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Appendix 11: Procedures for updating Space Utilisation information 

 The following is the process for updating the 3i database upon any changes to occupancy or how spaces are 

used 

• Select Property Database 

• Select Site and block at top of page 

• select ROOM/AREA tab 

 
 

• then select the SPACE UTILISATION at the bottom of the page and update accordingly 
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• then select department and appropriate code etc. 

 

 


