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INTRODUCTION — HELPFUL INFORMATION

Using Browser’'s BACK button
Any browser you are using to activate WebSpace will have a Back button. It is strongly recommended

that you do not use the browser’'s Back button. We recommend that you use the application’s Back
button, available in all screens.

Session Expired Message
For security purposes when using the system, you only have 30 minutes during which to perform an

action. If no action is performed (no buttons are clicked in WebSpace) your session times out and you
must log in again to continue.

ACCCESSING WEBSPACE
Log In and Using Links

To access WebSpace, the user must open up their Internet browser and type in the URL provided by
the Central Administrator. Once accessed, the user will be presented with the logon screen below.

Read the security information at the top of the screen for information on privacy protection. To logon,
enter a User ID and Password in the input boxes and click the Login button to enter WebSpace.

Empiant State

University

User ID:

Password:

WebSpace

——

Help Desk

Email
wehspacehelpdesk@®maim us.com

Upon logging on, the system displays the user’s role, the status of the rooms the user is responsible
for, the status of the rooms in the user’s domain. In addition, if the floor plans have been loaded into
the system, the user will see links to the available floor plans in the department(s) for which the user is
responsible.
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WebSpace

Department Coordinator

ADAMS, GRANT
Menu Onptions

Toolbar

20720512 Wialcome 1o WebSpace

_——"——| Announcements
[ sawGew ]

t{w)

[ | ey [ e ] e [N :
po ] Status Graph
i T 3 W
~o_

Fse P o0 2201 e Scansss Status

View Rooms [ Account | Employes

Floor Plans

Helpdesk o
¥ View Rooms/
Employees/Acco

Toolbar unts

The top toolbar has the following options:

Help : Training

Home enables the user to return to the home page.
My Profile enables the user to update the User ID, Password or Email Address.
Help enables the user to view various FAQ sections.

Training Docs enables the user to view various training materials as well as provides all users with
online WebSpace tutorial.

Log Off enables the user to exit WebSpace. For more details, please refer to the Logging Off from
WebSpace section.

The Home link on the toolbar will return the
user to the Home Page

WehbSpace Tutorial -
The Help link on the toolbar will provide the —— o
user with an FAQ page, giving the user a brief - 7 —

overview of various processes:

The Training Docs link on the toolbar allows
the user to view various training materials as -
well as providing users with online WebSpace though the Spaco Suriey Proccn e Sytemand il you
tutorial (shown right).  Other documents, R
manuals or reference materials can also be plebspacelREyRole
. . . . Changing Room Assignments
provided by the institution and placed under
Training Documents section.

Assignments Example

The Space Survey Process - Inventory

Inventory Example

The Space Survey Process - Cluster

Cluster Example (x|

The My Profile link on the toolbar displays the 3
information the system has about the user. we VUYL WW

R S LS
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To access it, click My Profile from the top-right-hand menu of the Home page.

Employee ID: 2201001

Hame:  ADAMS, GRANT

Dept: 2201
User ID: 2201001 change login id
Password; oo change password
* Email I grantic li edu change email address

*t It is very important that you have a valid email address so that you can be notified about the Space status promptly.

The Space ID Card displays the Employee ID, Name, Applicable Departments, Login ID (User ID) and
Email Address. The Password is blocked out for security purposes. The Space ID Card also enables
the edition of the Login ID, Password, and Email Address of the User via three links displayed on the
card. Simply select a field to edit, and click Finished when completed.

Note: Passwords are not displayed for security purposes.

Note: The Central Administrator has an option of turning the change options off. If change login id,
or change password or change email address do not have a link, it indicates that Central
Administrator has turned those options off.

Selecting Change links will show one of the following:

Change Login ID

0Old Login 1D: ADAMS

Change Password

Old Password: *=*==*

Enter New Password: I:I
Confirm New Password: I:|

[ Finished J[ Cancel J

Change Email Address

Old Email Address: innagvozdevagigmail.com

New Email Address: |

Yfou are responsible to input & valid email address. Otherwise, you may not be notified when needed.
Be sure to click Finished when you done.

