A Lease and Receivable Lease Amendments
FACILITIES Facilities Portfolio Management System (FPMT)

WASHINCTON STATE

This job aid provides instructions for adding lease and receivable lease amendments. Please read the document
in its entirety. The number of system updates varies by type of amendment.

Contents
L@ 1YY V11 PSP 2
PN (= g lo [ g1 A o Yo =TT SRR 2
Required Updates By AMENAMENT TYPE ....coiiiiiiiiiiiiiieeeee ettt ettt ettt e e eeeeeees 2
) (= G =Y T AN 4 1= oo [ 1= o | AT PUPTR PPN 3
LaUNCh LEASE REVIEW WIZAIM ........oiiiiiieieiiie ettt et e e et e e e e et e e e e bt e e e eabe e e e eataseeesbaeeesesbneeserrans 3
000 F= LI =T LTI @0 ] = Lo SRR 4
Update EXIStING LEASE PAYMENTS.........couiiiiiii e e e et es s e e e e e e e e ettt e e s e e eeeeeeat et s aeeaaeessastaaaaaaaaaeeasnnes 4
Add NEW LEASE PaAYMENT(S) .. .cciiiiiiiiii i i e e e iieetiie e e e e et e e e e e e e et e e e et e s e eeaeeeeaae et s aeaaeees sttt e seaaeeeessentnnaaaaaaaees 5
UPAte SPACE TaADIE ... ... et e e e e e e e e e e e ettt a et e eeee e e e et t e aeeaaeeeata i aaaaeaaarres 6
PN o =T Yl AN ' [T o Vo [ =T AR 7
Data Review and Exit BUSINESS ProCeSS WIZAIU .........cooieuuiiiiieiie et e e e e eeeaaans 8
Enter Receivable Lease AMEBNOMENT . .........iiiiiiii ettt ettt e e et e e e e ettt e e e e et e e e e eataa e e s eataaessstaneeserraaaeeeens 9
Launch Receivable REVIEW WIZAIT .........coouuiiiiiiiie et e et e e ettt e e e et e e e e e st e e e s et e e e sebbeeesereans 9
Update RECEIVADIE CONIIACT. ... ...ttt e e e e e e e e e e e ettt e e e e e e e e e e eer bt e e e eaeeesasstaaaaaaeaaes 10
Update EXiSting RECEIVADIE PAYMENTS........uuiii it e e e et e e e e e e e e e e ata e e aeaaeas 11
Add New ReCEIVADIE PAYMENL(S) .....iiiiiiiiiiiiiiie e e e et e e e e e e e e et e s e e e e e e e e sttt e e e eeeeesarbbanaaaaaaes 11
UPAALE SPACE TADIE ... 12
P [0 W RdCTolSTAY = o] [N AN [T a1 L 0 =T o | P 13
Data Review and EXit BUSINESS ProCeSS WIZAIT ........coouniiiiiiiie e e e e 15
Lease and Receivable Lease Amendments September 3, 2024 Page 1 of 15

Need help? Contact the OFM Help Desk HereToHelp@ofm.wa.gov 360.407.9100


mailto:HeretoHelp@ofm.wa.gov

dn

—
FACILITIES

WASHINCTON STATE

Overview

Lease and Receivable Lease Amendments
Facilities Portfolio Management System (FPMT)

An amendment modifies the terms of an existing lease or receivable contract. In FPMT, an amendment is added
via the Lease Review or Receivable Review wizard.

Amendment Process

Step | Action

Additional Information

process wizard

1 Launch Lease Review or
Receivable Review business

agency menu options.

Use the search option to find your agency and select the Lease
Review or Receivable Review business process wizard from the

2 Update existing data as needed | Edit lease/receivable contract and associated data as needed per
the amendment type.
3 Add new amendment Add new amendment table within wizard.

Attach copy of amendment

Upload a copy of the amendment while in the wizard.

Review changes and exit
business process wizard

Use the data review section to review your updates.
Select save and close to exit the business process wizard. You
must go all the way through the wizard to the data review section
in order to save your changes to the database.

In addition to adding an amendment table in FPMT, the table below outlines the other system updates required for

each type of amendment.

