GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

Welcome to Global CRUISE. This Quick Guide shows how Service Provider
Assigners assign staff to requests. It also introduces some of the basic features
of Global CRUISE to help you navigate the system. If you need help with Global
CRUISE, click Contact Us for Customer Services Manager contact information.
Contact Us is located under HELP on the Main Menu.

ACCESS THE GLOBAL CRUISE SITE: Viathe link on an email alert or at
http://globalcruise.dgs.ca.qov

= Click the Enter System button.

¥ RESD employees are not required to enter a password. You are automatically
logged in when you click the Enter System button.

(= Global CRUISE - State of California - Windows Internet Explorer,
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File Edit Wiew Favortes CEE
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Welcome to Global CRUISE. This is the Real Estate Services Division (RESD) resource for submitting all real estate related project requests for review and
transmittal to the appropriate RESD service provider. During this process you'll be able to check the routing, approval and assignment status of requests via this
system

Enter System a— (Click

@% For Production
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GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

HOME PAGE (DASHBOARD)

The HOME page (also referred to as your Dashboard) contains two grids to help you
manage your requests:

PENDING — The Pending grid displays requests requiring staff assignments.

TRACKING — The Tracking grid contains requests you are monitoring, including:

®  Requests that automatically move to your Tracking grid when you notify the Branch
Catcher that staff assignments have been entered.

® Requests that you add to your Tracking grid. To add a request to your Tracking grid,
use one of the following options:
¢+ Click ID to view a request, and then click Track on the Request Menu.

+ From the Search Results grid, click the Track/Remove icon for the request
you want to add.

¥ To remove a request from your Tracking grid, click the Track/Remove icon for the
request you want to remove. Within a request, click Remove Tracking on the
Request Menu.

fj Global CRUISE - State of California - Windows Internet Explorer =& 1[
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requests and the Testing Features’ document for more detailed info on the
s Read More
ﬂ Exportto Excel @
D Routing Histo  Request Type Date Submitted ~ Agency « City County Branch Catcher
96 = Easements 8/22/2011 Real Esta WEST SACRAMENTO YOLO Test_GC_BC, Test_Gi
85 “' Agency Master Plan 8222011 Real Esta SACRAMENTO SACRAMEMNTO  Test_GC_BC, Test_G!
a0 “— Sustainable or Resou 8M19/2011 Real Esta Sacramento SACRAMEMTO  Test GC_BC, Test_Gi
68 = Sustainable or Resou 8MZ2/2011 Real Esta Test_GC_BC, Test_Gi
34 = Infrastructure Study 712612011 Real Esta Disney MERCED Test_GC_BC, Test_G!
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LANR |E| LA Page: 1/of1 Go Pagesize:| 5  Change ltern 110 5 of 5
Exportto Excel @
D Routing Histo  Date Sub Agency Request Type « City County Status
64 (T 8/5/2011 Real Estate Services [ Direct Construction Se w sac YOLO Broadcasted
14 = TI20/201° Real Estate Services [ Relinguishment of DG SACRAMENTO SACRAMEMNTO  Pending
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GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

The Summary contains information the agency provided for a request. Enter the system
and view the Summary in one of the following ways:

= Utilize the link in an email alert. Click the Enter System button and the
Summary will display.

® Use the web address. Click the Enter System button and the HOME page will
display. Click ID in your Pending grid to view the Summary.

/f Global CRUISE - State of California - Windows Internet Explorer

(=L ]| ca.gov | 4| x| Ay B~
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File Edit WYiew Favorites Tools Help

97| T8 B Yahoo! weather €] -
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Global CRUISE

HOME REQUEST ANNOUNCEMENTS USERS ADMIN HELP LOG OUT
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| Request 96: Easements - Real Estate Services Division, DGS - YOLO COUNTY

‘ Summary Routing Mates to File CSM Review Status Project Setup Address Lookup Staff Assignments Email Summary |>| —
GLOBAL CRUISE Request Summary

Agency. Real Estate Senvices Division, DGS

City: WEST SACRAMENTO County: YOLO
Requested Completion Date: 8/25/2014

Date Submitted to RESD: 8/22/2011

Project Number(s): 130038, 129047

Lease File Number(s):