Log Off

To log off properly, please use the Log Off menu option. If the user exited by mistake, they can return
by clicking on Return to WebSpace link.
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HOME PAGE

Home Page is the user's main page that provides up-to date completion information and allows the
user to view details related to other options as well as launch Inventory, Cluster or Survey activities.

Announcements

If presented, Announcement area will consist of messages and alerts placed by the Central
Administrator. Announcements will automatically be removed once they reach the end date.

Status Graph

Status Graph allows the user to view completion information graphically. Status Graph can be viewed
in Counts or Percentages. Clicking on the link again will hide the graph.

Inwentary Inventory
¢ lete but [ —

Camplete but | - Survey 0:1; B L; % L 1,' \ Survey

not Surveyed Y Complete = not Sunveye ‘.' X Complete (%)
=18 3 i (%)=18 =3
Inwentory Not
Inventory Not . Comp_l;tue )
| Complete = | ! =
271 |
@ Survey Complete (%) =3
@ Survey Complete =10 @ Inventory Mot Complete = 271 Inventory Mot Complete (%)= 90
Inventary Complete but not Surveyed =19 Inventory Complete but not Surveyed (%) =6

Completion Status

Completion Status allows the user to view completion details by activity — Inventory, Cluster and
Survey. By default, Completion details are displayed as a count of rooms. By clicking on ‘%’ under
Status Graph, the user will be able to see the completion as a percentage.

Floor Plans (if available)

If Floor Plans are available, they will be displayed under Floor Plans section. Access to Floor Plans
can either be a link to another system or a link to a file that the user will be able to download and view.

View Rooms/ Account/ Employee
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View Rooms

After selecting View Rooms, the system prompts the user with the Building, Room, Department, PI or
Occupant in order to retrieve detailed information specific to the room or a room summary. The user
can search on any information.

View Rooms

Building No.: Room No.: Department: Room Type:
2201|
Pl EmplD: Pl EmpName: (_Retrieve )
Occupant EmplD: Occupant EmpName:

If the room number is not known, enter the building number or the department number and click
Retrieve. The system then displays all room records that matched the criteria.

If the room status is Complete, click Complete to obtain the details. Otherwise, enter the room
number in the Room No box and click Retrieve to see the details of the room. Wildcards can be used
for shortcuts. For example, if the building number is 33440055, the user can enter 3344* and the
system returns any building that has the specified value.

Room Type, Pl EmpID, PI EmpName, Occupant EmpID, and Occupant EmpName can also be used
to retrieve the target rooms. All these fields accept a sub-string as a valid input and are not case
sensitive. Building, Department/Sub Department and Room Type have the ‘auto complete’ feature,
that will allow the DC to select the desired value from the matching list of items. The Department
Coordinator will now be able to search for any room within the DC’s domain and locate the information
quickly.

If occupants of a given room have been identified, the DC can view them by placing the mouse over
Occupants, without clicking on the link itself.

View Rooms

Building No.: Room No.: Department: 2201 Room Type:
Pl EmplD: Pl EmpName: Retrieve
‘Occupant EmplD: Occupant EmpName:

Found 286 Record(s).

Building | Room Department Room Type ASF PI ‘Occupants clrnr?;]tory Surveyor In;enlory Ssunrey
® @ @ @ @ ® @ @ @ ® @ ® GOIINSIOn & ® s s

2201-General Sciences 1630-Storage No Occupant Maximus CA ADAMS, GRANT

1001 101 2201-General Sciences 315-0FFICE SVC 88 No Occupant ADAMS, GRANT ADAMS, GRANT I;i;‘r}?m Iﬁ:: NiA