Required Updates by Amendment Type

Amendment Type

Lease Tables

Data Field/Action

Lease Extension

Lease/Receivable Lease Contract
Lease/Receivable Lease Payment

Lease End Date (update)
Payment End Date (update)

Square Feet & Rent Change

Lease/Receivable Lease Contract
Space(s)
Lease/Receivable Lease Payment (existing)
Lease/Receivable Lease Payment (new)

Lease Square Feet (update)
Square Feet (update)
Payment End Date (update)
New Lease Payment (add)

Square Feet Change

Lease/Receivable Lease Contract
Space(s)

Lease Square Feet (update)
Square Feet (update)

Rent Rate Change

Lease/Receivable Lease Payment (existing)
Lease/Receivable Lease Payment (new)

Payment End Date (update)
New Lease Payment (add)

Amend Legal Description

None

None

Revise Parking

Lease/Receivable Lease Contract

Parking Included in Lease (update)
Parking Stall Count (update)

Ownership Change

Lease/Receivable Lease Contract

Lessor Name (update)

Other Change in Lease Term

Lease/Receivable Lease Contract
Lease/Receivable Lease Payment

Lease End Date (update)
Payment End Date (update)

Asset Impairment

Lease/Receivable Lease Contract
Lease/Receivable Lease Payment

Lease End Date (update)
Payment End Date (update)
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Enter Lease Amendment

Launch Lease Review Wizard
The Lease Review wizard is accessed from the agency menu.

1. Select: Open. @ Data Explorer

Begin here to search, analyze, and drill down into your data

2. Select: Search. @History O‘Search YF_Y‘H §=3e|ections

Select: Filter by. Search
Select: Agencies.

* -~
Select: Refine by. —;

Select: Agency
Abbreviation. @) ~oencies 139)

= Select your agency from the

-
ist. /17y

7. Select: Search. Agency Abbreviation Agency Abbreviation

A R

Clear Sort ~

8. Select: Menu. —_eAge”C'es

9. Select: Lease review.

o np P

1ber (3 Digit)

‘* . er (4 Digit) @ Open on
ation = Ada [figg Reports

"
Tel
b

Business Process Wizards
Create Leased Facility

Create Owned Facility

“> N
v# Lease Review

“> A -
v# Receivable Review
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Update Lease Contract

Lease and Receivable Lease Amendments
Facilities Portfolio Management System (FPMT)

FPMT will display a list of active lease contracts for the agency. Refer to the required updates by type of

amendment summary for details on specific updates to make within the wizard.

1. Select: Details.

= Use the search option to find
a lease contract in the list.

Lease Contracts

srch Lease Number

h Search for lease contract

Lease Name Lease Number Lease Start Date Lease End Date
Sample 123 Sample 08/31/2020 12/30/2020
Sample 222 Sample 08/31/2020 12/30/2020

£ Pr Next > Cancel All Changes

Edit Lease Contract Details

2. Edit: Facility lease contract
details.

=> Use the scroll bar to
review/edit additional data.

3. Select: Next.

= FPMT will display an error
message if there are data

validation issues that you need
to correct.

Update Existing Lease Payments

FPMT will display a list of active lease payments for the lease contract. If the amendment type requires an update

Lease Contract Documents  Photos

Name

Sample

Description

Lease Numiber
123 Sample
Lessor (7

Sample

Details

7

Financed Lease - Lease that is financed by outstanding debt and typically ownership of the assetis ~

Real Estate Authority (3)

€ Previous Cancel Changes

to an existing payment, select the Details icon.

1. Select: Details.

Lease Payments

Payment Series

Payment Name Number Details Delete
Sample 123 Sample .
m

Add New Lease Payment

£ Previous

Lease and Receivable Lease Amendments

Next P Cancel Changes
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2. Review/Edit: Lease Edit Lease Payment Details
payment details.
= Use the scroll bar to
review/edit additional data.
3. Select: Save changes.
= FPMT will display an error Desciption
message if there are data
validation issues that you need
to correct.

Lease Payment  Documents  Photos

Name

Sample

Payment Series Number

123 Sample

Payment Frequency

Monthly -
Payment Type v

[\l  Cancel Changes
Add New Lease Payment(s)
If the amendment type involves a change in rent, you will also need to add a new payment series.

1. Select: Add new lease Lease Payments
payment.

Payment Series

Details Delete
Number

Payment Name

Sample 123 Sample e
2]

o
Add New Lease Payment

£ Previous Next ¥ Cancel Changes

2. Input: Name. e
> use paymentype-payment [ ]
series number (payment type

dash payment series number).
=>» Description is optional.