PROJECT INFORMATION

Project Description/ Scope:
Easement for Hwy 1

Agency's Project Name or Reference Number:
Capitola Easement

RESD Already Contacted:

Related RESD Projects:
San Simeon and Santa Barbara easement projects
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|
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GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

ENTER STAFF ASSIGNMENTS

1. To enter Staff Assignments, scroll down to the bottom of the Summary and click the
Enter Staff Assignments button.

,f‘ Global CRUISE - State of California - Windows Internet Explorer

5]
. idevi i i =l =l I e
e & | http:/devintranetapps.dos.ca, gowiRESDIGC Testi Secure, ServiceR equest [ViswSummary , aspyFid=95 e | ¥ | | K| |8 Live Search

Fle Edit View Favorites Tools  Help

{3 Favorites | {.3 £ | "Web Slice Gallery -

(& Glohal CRUISE - State of Califarria | | T - B - 0 g= - Page- Safety- Took- -
ROUTING HISTORY
Date/Time: From: To: Routing
8i2212011 @ 11:29 AM Test_GC_BC, Test_GC_BC Dan.Alden@dags.ca.gov Requesting Staff Assignments
Branch Catcher

Semvice Providers
Comment: Flease identify staff for projectteam.

DELEGATED AUTHORITY (DA) APPROVAL

Date/Time: Name Telephone Status

8/22/2011 @ 10:38 AM carrieda yang

(916) 375-4905 Approved and Submitted

CUSTOMER SERVICES MANAGER (CSM) REVIEW

Date/Time

Name Telephone

REGIONAL PORTFOLIO MANAGER (RPM) REVIEW

DateTime Hame Telephone Status
8/22/2011 @ 11:08 AM Test_GC_RPM, Test_GC_RPM Accepted
Comment: Accepted based on 12.22.1.1223
ACTION REQUIRED P Click
<| Enter Staff Assignments I
|Sess|on Time Remaining: 19:11 ’_’_’_ ’_’_’_| J Trusted sites + v’a - ‘ "‘. 100% - 2
¥ 2] Startl J & @ @ @ J @ Inboy - Microsoft Q... I ] Links For testing - Me... I 1. User Manuals Guides I 181 DRAFT Global Cruise ... II & Global CRUISE - St...
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GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

2. The Enter Staff Assignments page is displayed and provides project setup details for
the request. If more than one project number is displayed for your Branch or Section,
click on a blue bar to expand and view the project setup details for each project.

¥ One or more project numbers may be assigned to a Branch or Section, and multiple
Managing Branches or Sections may be assigned to a request.

/2 Global CRUISE - State of California - Windows Internet Explorer ;Iilll

6;;:' |g httn:,i,l’dewntranetapps.dgs.ca.gov,l'RESD,iGCTest;'SecureJ‘SerwceREquestJ‘DoStaffRsslgnments.aspx?\d=89j B 4| X &% Live Search P~

File Edit “iew Favorites Tools  Help

5 Faworites | 3 &) Web Slice Gallery ~

o »
(@ Global CRUISE - State of California - B - 0 o= o+ Page- Safety - Toos - -

L ]

DG Estate =es Division =l = =
_Enter Request ID # ] 2
( 7/i Global CRUISE
GOV

HOME REQUEST ANNOUNCEMENTS USERS HELP LOG OUT

Request 89: Sustainable or Resource Efficiency Related Building Project - Real Estate Services Division,
DGS

Summary Routing Motes to File Status Staff Assignments Email Summary Track |

Enter Staff Assignments Click to view project

Date Requested Action Needed: 8/31/2011 Department Billing Code: 12345 ¢

Project: - Managed By: AMB  (Click for Details)

Project: - Managed By: AMB  (Click for Details)

Return to Branch Catcher

=]
|Sessinn Time Remaining: 17:50 ,7’7,7 F,i’ilmf Trusted sites + %3 - ‘ H100% - v

EBStartl J @ @ @ J |§| Calendar - Microsoft ... [ - Links for testing - Mes. ., | 17 User Manuals Guides I @ DRAFT Global Cruise Q... “ @ Global CRUISE - Sta... |« 2i13PM
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GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

3. Enter staff assignments for the identified project number(s):

® Select the role and RESD staff from the dropdown lists and enter the
number of hours (optional) assigned. If the dropdown list does not contain a
staff person’s name, free type the name under RESD Staff and inform your
Branch Catcher or CSM that the staff person’s name does not display in the
dropdown list.