1001 102 2201-General Sciences 315-OFFICE SVC a1 NoOccupant  ADAMS, GRANT ADAMS, GRANT NiA
1001 103 2201-General Sciences sramrmlge 172 NoOccupant  ADAMS, GRANT ADAMS, GRANT Igi?;r“lr:m 'f;i Wi
1001 105 2201-General Sciences 310-GENERAL DFF\[:FE 173 No Occupant ADAMS, GRANT ADAMS, GRANT
1001 106 2201-GeneralSciences 31p.GENERAL OFFICE 128 No Occupant
oo EnGmiSins socoeoredll ™ o e IIEI_ Dept fTite |
Title [FTE |
L [z201 [REsEARcH AssOC 1.00
1001 108 2201-General Sciences  psgnON.CLASS WET LAB] 220 PANERACHRIS  View Occupants (3) ‘ [ i =
|', siting sor 220 |meessur 1.00
1001 1089401 2201 -GeneralSciences  peguon.cLaSs WeT LARdl] 830 PANERA, CHAIS
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View Account/Employee

Search Account/Employee option is a feature that can help the DC to easily locate and view
information related to specific account or employee within the user’'s domain.

The search options are provided whereby the user can enter employee name or employee id (full or
partial entry) or account name or account number (full or partial entry).

Employee: Account:

The system will automatically provide suggestions for selections as the user types the entry into the
search box. Only one entry can be done at a time (either Employee or Account).

Searching for Employee:

Employee: pane Account:

2201173 - PANERA, CHRIS

After making the desired employee selection, the system will provide the following details based on the
information available in your domain, Info — information related to the employee (nhame, home
department and title)

Payroll — information related to employee payroll (account id, department, function, PI of the account,
and % of Pay (if available)). The user can click on the Account Id information to obtain more
information related to account (information presented is what the user would see if the search for
account is performed)

Rooms Occupied - if available, information related to the rooms where the selected employee is
listed as an occupant and/or is listed as the PI.

Emplayoe: 220173 Accaunt:
Info
3 L | i
2201 - Ganersl Scence  PROF < PROFESSOR
Payroll
T T T

2301 - General Scance

2301 - General Sciance (-}

Rooms Occupied

1002 Duidng Two 151 01 - GeterslScence 250 - 250 NOWCLWITLAD 1018 1 Mes Complle

1902 -Bubding Two 182 2201 -Ceemeral Scence  250-2S0MON-CLWETLAS /719
1501 - Bukding Dae 112 2201 . Cosersl Science 253 - 250 NOH-CL WET LAS L] 3 Mot Complee: Nk Complete
1901 Dulding Daa 113 01 . Geteral Stience 250 IONONCLWITLAD 119 g gty | Mot Caroite all Mt Complete

1001 - Buking Ome 126 2301 - General Science  250-2S0NON-CLWETLAS 982 Hiea Campieie Hed Campicie

1801 - Fublon Pise W1 7900 - Memernl Brienews P55 SSOMOILES WETIAR 158 RLisis fe
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Searching for Account:

After making the desired account selection, the system will provide the following details, if available in
WebSpace:

Employee: Account: research 4|
| 1.333.777-444 - CELL BIOLOGY RESEARCH 4

- RESEARCH 4

2.333.858-666 - RESEARCH 4

Info — information related to the account (account id and name, department, function and PI)

Employee Paid — payroll information related to all employees that are paid from the selected account
(name, department, title). The user can click on the Employee Name to obtain more information
related to employee (information presented is what the user would see if the search for employee is
performed)

Rooms - if available, information related to the rooms where the selected account is listed.

Employee: Account: 1.333.888-666

Info

IR T 2

1232800666 - RESEARCH 4 2201 - General Science PANERA, CHRY

Employee Paid

T

ROWHN, TIEHA 2201 - General Science  RSAST - GRAD RSRCH ASST

2201 - General Science  RSAST - GRAD RSRCH ASST

RIS 2201 - General Science  PROF - PROFESSOR

Rooms

1001 - Building One 130 2201 - General Science 250 - 250 NON-CL WET LAB 150

1002 - Building Two 155 2201 - General Science 250 - 250 NON-CL WET LAB 179 PANE CHRIS View Occupants (7) Complete
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ASSIGNMENTS

Assignments are used to designate specific individuals to survey/inventory selected rooms or to
reassign a room to another department. Departmental Coordinators have the option of Changing Sub
Department Assignments — assign a Sub Departmental Coordinator in charge of the entire sub
department and Changing Room Assignments — to assigh someone to survey specific rooms or to
reassign the rooms to another department. Sub Departmental Administrators have access to
Changing Room Assignments only.