Description

Payment Series Number

3. Input: Payment series
= Use sequential numbers for Payment Freguenc
payment series (1, 2, 3, etc.). I - I

4. Select: Payment frequency. payment Type

5. Select: Payment type. -
6. Input: Payment amount.

Payment Amount

1

7. Input: Index rate. Index Rate
at lease commencement.
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8. Input: Payment start date. —

9. Input: Payment end date. 'Q

Payment End Date
IIII II
121]

= Comments are optional. Comment

10. Select: Save changes.

= FPMT will display an error T IR
message if there are data g

validation issues that you need to
correct.

Update Space Table

FPMT will display a list of active spaces for the lease contract. If the amendment involves updating the square
footage, follow the steps below.

1. Select: Details.

T Lease Spaces
= FPMT will display space

detalls Space Name Space ID Details Delete
Test Space 001 E m
Edit Space Details
i X Space Documents  Photos
2. Edit: Space details. Name
=>» Use the scroll bar to orm-oor
review/edit additional data. pescreton
=> The total amount of Space .
square feet cannot exceed the A04576
lease contract square feet. Spsce 0
3. Select: Save changes. oot
Receivable Lease Number(3)
Tenant(®
Office of Financial Management - 105 -
Other Tenant(3)
Square Feet(?)
500
Cancel Changes
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Add Lease Amendment

All lease amendment types require an amendment table. You will also upload a copy of the amendment during
this step.

1. Select: Add new lease
amendment.

2. Input: Name.

= Use the amendment type and
amendment number for the
name. (e.g., Lease Extension — 1)

=> Description is optional.

3. Input: Amendment number.
= Use sequential numbers for
amendments in the order they
were executed (1, 2, 3, etc.).

4. Select: Amendment type.

5. Input: Amendment
description.

=>» Provide brief description of
what has changed in the lease.

6. Input: Amendment effective
date.

7. Input: Amendment
execution date.

= Comments are optional.

=>»Before saving your changes,
upload a copy of the amendment.

8. Select: Documents.

Lease and Receivable Lease Amendments

Lease Amendments

Amendment Name Amendment Number Details Delete

Sample

123 Sample E 'IE

IAdd New Lease Amendment I

£ Previous

SAVE CHANGES Cancel Changes

Name

I

Description

Amendment Number

Amendment Tffe

Amendment Description

I

Amendment Effective Date

B

Amendment Execution Date

B:

Comment

Edit Lease Amendment Details

Documents

Lease Amendment Photos
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8. Select: Add New Document. Lease Amendment = Documents  Photos
9, Browge for, or drag and drop, eld Now Docurment
your file.

10. Select CLOSE.

Upload a File

Browse for File(s) Clear Successful Uploads

Drag and drop files here

CLOSE

11. Select: Save changes. Cancel Changes
= FPMT will display an error

message if there are data
validation issues that you need
to correct.

Data Review and Exit Business Process Wizard

FPMT will display all lease contracts and associated tables.

You can expand each area to display specific lease contracts. This provides a quick way to review the
information before you save your changes and exit the business process wizard.

1. Select: Open.
=>» Review your changes. Select
“Previous” to return to an earlier g .., § rier % pereny

screen and make corrections. s :
Starting Point

2. Select: Save and Close. Navigate all data A
= FPMT will display an error — - =
message if there are data — @ Facility Lease Contracts
validation issues that you need .4
to correct. = @ Land Lease Contracts
= FPMT will save all changes v S
and close the business process - Bikier Ausel Lenss Gorftmeis
wizard. @ x
Cancel all changes = cancel all
changes and close the Sf;:'j";;l ecssBosmmre

business process wizard. ZI
Open

£ Previous Next » SAVE AND CLOSE Cancel All Changes
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Lease and Receivable Lease Amendments
Facilities Portfolio Management System (FPMT)

FPMT uses standard navigation tools to drill-up/drill-down to review information.
Use the navigation options to go back (history) or narrow results (filter) or expand/flatten the
hierarchy (flat/hierarchy) to review information.

@ History Y Filter qj«;lDHierarchy
@ History ? Filter [§ Flat

Starting Point 9
Navigate all data a Starting Point &
Navigate all data &
= Facilities e oy B
= Lease Contracts
A
v

444 N Capitol St NW — : 5
Faciliy = @ Lease Options

Open>

6000 Linderson Way SW - BLDG 0...

Facility

1 Ferry Rd - BLDG 9028LA01
Facility

= @ Lease Payments 2
v

> = @ Leased Facilities 7
QOpen
A

GOV -DC

Leased Facility

Open) View)

Next IV \\folelsil Cancel All Changes
Next 3 [T\ \\oRellel3 Cancel All Changes

Enter Receivable Lease Amendment

£ Previous
£ Previous

Launch Receivable Review Wizard
The Lease Review wizard is accessed from the agency menu.