= When all assigned staff is identified, click the Save button.

® |f more than one project number is listed for your Branch or Section, repeat
this step until staff has been assigned to each project number.

Y Ared x appears next to your entries when your staff assignments have been saved.
Click on the red X to delete an entry.

/= Global CRUISE - State of California - Windows Internet Explorer == x|

@:}' |g http:,i,l’devintranetapps.dgs.ca.gUv,l’RESD,iGCTestp’SecurefServ\ceREquesthUStaffAssignments.aspx?\d=96ﬂ B[] % &Y Live Search Bl

File Edit “iew Favorites Tools Help
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& Glabal CRUISE - state of Calfarria | | fi v B v ) = v Page Safety v Took - g~

Enter Staff Assignments

Date Requested Action Needed: 8/25/2014 Department Billing Code:
! Project Number: Add Role and Staff using dropdown lists, or delete
E Project Title:

! Project Scope:

I Managing Branch/Section:

i Project Template:

! Supporting Branches (Optional):

. Project Setup Instructions:

Role I( RESD Staff \ Hours v
Contract Administrator - Kattenhorn, Georgia - X
i When you save, more data entry lines will appear. CIICk
: Hours entry
optional Save
Project: - Managed By: AMB  (Click for Details) J
|Session Time Remaining: 12:40 ’_’_’_ ’_’_’_|J Trusted sites + |[¥a - ‘ H100% - i

fﬂstartl J @ @ @ @ J @ Inbox - Microsoft Outl,.. | =] Links for testing - Mes. .. | 1 User Manuals Guides | @_] DRAFT Global Cruise .. || (& Global CRUISE - Sta... |« g 2:01 PM
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GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

Note: For RELPs projects only, additional project information is required: Project
Type Code, Intra-Agency Instructions and a link to generate a Form 9.

/2 Global CRUISE - State of California - Windows Internet Explorer - | =) |1|

@?:' I@, http:)’Idevintranetapps.dgs.ca‘gow’RESDJ‘GCTest,l’Secure,l’ServiceRequestJ‘DDStaFFAssignments.aspx?id=10:j Bl || % I."J Live Search Folihg

File Edit View Favorites Tools  Help

T::? Favarites | {:‘5 £ | Web slice Gallery -

(@ Global CRUISE - State of California | | i v B - ) o= v Page v Safety - Toos - @
: Add or modify Staff Assignments, i 2
The following RESD Staff is assigned to the Key Member Roles indicates: optional Hours entry :
Role RESD Staff Hours & Delete
Customer Organization - Beck, James - X entry
PWB Coordinator - Lona, Esau - X
\When you save, more data entry lines will appear.
Project Type Code: )
| [0065 EDD By State Lezse 5 Select Code and Instructions
Intra-Agency Instructions (select all that apply):
¥ Mew Froject File - original information
i I Mew Space Planning File - copy all information
¥ Pull Existing Project File - original information Click to save
" send Customer Relocation Advisory Memo (new space only) information entered
' ¥ dd projectto Access Database \
| Generate Form ¢ #f=——\/i@\¥ Or Save a copy
Project: - Managed By: RELPS k for Details) e
When Staff Assignments are . .
leted f iact lick Another project related to this request
Return to Branch Catcher | completed for projec {S}r click
to return to Branch Catcher =]
|session Time Remaining: 09:12 ’_l_l_l_l_l_lj Trusted sites + [Ya- [®i00% - 4
Eb’startl J & O] W J | O] 1rbox - Microsaft Outlook | -] Links for testing - Messa... | | User Manuals Guides " {€ Global CRUISE - State... « | 0] 11:09 AM
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GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

4. When you have entered staff assignments for all project numbers for your Branch or
Section, click the Return to Branch Catcher button. Enter an optional routing
comment and click the Send button.

