Step 1:  Go to www.skire.com
Step 2:  When you get to this website, select “Unifier” in the top right section of the page as shown below:
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Step 3:  Once you have selected “Unifier,” it will send you to the Login Screen where you will type in your User Name and Password as shown on the following:
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Once you have entered your User Name, and Password, hit “Login.”

Step 4:  Once you have logged in, you should see a Tab in the top left-hand corner of the page entitled “Company.”  Click this as shown below:
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Step 5:  Once you click the Company tab, it will re-direct you to another page where you will see several folders listed on the left-hand side of the page.  You will select the one that says “Document Manager.”  Once you select this, there will be a sub-folder titled “Company Documents.”  Click this:
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Step 6:  Once you’ve selected “Company Documents” it will re-direct you to the next page with the folder structures for documents.  You need to select “030 RPM.”  Once you do this, you will select the sub-folder “O20 Real Property Leases.”  When you do this, a separate folder for each Agency and Institution will appear:
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Step 7:  Find your agency/institution.  They are arranged by the 3-digit Prefix for all Leases.  If you do not know your 3-digit Prefix, you may sort the names in the center of the page by clicking on the appropriate column heading.  For this example, we will use DFA – DFA’s Prefix is 325:
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You will note that once you select your agency number and name, you will see the full Agency/Institution name listed at the top of the page.  Here, you should see all documents that you have ever loaded into BRICKS – they do not go away!

Step 8:  You are ready to upload your new documents.  Be sure that you have all your documents or files saved somewhere on your computer.  You will click the “Upload” button toward the top of the page:
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Step 9:  Once you select “Upload,” a box will pop up on your page for you to find and select the files that you wish to load:
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Once you see this box appear, you will select “Add” in the lower left-hand corner of the box to add your files and documents.  Once you click “Add,” it will take you to your local drive on your computer where you will find the documents that you saved.  

NOTE:  You can attach multiple files at a time, or you can also attach multiple files by clicking “Add” as shown above and it will re-direct you to your computer where you may attach them.

Once you have selected your file(s), they will appear in this box and you will click “Upload” at the bottom center of the box:
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Once you see this box appear, you will select "Add” in the lower left-hand corner of the box
toadd your files and documents. Once you click "Add.” it will take you to your local drive
on your computer where you will find the documents thatyou saved.

NOTE: You can attach multiple files at a time, or you can also attach multiple files by
clicking "Add" as shown above and it will re-direct you to your computer where you may
attachthem.

Once you have selected your file(s). they will appear in this box and you will dlick "Upload”
atthe bottom center of the box:
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Once you click “Upload,” BRICKS will begin loading each document or file that you attached into the Document Manager.  Please note that for larger files, this upload may take several seconds or minutes – the larger the file, the longer it takes to load.

Once all documents are loaded, it will show “Upload Complete.”  You may then hit “Close at the bottom of the box.”
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Once you hit close, you should see the document(s) that you uploaded appear under your folder in the Document Manager:
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You are now complete with loading all of your documents, and you are ready to submit your Market Rent Survey and your Lease Request.

Step 10:  You will see a folder on the left-hand side of the page titled “Leasing and Related Tables.”  Click this.  Once you do this, you will see several sub-folders appear, and you will select the one titled “Market Rent Survey”:

[image: image12.png]Unifier@https://ustage.skir

ORACLE Primavera Unifier &

AN (Last login: 0

com - Windows Internet Explorer;

20 M)

Community

B

s start

ftLync

Internet Exp...