Data Explorer

Begin here to search, analyze, and drill down into your data
@ History O‘ Search Y Filter g: Selections
Search

& -
=15
Abbreviation.

‘ o Agencies (135)
= Select your agency from the

i ==y

7. Select: Search.

1. Select: Open.

2. Select: Search.

Select: Filter by.
Select: Agencies.
Select: Refine by.
Select: Agency

L

Agency Abbreviation

€ Equals - D

Clear Sort ~

Agency Abbreviation

Explain Clear All

SEARCH

Lease and Receivable Lease Amendments September 3, 2024
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8. Select: Menu. = Q Agencies
9. Select: Receivable review.
Sample Managc [g i V
""I:Ii:: : €8 Digh) @oeen 3 ERP
Agen ation + mﬂﬂ;,'

/ jit
Business Process Wizards
Create Leased Facility

Create Owned Facility

) ;
v# Lease Review
v

=) = =
/% Receivable Review

Update Receivable Contract
FPMT will display a list of active receivable contracts for the agency. Refer to the required updates by type of
amendment summary for details on specific updates to make within the wizard. The wizard will display contracts
in two sections — those where the agency is lessor and those where the agency is lessee. It is the lessor’s
responsibility to enter amendments into FPMT. The lessee cannot add/edit this table via the review wizard.

=>» Choose a contract in the @ Navigation £
Lessor section.
1' SeleCt: Detalls' Lessee Receivable Contracts
=>» Use the search option to find Data Review

a receivable contract in the list. )
Receivable Contracts

Search Receivable Contract Numbers
h Search for receivable contract

) Ela0 Recelvable Contract: |Recelvable C )

Receivable Name Details
Number Start Date End Date
Sample 123 Sample 08/31/2020 12/30/2020
£ Previous Next » Cancel All Changes
- -

2. Review/Edit: Receivable

contract details. Edit Receivable Contract Details
=>» Use the scroll bar to
review/edit additional data.
3. Select: Next.
= FPMT will display an error
message if there are data
validation issues that you need recenatte Contct Kb
to correct. 123 Sample

Receivable Contract  Documents  Photos

Name

Sample

Description

Receivable Contract Type

Financed Lease - Lease that is financed by outstanding debt and typically ownership of the assetis ~

Real Estate Authority (3) v

€ Previous Cancel Changes
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Update Existing Receivable Payments

FPMT will display a list of active receivable payments for the receivable contract. If the amendment type requires
an update to an existing payment, select the Details icon.

1. Select: Details. Receivable Payments

Payment Name Payment Series Number Details Delete
Sample 123 Sample m

Add New Receivable Payment

£ Previous Next » Cancel Changes

2. Review/Edit: Receivable Edit Receivable Payment Details
payment details.

=>» Use the scroll bar to

Receivable Payment  Documents  Photos

Name

review/edit additional data. —

3. Select: Save changes.

. . Description

= FPMT will display an error

message if there are data

validation issues that you need Payment Series Number

to correct. 123 Sample
Payment Frequency

Monthly -

Payment Type ~
SAVE CHANGES

Cancel Changes

4. Select: Next. Receivable Payments

= FPMT will display an error Payment Name Payment Series Number Details Delete
message if there are data Sample 123 sample z i
validation issues that you need Add New Receivable Payment

to correct.

£ Previous Cancel Changes

Add New Receivable Payment(s)
If the amendment type involves a change in rent, you will also need to add a new payment series.

1. Select: Add newreceivable Receivable Payments

paym ent. Payment Name Payment Series Number Details Delete

Sample 123 Sample E m

I Add New Receivable Payment I

£ Previous Next Cancel Changes
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2. Input: Name.

=>» Use payment type - payment
series number (payment type
dash payment series number).

=>» Description is optional.

3. Input: Payment series
number.

= Use sequential numbers for
payment series (1, 2, 3, etc.).

4. Select: Payment frequency.
5. Select: Payment type.

6. Input: Payment amount.

7. Input: Index rate.

=>» Use the index or rate in effect
at lease commencement.

