this field: 

o Empty Status – Lease records that need to be reviewed and updated by the Agency 
o No change needed – means agency 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) 
o Ready for REC MGMT (Records Management) – are records that have been updated by your 

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

• Fiscal Year 2021 data:  
o 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 

o 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) 

o 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.)  

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

for leased land) 
• Agency Lease ID: Internal agency lease number 
• 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” 

• 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 (-) 
• Lease Use: Describes the type of lease activity such as Air Monitoring Station, Office, Retail, or State 

Park 
• 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) 
• 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. 

 

http://www.latlong.net/


 

            47 

 
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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COVA Trax Web Portal 

Non-DGS/Agency Administered Lease 
(NAAL) 

Screen Guide 
 
 
 

 
Department of General Services 

Division of Real Estate & Facilities Management 
Bureau of Real Estate Services 
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User ID Email from DGS 
 

 
 

 

 

 
 

 

 

 

 

 

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. 

mailto:BRES-Info@dgs.virginia.gov
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Setting up Your Password  
 

 
 

 

 

 

 

 

 

 

 

 

 

 

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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Password Confirmation 
 

 
 

 

 

 

 

 

 

 

 

 

 
 

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 
Login 

 

If you forget 
your 
password, 
Click Forgot 
your password 
to reset it 
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Non-DGS/Agency Administered Lease (NAAL) Welcome Page 
 

 
 

 

 

 

Select Non-DGS/Agency Administered Lease 
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Search Options 
 

 
 

Search by  
COVA Trax ID 

Search by Property, City, or 
Lease Name 

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 

Search by Current Lease 
Term Start Date or End Date 

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 
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Reviewing/Exporting Existing Leases  
 

 
 

 

Click here to download a complete listing 
of all Agency Lease records 

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

Displays a count of 
total Lease records 
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View an Existing Lease 
 

 
 
 

Double click on the Lease name to 
open the Lease record 
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Updating an Existing Lease 
 

 
 

 

Enter annual 
rent total for 
7/1/20 to 
6/30/21 
(e.g. 
124521.78 or 
12500.00) 

Click Copy to move FY 2020 information 
from left to right fields. Update fields as 
needed for FY 2021 

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

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

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

New Feature to update incorrect Longitude & Latitude coordinates 
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Terminating a Lease  

 
 

 

 

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

Upload the lease termination 
letter or supporting documents. 
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Adding a New Lease 
 

 
 

 

Click Add New to add a new lease 
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Adding Lease Information 
 

 
 

  

 

 

 

 

 

 

 

Enter lease 
information 

Payable Lease = agency pays rent 
Receivable Lease = agency receives rent 

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

Enter Lease Use 
Type activity 
(e.g. Air 
Monitoring 
Station, Office, 
Retail, Park) 

Enter total annual 
rent for 7/1/20 – 
6/30/21 (e.g. 
7602.79) 

Current # of staff 
(head count) at that 
location (e.g. 22.25) 

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

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

  

Enter Agreement 
Type (e.g. 

Expense Lease, 
Income Lease, 

TTA, etc.) 

Enter Lease Type 
(e.g. Base Rent + 

Taxes + Insurance) 
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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 

• 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
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