Home Y Company \._BRICKS Projects { Capitol Facilie... | Maintenance Mamt
User Mode + [®] File Edit View Help
=60 State Of Mississippi-Home | i New ~ BnCopy - (& Open @ Find " Filtered By, ~ & import
] Collaboration
= P Market Rent Surveys - Current View: All
B costhanager 33 tem(s) Page [1 of 1 Display [ 100 ¥ items per page
1] BoB Central Tables
S BoB Central Processes Status CreationDate | Creator Institution/Agency Name | City County Lease Number Record N
E5) Capitol Facilies Tables | Active 061012010 Brenda Benson Columbus bbtestol_
(& Resenations Manager | Actve oar22011 'SOM Admin Holmes Community College Ridgeland Wadison 412251108 RS-0
@ Faciity Manager Acive 05112010 SOM Admin Columbus HRS-00
() Leasing and Related Tables | pcive 03112010 BrendaBenson Elisuile State School  Ellisvile simpson RS-0
=B LesseRequests Actve 03032010 Michael Harin Mississippi State University Starile Okibbeha RS-00
Lease SAFs 0212212010 ‘SOM Admin University of Southern Missi Jackson Union MRS-00
02222010 Leah Chitom Department of Gorrections  Jackson Hinds RS-0
02222010 Brooks Moore Department of Finance and Jackson Hinds RS-0
021112010 Wichael Martin Jackson Hinds RS-0
02022010 BrendaBenson Loman Claiborne RS-0
Parchman, Wildie, SOG F Active 12162009 Michael Mariin Jackson Hinds HRS-00
= Parchman, Wildifte, S0G L1/ active 111612009 SOM Admin Jackson Hinds, MRS-00
Tradts, Parcels and Plots | acqive 10/26/2009 User 08 User Jackson Hinds MRS-00
=0 506 Propetes Actve 0902000 SOM Adrmin Starile Ranin RS00
&8 Document Manager Active 0872512009 ‘SOM Admin Jackson Hinds MRS-00
=€) Company Documents
5 & Unpustisned bocamerts | A€ 08172000 SOM Admin Jackson RS-0
& Reports Acive 08172000 SOM Admin Jackson RS-0
&) Resouce Manager actve 07232000 SOM Admin Jackson Hinds RS-0
Acive 07062000 SOM Admin Jackson Hinds RS-0
Acive 06152010 | Brenda Benson Jackson 670215
Acive 06142010 | Brenda Benson Jackson 570215,
Acive 06152010 Brenda Benson Cleveland 530126,
Acive 06142010 | Brenda Benson Cleveland 530126,
Acive 06152010 Brenda Benson Jackson 515512
Acive 06142010 | Brenda Benson Jackson 515512
Acive 06152010 Brenda Benson Calumbus 422080
Acive 06142010 | Brenda Benson Calumbus 422080
Acive 06152010 Brenda Benson Columbus 260622
Acive 06142010 | Brenda Benson Calumbus 260622
Acive 06152010 Brenda Benson Brandon 260220,
Acive 06142010 | Brenda Benson Brandon 260220,
Acive 06152010 Brenda Benson Pearl 255623,
Acive 06142010 | Brenda Benson Pearl 255623,





Once you have selected the Market Rent Survey folder, you will click “New” at the top of the page:
Step 11:  Once you click “New,” a box will appear and you will have the option to select “Market Rent Survey” or “Migration WF.”  ALWAYS select “Market Rent Survey” and click “ok.”
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Once you do this, the following box will appear where you will enter your information relative to the Market Rent Survey:
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Step 12:  You will fill in the information in the box.  Please note that those fields with a red asterisk are required.  You will see other fields that are gray in color, and those are fields for RPM’s use.

For this example, I will again use DFA and I will be inputting a Market Rent Survey from Jackson / Hinds County / Mississippi:
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Step 13:  Once you have entered the information at the top of the page, you will click the “Add” button in the lower left-hand corner of the box to input your individual property information for comparable properties:

Once you click “Add” another box will appear where you will input the detailed property information:
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Please note, as earlier, that the fields with an asterisk are required fields.  Once you have input all your information regarding a particular property into this box, you will click “ok” at the bottom of the box:

Please note that the information for this box is the exact same information that is currently on the RPM-4 Market Rent Survey form – it is just in electronic format.

Once you do this, the box will disappear and you will see the record that you entered at the bottom of the Market Rent Survey information:
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Real Property Management requires 3 comparable properties be listed here.  So, you will need to repeat the process above two (2) more times.  Once you have three properties in the lower part of the box, you can pull down the “Workflow Action” arrow at the top and click “Send”:

Once you have “Send” selected, you will also click “Send” in the top left-hand corner of the box:
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Once you do this, you are finished with the Market Rent Survey, and it has been sent to RPM for review.