/2 Global CRUISE - State of California - Windows Internet Explorer & x|
(3N} : i i id=0g | | k| | -0 -
i&.9 ® |B] hitejidevintranctapps. dos.ca.goviRESD G TestSecure, Ser viceRequest/DoStaf Assignments aspdid=06 || ¥4 || X | |8 Live Search el

File Edit Wiew Favorites Tools  Help
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"CRUISE

REQUEST AN

Enter Request D# |

Cllsise]

HOME

GOV

EMENTS USERS HELP LOG OUT

Request 96: Easements - Real Estate Services Division, DGS - YOLO COUNTY

Summary Routing Motes to File Status Staff Assignments Email Summary Track

Enter Staff Assignments

Date Requested Action Needed: 8/25/2014 Department Billing Code:

Managed By: AMB  (Click for Details)

Project: -

Return to Branch Catcher -«

Managed By: AMB  (Click for Details)

Click when staff assignments have
been completed and saved for project(s)

Back to Top | Conditions of Use | Accessibility | About Us | Contact Us
Copyright & 2010 State of California

+ [“a-[®ioe - 4

[Session Time Remaining: 16:43 |

[ [ [ [ [ Trustedsites
Jt;'startl | & (2] | 5] b - Micrasoft outlock | ) DRAFT Global Cruise Gui... | & Global CRUISE - State...

/2 Global CRUISE - State of California - Windows Internet Explorer |
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File Edit Wew Favorites Tools Help

¢ Favorites | G @] Web Slice Gallery +

(& Global CRUISE - State of Calfornia

o

Request 96|

Global CRUISE

ME REQUEST EMENTS USERS

Return to Branch Catcher

Summary Routing Comment:

Add optional comment and click Send

N

Staff assignments complete.
Enter Staff

Date Requested

e G | ReturnToBC aspx?id=96

= H
\ d

Cancel

ok for Details)

ok for Details)

Back to Top |

Conditions of Use | Accessibility | About Us | Contact Us
Copyright ® 2010 State of California
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GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

5. A confirmation message is displayed and the Branch Catcher is notified that you
have completed your staff assignments.

/= Global CRUISE - State of California - Windows Internet Explorer == x|

m." |g, http:,i,l'dewntranetapps‘dgs‘ca.govJ‘RESD,I’GCTest,iSecure,iSerwceRequest,l’DoStafF.qsslgnments.aspx?|d=96j B ||+ | X &% Live search Pl

File Edit Miew Favortes Tools  Help

.7 Favorites ‘ 9 @] wieb Slice Galery =

= »
(& Global CRUISE - State of Califormia 5 - B - [ g=y - Page- Safety - Tooks - -

DGS Real Estate 5 ion " ° -
Enter Request ID # ] Q
C .GOV Clobal CRUISE

HOME REQUEST ANNOUNCEMENTS USERS HELP LOG OUT

Return to Branch ©=¢char

Summary Routing Comment. | =] Slobal CRUISE

Staff assignments con
Enter Staff These staff assignments have been saved and

the Branch Catcher has been notified.

Request 96|

Date Requested

B Bra] ReturnToBC.aspx?id=96

Back to Top | Conditions of Use | Accessibility | About Us | Contact Us
Copyright © 2010 State of California

=
Session Time Remaining: 12:56 l_l_ l_l_ l_l_ |{ Trusted sites 45 - | HA00% - v
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GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

6. When you notify the Branch Catcher, the request automatically moves from your
Pending to your Tracking grid.

/= Global CRUISE - State of California - Windows Internet Explorer — =] x|

(<]®

Fle Edit View Favorites Tools  Help

- I& http:)fdevintranetapps dgs .ca, gowfRESD)GC Testf Secure/ SPDashboard. aspx. j |EHEHE| Il'f Live Search |p '|