8. Input: Payment start date.
9. Input: Payment end date.
= Comments are optional.

10. Select: Save changes.

= FPMT will display an error
message if there are data
validation issues that you need
to correct.

Lease and Receivable Lease Amendments
Facilities Portfolio Management System (FPMT)

Name

I

Description

Payment Series Number

F’azment Freﬂuencz
Payment Type

]
Payment Amount

Index Rate (@)

[ 1

Payment Start Date

Payment End Date

Comment

SAVE CHANGES Cancel Changes

Update Space Table

FPMT will display a list of active spaces for the receivable contract. If the amendment involves updating the
square footage, follow the steps below.

1. Select: Detalils.

= FPMT will display space
details.

Receivable Spaces

Space Name Space ID Details Delete

GOV - 0001 0001 m m
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2 Edit: Space details.

=» Use the scroll bar to
review/edit additional data.

= The total amount of Space
square feet cannot exceed the
receivable contract square feet.
= The sum of all Space square
feet cannot exceed the master
lease contract or owned facility
square feet.

3. Select: Save changes.

Lease and Receivable Lease Amendments
Facilities Portfolio Management System (FPMT)

Edit Space Details

Space  Documents

Name
GOV - 0001

Description

Unique Facility ID

A21436
Space ID@@)
0001

Tenant(3)

Photos

075 -

Office of the Governor - 075

Other Tenant(3)

LGBTQ Commission
Square Feet(3)

592
Square Feet Measurement Type

Rentable -

SAVE CHANGES Cancel Changes

Add Receivable Amendment

All amendment types require an amendment table. You will also upload a copy of the amendment during this
step.

1. Select: Add newreceivable Receivable Amendments

amendment.

Amendment Name Amendment Number Details Delete

123 Sample m 1]

IAsd New Receivable Amendment I

Sample

| SAVE CHANGES Cancel Changes

( Previous Next

Name

I

Description

2. Input: Name.

= Use the amendment type and
amendment number for the
name. (e.g., Lease Extension — 1)

=>» Description is optional.

Amendment Number

Amendment Tffe

Amendment Description

I

3. Input: Amendment number.
= Use sequential numbers for
amendments in the order they
were executed (1, 2, 3, etc.).

4. Select: Amendment type.

5. Input: Amendment
description.

= Provide brief description of

what has changed in the lease.

Lease and Receivable Lease Amendments September 3, 2024
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. Amendment Effective Date
6. Input: Amendment effective —

date. 21)

7. InpUt: _Amendment Amendment Execution Date
execution date.

= Comments are optional.

B

Comment

= Before saving your changes, _ _ _
upload a copy of the amendment.  Edit Receivable Amendment Details

8. Select: Documents.
Receivable Amendment Photos

8. Select: Add New Document. Edit Receivable Amendment Details

10. Browse for, or drag and drop, Receivable Amendment  Documents =~ Photos

your e

11. Select: CLOSE.

Upload a File

Browse for File(s) Clear Successful Uploads

Drag and drop files here

CLOSE

12. Select: Save changes. Cancel Changes
=> FPMT will display an error

message if there are data
validation issues that you need
to correct.
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Data Review and Exit Business Process Wizard

FPMT will display all receivable contracts.
You can expand each area to display specific receivable contracts. This provides a quick way to review
the information before you save your changes and exit the business process wizard.

FPMT allows you to drill-up/drill-down to review information. Click the Hierarchy button to change to the

Flat view.
1. SEleCt Open- @ History ? Filter ?23 Hierarchy @ History ? Filter E§ Flat
= Review your changes. Select Starting Point 10 @ Starting Point 1
“Previous” to return to an earlier AT A Havigete il dare A
screen to make corrections. = @ Receivable Contracts 5 = @ Receivable Contracts &
2. Select: Save and Close. ~ v
= FPMT will display an error SSL 20-0044 = @ Receivable Facilities °
\ G
message if there are data oo} v
validation issues that you need ) = @ Receivable Payments E
to correct. @ SSL21-0121 A v
. Receivable Contract -
= FPMT will save all changes -, = 9 Spaces :
and close the business process 2
wizard. Test OFM Receivable Contract - S... e GOV - 0001
Receivable Contract Space
Cancel all changes = cancel alll o e
changes and close the /

business process wizard. =

£ Previous Next S\YF\Dlelel Cancel All Changes £ Previous Next ¥ YNkl Cancel All Changes
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