Now, you are ready to input the Lease.

Step 14:  On the left-hand side of the page, you will again select the “Leasing and Related Tables” folder as you did for the Market Rent Survey.  Once you select this folder, instead of clicking “Market Rent Survey,” you will click “Lease Requests”:
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Step 15:  Once you are under the Lease Request folder as shown above, you will click “New” at the top of the box. 

Step 16:  A box will then appear where you will select the type of lease that you are requesting:  Building, Parking, Storage, or Vacant Land.  If you ever have any doubt as to which one to select, please contact RPM and we will be glad to assist.

Once you have selected the type, click “ok” inside the box.
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Step 17:  Once you click “ok,” it will re-direct you to another page where you will give this request a Name and also select if it is a New Lease, Renewal with an Increase, Renewal with No Increase, or an Addition.  Choose the one that applies.
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For this example, we will select “New Lease” and give it a name as shown below:
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Once you have selected the Lease Type and given it a Name, you will pull down the Workflow Action arrow in the top right-hand corner of the box and select “Create.”

Once you select “Create” in the top right-hand corner, the box “To” will bold in the lower portion of the page.  You will click this button and it will take you to a selection box where you will find your name.
For the example below, my name is “SOMAdmin” so I have selected it (You shouldyou’re your own name in the list.)  Once you select your name, you will hit “Add” in the center left-hand side of the page, and your name will appear at the bottom of the box.  Then, click “Ok.”
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This will take you back to the previous page, and you should see your name in the “To” box similar to an email.  Then, click “Send” in the top left-hand corner of the box:
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Once you hit “Send” it will take you back to the main BRICKS page where you will see the request that you just entered – based on the name that you gave it:
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Step 18:  Now that the lease request has begun, it is time to complete the information.  Double-click the record that you just input.  Once you double-click this record, a new box will appear.  If you are ready to fill in all information on the lease, you will click “Accept Task” in the top left-hand corner of the box as shown:
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Once you select “Accept Task” the box will re-format to allow you to enter information throughout the form.  The information on this form is identical to information currently found on the RPM-1 Statement of Facts and the RPM-3 Space Evaluation Form – as with the Market Rent Surveys, it is just in electronic format.

You will scroll through this box entering all information relative to this lease request.  Again, please note that fields indicated with red asterisks are required fields, and you will not be able to submit your request until all required fields are filled out.

Step 19:  Once you have entered all information, you will come to the bottom of the form where it asks certain questions about attachments.  This is where you will attach the documents that you loaded into the Document Manager.

Click the button at the top of the box titled “Add Attachment.”  Once you do this, a sub-field will pull up saying “Unifier Folder.”  Click this.
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Step 20:  As you can see below, when you select the “Unifier Folder,” it re-directs you to the Document Manager.
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Step 21:  Find the files that you originally loaded into the Document Manager.  For this example, I originally saved my file under the folder for DFA.  I go back to where I stored it in the Document Manager, and there it is!  Select the file(s) and then click “Ok” in the box.
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Once you click “Ok” the box will disappear and it will take you back to the Lease Request.  The only difference that you will note is in the lower left-hand corner of the box, there is a link that says “Attachments (1).”  When I attached the single file, it auto-populates to let you know how many files are attached.  For example, if you attached 5 files, it would say “Attachments (5).”
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Step 22:  You will continue to fill out the section of the Lease Request box shown above for the attachments.  Most of the fields are a “Yes,” “No,” or “N/A.”  You will select whichever is appropriate for each question.

Step 23:  Once the form is completely filled out, you will again pull down the “Workflow Action” arrow in the top right-hand corner of the box.  You will select “Send” and then click “Send” in the top left-hand corner of the box:
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At this point, you lease request has been submitted to DFA for review.  If DFA approves, we will put the lease on the PPRB agenda for the coming meeting.

Once the PPRB approves, DFA will update the information and will return a copy of the final approval, with the approval letter, to you for your records.