{3 Favorites | {.3 £ | "Web Slice Gallery -

(& Global CRUISE - State of California | | M v B - ) g=h - Page~ Safety~ Tools- @
requests and the Testing Features’ document for mare detailed info on the
Read More...
Export to Excel g
D Routing Histe  Request Type Date Submitted  Agency » City County Branch Catcher
95 & Agency Master Plan  8/22/2011 Real Esta SACRAMENTO SACRAMENTO  Test_GC_BC, Test_G!
[y C"— Sustainable or Resou 8M19/2011 Real Esta Sacramento SACRAMEMTO  Test GC_BC, Test G
68} LS Sustainable or Resou 812/2011 Real Esta Test_GC_BC, Test_G!
34 @& Infrastructure Study ~ 7/26/2011 Real Esta Disney MERCED Test_GC_BC, Test_G!
The request will move from the Pending grid to the Tracking
grid after the request has been returned to the Branch Catcher
2| | i
Page: 1 of1 Go Pagesizer 4 Change ltern 1to 4 of 4

Export to Excel g
outing Histo Date Sub Agency Request Type » City County Status

64 & 8/5/2011 Real Estate Services [ Direct Construction Se w sac YOLO Broadcasted
I 96 (= 8221201 Real Estate Senvices [ Easements WEST SACRAMENTO  YOLO Pending I
14 = 71201201 Real Fstate Sernvices T Relinnuishment nf NG SACRAMENTO SACRAMFNTO  Pendinn >
|Sess|on Time Remaining: 15:22 l_l_’_’_’_’_hf Trusted sites + v’;. - ""“ 100% - 2

Ejstartl J @ @ @ J @ Inboy - Microsoft Outlook, | @ DRAFT Global Cruise Qui. ., ” @ Global CRUISE - State... &« E 2117 FM
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GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

VIEW STAFF ASSIGNMENTS

1. When project setup is completed in ABMS, the Branch Catcher broadcasts an email
alert to key members and interested parties. Click the link in the email alert to
view the staff assignments.

lobal CRUISE - State of California - Windows Internet Explorer |7 x|

@?)\r' I@, http:,l’)’dewntranetapps.dgs.ca‘gov)’RESD,I’GCTest,iSecure,l’ServiceRauuest)’\u'iewStaFFAssignments.aspx?id=§j B4 | X B Live Search 2=

File Edit Wiew Favorites Tools  Help

<7 Favorites | 9 & web Slice Gallery +

gg' -| (& Global CRUISE - State of .. X | & Global CRUISE - State of Ca\i‘..l | M v B - 0 e v Page~ Safety - Toos~ @- 7
I PROJECT COORDINATOR THEURING, STEVE 915-375-4861 ' I =
| PROJECT MANAGER COOPER, ROGER A §26-441-0056

Project: 129047 - CUIAB, LEASE RENEWAL - LONG BEACH HEARING FACILITY Managed By: AMB

! Project Number: 129047
Project Title: CUIAB, LEASE RENEWAL - LONG BEACH HEARING FACILITY

Approved, CUIAB is requesting the assistance of RESD to negotiate a lease for the Long Beach Hearing Facility.
This project is a direct result of the Governor's Unemployment Proclamation. CUIAB is also requesting adjacent

5 Project Scope: tional hearing room space on a short term basis. 4 yr firm term and coordinated with adjacent request for 5
: additional space CRUISE # 6522. :
Managing
i BranchiSection: BB
i The following RESD Staff are assigned to the Key Member Roles Indicated: i
! Team Member Role RESD Staff Telephone '
! Leasing Unit Manager JOSEPH, PATTI A 916-375-4141 |
! Planning Unit Wanager CHAPMAN, NORTON R 916-375-4084 :
| PROGRAM SUPPORT ANAL BUCKNER, BRENDA F 916-376-1863 :
! PROJECT COORDINATOR SAMUELSON, SARAH M 016-375-4686 :
! PROJECT MANAGER HAZEWOOD, YOLANDA D 916-375-4134 |
! PROJECT SUPPORT ADMI GRIMES, BERNADETTE 916-375-4022 :
| SPACE PLANNERS BLASE, MARIA C 916-375-4116 ;
: Team Member VIERRA, MAMCY T 016-376-1790 :

Include the following individuals on the Broadcast:

Role Name Email

Branch Catcher Test_GC_BC, Test_GC_BC TesiGCBC@dgs.ca.gov

Customer Sernvices Manager Test GC_CSM, Test_GC_CsSM TestGCCSM@dags.ca.gav

Regional Portfolio Manager Test GC_RPM, Test GC_RPM TestGCRPM@dags.ca.gov

Senvice Provider Test_GC_SP, Test_GC_SP TestGCSP@dgs.ca.gov -

Delegated Authority yang, carrieda cyang@dgs.ca.gov

o —————— R

Session Time Remairing: 17:46 [ [ [ [ [ Trustedsies RV
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GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

Note: The customer’s Staff Assignments page displays only the Unit Managers and the
Project Managers/Team Leads under Key Member Roles.

/f Global CRUISE - State of California - Windows Internet Explorer

(&) (2] [x] [& -

File Edit View Faworites Tools Help

97| 9 @) vahoo! Weather €] -

‘ @Globa\ CRUISE - State of Calfornia

[ ] -0 =@ B8 36

(B

Project: 130038 - Miscellaneous Repairs Managed By: AMB

! Project Number: 130038 3
1 Project Title: Miscellaneous Repairs

i Project Scope: |

1 Managing Branch/Section: AMB

E The following RESD Staff are assigned to the Key Member Roles Indicated:

i Team Member Role RESD Staff Telephone :
+ PROJECT MANAGER COOPER, ROGER A 626-441-0056 ]

Project: 129047 - CUIAB, LEASE RENEWAL - LONG BEACH HEARING FACILITY Managed By: AMB

Project Number:
| Project Title:

Project Scope:

i Managing
i Branch/Section:

! Team Member Role

E The following RESD Staff are assigned to the Key Member Roles Indicated: ‘

129047
CUIAB, LEASE RENEWAL - LONG BEACH HEARING FACILITY |

Approved, CUIAB is requesting the assistance of RESD to negotiate a lease for the Long Beach Hearing Facility. This projectis a ‘
direct result of the Governor's Unemployment Proclamation. CUIAB is also requesting adjacent additional hearing room space |
on a short term basis. 4 yr firm term and coordinated with adjacent request for additional space CRUISE # 6522,

AMB

RESD Staff Telephone

+ Leasing Unit Manager
! Planning Unit Manager
1 PROJECT MANAGER
| SPAC NER:!

GC Quick Guide — SP Assigner

JOSEPH, PATTI A 916-375-4141

CHAPMAN, NORTON R

HAZEWQOD, YOLANDAD
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G

Page 12



GLoBAL CRUISE Quick GUIDE

Instructions for RESD Service Provider (SP) Assigners

2. To view the staff assignments from your Tracking grid, click the ID to view the
Summary, and then click Staff Assignments from the Request Menu.

{2 Global CRUISE - State of California - Windows Internet Explorer

5]
@;}v |g httpi)fdevintranetapps dgs.ca, gowfRESD)GC Testf Secure ServiceR equest ViswSummary , aspxFid=96 j E 4| X n'_‘,'LiveSearch P~
Fle Edit View Favorites Tools  Help

i:? Favorites | {.5 £ | "Web Slice Gallery -

eal Est

bal CRUISE

E REQUEST EMENTS

USERS ADMIN HELP LO
Request 96: Easements - Real Estate Services Division, DGS - YOLO COUNTY

Summary Routing Maotes to File CSM Review

5w [ - 0 e+ Page- Safety - Tooks - - 2

Status Project Setup

GLOBAL CRUISE Request Summary

Address Lookup (Staﬁ.ﬁ.sswgnments) Email Summary |D|
e

Agency: Real Estate Senvices Division, DGS
City: WEST SACRAMENTO

Requested Completion Date: 8/25/2014
Date Submitted to RESD: 8/22/2011

Project Numberi{s): 130038, 129047
Lease File Number{s}):

County: YOLO

PROJECT INFORMATION

Project Description/Scope:
Easement for Huy 1

Agency's Project Name or Reference Number:
Capitola Easement

RESD Already Contacted:

Related RESD Projects:

San Simeon and Santa Barbara easement projects

ENVIRONMENTAL REVIEW

Environmental review may be required for your project. For questions about CEQA and other environmental laws, please contact your

|Sess|on Time Remaining: 19:27 ’_ ’_ ’_ ’_ ’_ ’_ |)f Trusted sites
Ejstartl J & @ @ J @ Sent Tkems - Microsoft Q... | =] Links for testing - Messa. .. | 18] DRAFT Global Cruise Qui... ” (& Global CRUISE - State...