After selecting Assignment from the WebSpace menu, the system displays two links. This screen
enables the user to modify the assignments for an entire Sub-Department. The options are identified
by the following underlined links.

Change Assignments for Departments or Sub Departments (if applicable): Click this link to
assign a Sub Department Coordinator and establish Sub-DC Rights, which would allow for further
delegation. In effect, this changes the default settings for the entire sub-department. This section of
Assignments is only applicable if sub departments are enabled.

Change Individual Room Assignments: Click this link to assign a room to a different inventory
manager/surveyor or to an alternate department. This process is explained on the next page.

To Assign a Sub DC or a Sub Department in your department, click on:

Change Assignments for Departments or Sub Departments

To change assignments for individual(s), click on:

Change Individual Room Assignments

Back

Note: If the institution does not have the sub department structure, Change Sub Department
Assignments Link will not be applicable. Contact the Central Administrator for more details.

Changing Assignments for Departments or Sub Departments

After selecting Assignment from the home screen, the user can click the Changing Assignments for
Departments or Sub Departments link to modify Department or Sub Department assignments.

To Assign a Sub DC or a Sub Department in your department, click on:

Change Assignments for Departments or Sub Departments

To change assignments for individual(s), click on:

Change Individual Room Assignments

[ Back

A list of all sub departments under the user’'s domain will be displayed. Select the Sub Department(s)
for which a change is necessary. Multiple Sub Departments can be selected at one time.
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Change Sub Department Assignments
L

Please select applicable sub department(s) following list and click Proceed.

Current Settings for

Sub Department Assignments Sub DC Rights
Select Sub Department Allow Further Delegation?
2201 - General Sciences  ALLISON, DANIEL Y

[ Back J [ Help J [ Proceed J

After selecting desired sub department(s), click Proceed.

Two options are available — “Change Sub DC”, which will allow the user to assign a different Sub
Department Coordinator; and “Update SubDC Rights”, which will allow the user to change the rights
currently established for the selected Sub Department Coordinator.

You have selected SubDepartment{s) 2201 .
If this is correct. select the option and click Proceed. If this is not correct. please click Back to return to SubDepartment selection.

ﬁurrent Settings

Sub Department Assignments Sub DC Rights
Sub Department Allow Further Delegation?
2201 - General Sciences  ALLISON, DANIEL Y

Please select an appropriate option and click Proceed:

[ @ [Change SubDC
[ O  [Update SubDC Rights

[ Back J [ Help J [ Proceed J

Changing Assignments for Departments or Sub Departments
After having selected the appropriate option, click Proceed.
1) Change Sub DC - Select the individual you would like to designate as the Sub Department
Coordinator for the selected Sub Department. Use the Alpha links located at the top and at the

bottom to navigate through the list. The employee listing will consist of all employees
identified in the user’'s domain. Click Proceed.
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Change Sub Department Assignment for 2201

'You have selected the option, Change SubDC.
Select an employee from the list of all employees in 2201 to designate him/her a SubDepartmental Administrator for 2201 _ Click Back to return to selection.
AL CD DG GK KP P-§ S7Z Zs
I [ADAMS. GRANT [2201
I [ADAMSON, STEPHAN [2201
I [ALLISON. DANIEL [2201
I [AmazON, JEFFREY [2201
I [ANDREWS, MARY [2201
I [ANTHONY, MELANIE [2201
I [aPOLLO, ANNE [2201
I [aPPLE, maC [2201
[@ [aPPLETON, STEVE [2201
[& [ARDELL, MARK [2201
IG [ATKiINSON, DARIA [2201
I [BARNABY, JENNY [2201
I [BARMES, JOHN 2201
I [BATTLE, SANDRA [2201
I [BLADES, cAROL [2201
I [BLOCK, ROBERT [2201
I [BROCKSTON, JASON [2201
I [BRODY, DARRYL [2201
[@ [BROWMN, TISHA [2201
[@ [cHENG, LN [2201
AC CD DG GK KP P-5 57 Zs
Back Help Proceed |

