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View your building 
documents. (See Page 2)

View Occupancy RSF.
(See Page 3)

View Vacancy RSF.
(See Page 4)

View Stacking Plan.
See Stack Page (Page 5)

This will be your most common pathway to your stack and then the Floor Plans. 

Portfolio Page
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Building Documents

Plan Books, EAP files, and anything else we create for you will be stored here. Additionally, you can easily create folders 
and upload your own relevant documentation to RealAccess’s cloud storage without file size limitations. Right click on 
any folder name to rename or delete.   
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Occupancy RSF

Click here to be taken directly to 
that suite’s floor plan, aka the 
Interactive Floor Plan.

This is the actual 
square footage 
measured in the
space. 

This is the amount 
square feet provided by 
the signed lease. 

This is the square footage – 
based on calculations provided by 
REBNY’s guidelines or BOMA’s 
standards – that we recommend 
you meet or exceed in your leasing 
efforts. Note: If this column is titled 
“Target RSF,” your property is 
utilizing user defined values (aka, 
square footage). You will also see a 
“t” next to that number or percent-
age. For more information, please 
refer to the last page of this booklet 
or contact your Account Manager. 

This is a breakdown of the property’s leased suites and their associated stats. 

This is either the loss 
factor (REBNY) or load 
factor (BOMA) utilized 
on that floor. 



4

Vacancy RSF

Similar to the Occupancy RSF, but displaying stats associated with suites yet to be leased.  
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Stack Page

Drop down menu shows 
different Stack Views. 

View different data points on 
the Stack.
(See page 6)

Click to view lease 
information.
(See page 7)

Click into a space to view the 
Interactive Floor Plan. 
(See page 9)

Asterisk * denotes suite options 
on the Lease Details page.
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Expanded Stack Page

Select data points to display on 
the Stack. 

Export preferences.

Formatting options related to 
exporting as a PDF.  
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Lease Details

View a suite’s lease information. Modify a suite’s lease information.
(See page 7) 

Review and reactivate previous leases.
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Modifying Lease Details

Click to assign a 
space as Vacant.

Click to save details. 

Tenant Area, Leased Area, Lease Start Date, and Lease End Date are required fields. 

Note: Selecting Mo-to-Mo will automatically change the Lease End Date to 12/31/9999, our default date for month-to-month leases. 
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Interactive Floor Plan

Similar to the Stack’s view type 
except for Space Categories, which 
gives you square footage optics on 
the rentable and non-rentable 
spaces on the floor.

Select various data 
points to view on 
floor plan.

Navigate through your 
building.

Select different floor 
plan scenarios to 
view.

Click to export full floor 
PDF & CAD files.

Email a PDF or
CAD file directly.

Click to export single suite PDFs, 
lease exhibits, and marketing 
flyers.  

Click to view/edit/delete lease 
information. Please see instructions 
on Lease Details page. (Page 7-8) 

Hot Keys:
Shift + Left Mouse Click = Ability to move text around on the Floor Plan. 
Ctrl + Left Mouse Click = Hatches a space.
Alt + Left Mouse Click and Drag = Draws a dimensional line on the Floor Plan that is accurate within 1-3 inches. 

Clicking on a space on the Floor Plan will give 

you a snap shot of the suite and lease 

details.
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Dashboard

A visual breakdown of the lease data seen throughout the platform. All graphs are clickable, allowing you to
dive deeper into the property and/or portfolio information. 
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Reports

View different reports such as Property 
Overview and Lease Building Summary.

All reports available in various 
formats such as Excel, PDF, and 
more. 
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Target Rentable Square Footage

Define your own Target Rentable Square Footage in RealAccess:

Traditionally, a loss factor would define the Rentable Square Footage for all your suites. Now, with 
Target Rentable Square Footage (TRSF), your spaces' size determines your loss factor.

Utilizing a modified approach to REBNY’s guidelines and BOMA standards, RealAccess frees you from 
tradition, allowing you to customize your Target Rentable Square Footage and move towards a future 
with higher gains and improved success.

Please speak with your Account Manager for more information and implementation. 