GC Quick Guide — SP Assigner 10/06/2011

+ A [ mwow -

« O] w11 am

Page 13



GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

QUICK SEARCH

To find a single request, use the Quick Search field located in the top right-hand corner
of the screen. Enter the request ID number and click the magnifying glass icon.
The request Summary will be displayed.

/2 Global CRUISE - State of California - Windows Internet Explorer ;lilﬂ

6@.- | @] hitp:fdevintranctapps.dgs ca. gowiRESD{C Test/Secure/SPDashboard.asp =] B #2)[ x| |R¥ ive search 2

File Edit “iew Favorites Tools  Help

<7 Favorites | 9 &] Web Slics Gallery ~
- »
& Glabal CRUISE - State of Califarnia i v Bl - 0 = v Page~ Sefety - Took - @)+

R
al Estat ion

E]Iobc:l CRUISE

REQUEST EMENTS | USERS | HELP

Announcements (Click to Show/Hide) E3
Enter ID

Welcome to Global CRUISE! - 7/21/2011 and click

Have fun creating CRUISE requests and checking out the features of the new Global CRUISE. Refer to the "Quick Guide’ for help creating to 'Ind
requests and the Testing Features” document for more detailed info on the
Read More... request

GOV

Pending

Export to Excel @
D Routing Histe  Request Type Date Submitted  Agency » City County Branch Catcher

95 = Agency Master Plan 82212011 Real Esta SACRAMENTO SACRAMENTO  Test_GC_BC, Test_G!
92 Delegation for Alteratic 819/2011 Real Esta SACRAMENTO SACRAMEMTO  Test GC_BC, Test_Gi
90 Sustainable or Resou 8192011 Real Esta Sacramento SACRAMENTO  Test_GC_BC, Test_G!
68 e Sustainable or Resou  8M12/2011 Real Esta Test_GC_BC, Test_G!
34 (= Infrastructure Study TI26/2011 Real Esta Disney MERCED Test GC_BC, Test_Gi

K|
|Sessiun Time Remaining: 19:45 ’_'_’_’_’_’_hf Trusted sites + |¥a - "‘“ 0% « 2
zﬁstart| | & (O] ] | [©] tnbose - Microsoft Out, .| 1 Lirks For testing - Mes.... | 1 GC [0 96 Has Been &... | B DRAFT Global Cruise ... || @ Global CRUISE - Sta... |<|0] 2:38PM

GC Quick Guide — SP Assigner 10/06/2011 Page 14



GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

SEARCH FOR REQUESTS

1. From any page, hover your cursor over REQUEST on the Main Menu, and click
Search. You will be redirected to the Search for Service Requests page.

2. Enter search criteria in one or more fields. Additional fields are available under the
More Search Options link.

3. Click the Search button. The results display in the Search Results grid at the
bottom of the page.

4. To view a request, click the ID for the request you want to see.

5. To add a request to your Tracking grid, click Tracking on the Request Menu. From
the Search Results grid, click the Track/Remove icon for the request you want to
add.

/= Global CRUISE - State of California - Windows Internet Explorer — =] x|

@?}v |g http:ffdevintranetapps, dgs . ca, gowiRESDIGC Test Sacure/ SPDashboard, aspx j IR S B Live Search s aks

Fle Edit View Favorites Tools  Help

{3 Favorites | {.5 £ | "Web Slice Gallery -

. »
(& Global CRUISE - State of California 5w [ - 0 e+ Page- Safety - Tooks - -

RESD

DG5S Real Estate Services Division = =
Global CRUISE

HOME REQUEST ANNOUNCEMENTS USERS HELP LOG OUT

Cearch)

ot
Announcements Sanzee Er (Click to Show/Hide) B3

Welcome to Global CRUISE! - 7/21/2011
Have fun creating CRUISE requests and checking out the features ofthe néwGlobal CRUISE. Refer to the "Cuick Guide’ for help creating

gs:;iltir?_d the Testing Features” document for more detailed info on the Hover curser over REQUEST
and click Search