After selecting the designated individual, specify the rights this individual should have. Select Yes
(default) if the new Sub DC should be able to further delegate roles within his/her domain. If Yes is
selected, the Sub DC will have access to the Assignment Option in WebSpace. Select No if the new
Sub DC should not be able to further delegate roles. Click Proceed after selecting the appropriate
option.

Change Sub Department Assignment for 2201

You have selected ALLISON, DANIEL to be the SubDC for 2201
Select the appropriate option below and click Proceed. Click Back to select a different SubDC for 2201 .

ALLISON, DAMIEL, the SubDC for has the right to:

@ vgs © nO |Allow Further Delegation?

[ Back J [ Help J [ Proceed J

Summary screen will be presented, capturing all the steps taken. Click Apply to confirm.

Sub Department Assignments for 2201

The following is the summary for 2201 :

|Su bDepartment |22[]1
[SubDC [ALLISON, DANIEL
|Allow Further Delegation? |Y

If all the information above is correct, please click Apply. To change any of the edit option, click Back.

L Back J L Help J L Apply J
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Changing Assignments for Departments or Sub Departments

WebSpace will display the final confirmation of the assignment. Click Return to Main Menu when
done.

Sijp Department Assignments for 2201

Current settings for SubDepartment 2201 :

Current Settings for 2201

| Sub Department Assignments | Sub DC Rights
Allow Further Delegation?
[2201 - ALLISON, DANIEL | Y

Click Return to Main Menu to do assignments for another SubDepartment.

[' Return To Main Menu J [ Help J

2) Update SubDC Rights — Select this option if you want to keep the SubDC intact but a change
in the SubDC rights is needed.

3) Select the “Update SubDC Rights” option and click “Proceed”.

Change Sub Department Assignments for 2201

You have selected SubDepartment{s) 2201 .

If this is correct, select the option and click Proceed. f this is not correct, please click Back to return to SubDepartment selection.

Sub Department Assignments Sub DC Rights
Sub Department Allow Further Delegation?
2201 - General Sciences  ALLISON, DANIEL Y

Please select an appropriate option and click Proceed:

[ @  [change SubDC
[ @ [Update SubDC Rights

[' Back J [ Help J [ Proceed J

After selecting the designated individual, specify the rights this individual should have. Select Yes
(default) if the new Sub DC should be able to further delegate roles within his/her domain. If Yes is
selected, the Sub DC will have access to the Assignment Option in WebSpace. Select No if the new
Sub DC should not be able to further delegate roles. Click Proceed after selecting the appropriate
option.

Select the appropriate option below and click Proceed. Click Back to select a different SubDC for 2201 .

| @ ves © No |Al\ow Further Delegation?

(UBack_J (_Help_) (_Proceed )
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The Summary screen will be presented, capturing all the steps taken. Click Apply to confirm.

Changing Assignments for Departments or Sub Departments

Sub Department Assignments for 2201

The following is the summary for 2201 -

|SuhDeparT.me nt |22[J1
|Allow Further Delegation? |Y

If all the information above is correct, please click Apply. To change any of the edit option, click Back.

[ Back J [ Help J [ Apply J

WebSpace will display the final confirmation of the assignment. Click Return to Main Menu when
done.

Sub Department Assignments for 2201

Current settings for SubDepartment 2201 :

Current Settings for 2201

| Sub Department Assignments | Sub DC Rights
Allow Further Delegation?
[2201 - ALLISON, DANIEL [ Y

Click Return to Main Menu to do assignments for another SubDepartment.

