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1. OVERVIEW 

This document is designed as a training document for the Utilization and Inventory Reports. 

 

2. UTILIZATION REPORTS 

SAS Information Delivery Portal 

LINK: https://sas.vccs.edu/Portal/displayLogon.do 

 

Navigate to the “Facilities Utilization Management System Report” Tab on the SAS Portal. 
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Click on the “Utilization Report 110 and 210 (new)” link to execute the report. 

 

Enter College ID and Term and then select the “Execute Options” button on the left. 
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Select PDF in the Output type drop down and then the “Execute” button on the left. 

 

View or Save your PDF output by clicking Execute 
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Click the next report Utilization Report (Percentage) 

 

For the training purposes, let’s say if you want to see all the room that has less then 10% 
utilization use the following parameter for  
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Utilization Percentage From: 0 

Utilization Percentage From: 10 

 

Change the output to pdf 

 

Click execute 
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3. INVENTORY REPORT BY SCHEV BY BUILDING 

Click Inventory by SCHEV Category, by Building - Dynamic 
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Enter Business Unit/CollegeID 

 

Change execution options: 
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Change the Output type to PDF and ODS style to RTF: 

 

Click execute: 
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This report is in two formats: 

1) The Tabulate Procedure: This will display only the columns that have sq feet information. 
Above figure shows that. 

2) The Print Procedure: This will display all the columns and is in SCHEV report format as 
shown below: 

 

 

 

 