Pending Export to Excel g
D Routing Histo  Request Type Date Submitted ~ Agency » City County Branch Catcher
95 = Agency Master Plan 82212011 Real Esta SACRAMENTO SACRAMENTO  Test GC_BC, Test Gt
gz (= Delegation for Alteratic 8M19/2011 Real Esta SACRAMENTO SACRAMEMNTO  Test GC_BC, Test_Gi
a0 = Sustainable or Resou  8M13/2011 Real Esta Sacramento SACRAMENTO  Test_GC_BC, Test_G!
68 /—‘— Sustainable or Resou 8M12/2011 Real Esta Test GC_BC, Test G
34 (= Infrastructure Study  7/26/2011 Real Esta Disney MERCED Test_GC_BC, Test_G!

|Sess|on Time Remaining: 19:56 l_l_’_’_’_’_L/ Trusted sites + v’a - ‘ '@; 100% - j

mfstartl J @ @ @ J @ Inboy - Microsoft Ou,.. | | Links Far testing - Me... | =] GC ID: 96 Has Been ... I IE_] DRAFT Global Cruise ... II @ Global CRUISE - St... |(< 4 @ 2146 M

GC Quick Guide — SP Assigner 10/06/2011 Page 15



GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

lobal CRUISE - State of California - Windows Internet Explorer
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GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

NOTES TO FILE

From the Request Menu, click Notes to File to add notes to a request or to read other
users’ notes. RESD’s Notes to File are available only to RESD users.
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GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

MENUS
Global CRUISE utilizes three different menus to access various functions:

® Main Menu (HOME, REQUEST, ANNOUNCEMENTS, USERS, HELP AND LOG
OUT): Located directly under the Global CRUISE header, this menu provides
access to your dashboard as well as functions to search for a request, manage user
accounts, display announcements and obtain help documentation.

® Request Menu (Claim, Summary, Routing, Status, Notes to File, Staff
Assignments and Tracking): This menu is displayed when viewing a request and
provides functions and commands to view, route, change an attribute of or record
information about a specific request.

¥ When viewing a request, the Request ID, Request Type, Agency and County are
displayed between the Main Menu and the Request Menu to identify the request.
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GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

= | eft Navigation Menu: This menu appears on the data entry pages of a request
and lists the sequential steps required to complete the request. The steps on the Left
Navigation Menu are displayed in two colors and fonts:

+ Blue indicates steps that have already been completed. You may revisit any
step that is a blue link in the Left Navigation Menu at any time should you
need to review the data entered.

+ Black indicates steps that have not been completed. However, all steps
should be completed before a request is submitted to RESD.

+ ltalic designates the step you are currently viewing.

¥ Each step in a request consists of a question or group of related questions. Step
titles are represented as blue links on the Summary. Click a step title link to view the
data entry page.
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GLoBAL CRUISE Quick GUIDE
Instructions for RESD Service Provider (SP) Assigners

CUSTOMIZE YOUR GRID FEATURES

These features allow you to manipulate requests in your grids and to customize the
layout of the columns.

® Sort by Column: Requests within a grid can be sorted by a column. Right click on
the column name to see a dropdown list of options that include ascending and
descending. Left click to select an option.

® Resize or Reorder Columns: Columns can be resized or reordered to suit your
needs. Place the cursor left of the column name that you want to reposition. A two-
way arrow is for resizing the column. A four-way arrow allows for the column to be
moved. Both are done by dragging and dropping while staying within the header.

® Hide or Display Columns: Select the columns you want to display in a grid. Right
click on the column header and select Columns. Select the checkboxes for the
column names you want to display.

B Scroll to View Columns: Use the horizontal scroll bar to view all columns that are
displayed in a grid.

= Define Grid Page Size: Define the number of requests to view in a grid using the
page size field. You can choose to view all requests in the grid on one page with a
vertical scroll bar or you can choose to view multiple pages.
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