[ Return To Main Menu J [ Help J
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Changing Individual Room Assignments

After selecting Assignments from the home screen, the user can click the Change Room
Assignments link to modify individual room assignments.

A

To Assign a Sub DC or a Sub Department in your department, click on:

Change Assignments for Departments or Sub Departments

To change assignments for individual(s), click on:

Change Individual Room Assignments

Back

Select the Department(s) and/or College(s) of the rooms you wish to modify.

Assignment

Displaying 300 out of 300 rooms.
Check All Clear All

- 1001 -Building One 104 2201 asnﬁggaONF 355 BATTLE, SANDRA ALLISON, DANEL Nat Camplete cormbing agegin ot Cormplel

310-310
| 1001 -Building Cne 108 2201 GENERAL OFFICE 173 CO¥, JAMES Maximus G ALLISON, DANEL Completed Mis, Mot Complel

310-310
1001 -Building One 108 2201 GENERAL OFFICE 128 KEVES RACHEL BATTLE, SANDRA, ALLISON, DANEL Mot Complete L Completed

(&

To select the rooms you want to change the room assignments for, check the box to the left of the
room record and scroll to the bottom and click Proceed. There are up to eight filtering options:
Department, Building, Room Type, PI/PO, Inventory Coordinator, Surveyor, Attribute 1, and/or
Attribute 2 (the actual names for Attribute 1 and Attribute 2 are configurable, and will have their
designated names presented).
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Changing Room Assignments

After having selected the rooms for which the change of assignment is needed, click Proceed.

Note: If you are assigning the same individual to be in charge of surveying selected rooms, click the
Check All link. To remove those checks, click Clear All.

. . RO— PP, — —— lgnrisst
fai have aabrctad the fallowing Wanm Click Pracaed i cantinee with Aesigaeont pooeowrnn
Aasigned imventory Originel
Cate # -l-dr-c-.l !'--'w In-u:p'ﬂd- le;q*l-l- o
LR - e
F OmoaeegTes 10 301 OSRMNGWTLAD 137 DA, GRANT AT, GoANT [p— o [op— ™
P omSsmgtes 0 Z0F NOMOMHOLWETLAD 14 D, Gha A, AN Pt Compets o et Campirte [
F o imSsegTes 18 Gt MRMOMNOVETLS M s, G Apuns cRAN it Compiets o e Compiete i
F  iohswgTes 10 300 FOIRMHOWTLA @ DGR ADUM, CEANT Pt Compiet [ et Compinte -
F  iDOSsdgTes 1 00 3030 ENRALOFFCE " AL, GRANT ADUMS, GRANT Pt Compits o et Compiets [
F mSssgTes 18 Gm SUMOMMOWEILES TR apaaes, GRS Acians, can Tt Compnte " ot Compiete a

After the rooms have been selected, you have the option to “
change the Surveyor, change the Inventory Coordinator, or to

assign the rooms to another department. (| EEewE ey e

» Change Surveyor

We will go through these options individually over the next few
steps. After completing each one, the system will
automatically re-direct the user back to this page.

O Azsign to another Department
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Changing Room Assignments — Inventory Coordinator/Surveyor

After selecting to Change the
Inventory Coordinator or Change
the Surveyor, use the Department,
Title and Search options to generate a
list of employees. To find the new
designee’s name, use the alpha links
at the top of the list and scroll down to
find the appropriate name. Select a
surveyor by clicking on the radio button
next to his/her name, then scroll to the
bottom and click Proceed.

Note: The alpha links are based on
the convention used to load
the information into
WebSpace, typically, last
name, followed by first name.

Note: To search for an individual
outside of the domain (if
enabled), just enter his/her
name (full or partial) in the
Search Name box and the
system will display all possible
results.

A pre-confirmation screen lists the
selected Surveyor at the top of the
screen, if it is correct, click Apply. Ifit
is incorrect, click Back and select a
different Surveyor.

Assignment: Change Inventory Coordinator

Select Sub Department:  [2201

General Sciences

Search EmpName: l— Search

Select Title: SearchEmpD: [ (Ssarch )

I Only search I

r Only search Employees that are paid from this Sub Department

Enter Manually

Select the individual to be assigned and click Proceed.

ol o el o [Nel o Hel o [Nel o Neol = [Nel

o Hel o Mol o Nel =

mmm

1002 Busicing T 250 NOWCL WET LaB
1002 -Builiding Twa 151 250 NOW-CL WETLBH 3311
1002 Buiiding Teo 152 250 NOW-CLWET LR 2211

100 -Bliicling Twa 153 350 NOM-CL WET LAE 2011
1002-Buliding Two 155 250 NON-CL WET LAH 221

1002 Buiiding Twa 154 0 GEMERAL OFFICE 2

|_E=it || Back || Back ke Assgnment | f?h.'l:.- Feln |

L

WebSpace DC Manual

Version 8.0

ADMINISTRATIVE

RESEARCH ASS0C

GRAD TEACH ASST

INSTRUCTOR

STAFF

GRAD RSRCH ASST

STAFF

ADMINISTRATWVE

GRAD RSRCH ASST

INSTRUCTOR

GRAD TEACH ASST

UNSPECIFIED

ADMINISTRATVE

ASSISTANT PROF

2m STAFF

| 2201 PROFESSOR
2201 RESEARCH ASS0C
2m GRAD RSRCH ASST
zm GRAD TEACH ASST

(_Back J[_Help J|_view [ Proceed |

ASSISTANT RESEARCH PROFESSOR  0.50
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Changing Room Assignments - Alternate Department

Alternate Department option should be used when the space is assigned to your domain, yet, was
occupied by another unit during the time in question. This will ensure that the unit that occupied the
space can correctly survey it. By default, all selected rooms will be checked. If all the selected rooms
will be assigned to the same department, leave them all checked. If not, select rooms that will be
assigned to the same department or do one room at a time.

Note: If someone has reassigned the rooms to your department, the rooms’ original department will
be listed under Original Department column.

The selected rooms will display together in the menu shown here. The list box contains all the
departments within the

University to choose from. Building mm Room Type U"glﬂ!lDEPi

Select the Department you wish 1002-Building Two 2201 250 MOM-CLVWET LaB 127
to assign the selected rooms
and click Submit. 1002-Building Two 151 2201 250 MOM-CLWET LAB 1,915

1002-Building Two 152 2201 250 MOM-CLWET LAB a4

Note: Once the new 1002-Building Two 153 2201 250 MOM-CL WET LR 93
department has been
identified, the new
department’s 1002-Building Twwo 155 2201 250 MOM-CLWET L2B 174
Department Coordinator
will be notified (if email

1002-Building Two 124 2201 310 GEMERAL OFFICE 95

option has been enabled Select: | Departmert [
by the Central
Administrator) via (_Back J[_ Submit ]

WebSpace to alert
him/her of newly assigned room(s).

Click Back to Assignment button to return to the main assignment screen. Click Assign Other Field
to make changes to the same rooms that have been selected (for example, to change Inventory
coordinator).

ﬂ |

1002-Building Tvwo 250 MON-CL WET LAB

1002-Building Two 151 3 250 MOMN-CLAWET LAB 1,315 2201
1002-Building Ty 152 3 250 NON-CLWET LAB a4 xam
1002-Building Twwo 153 3 250 NON-CL\WET LAB S8 xm
1002-Building Twwo 154 3 30 GENERAL OFFICE = 2
1002-Building Two 153 M 230 MON-CLWET LAB 178 =2m

[ Back J| Backto Assignment ) Assign Other Field |( Help J( Exit J( Print |
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INVENTORY

Inventory is the first step of the Space Survey process, and each room must be inventoried before it
can progress to the next step.

The Inventory process consists of reviewing the listing of rooms, ensuring the room information is
correct — room number, room type, assignable square footage; identifying and specifying room
occupants and principal investigator/primary occupant of the room; designating split rooms and/or
assigning rooms to another unit, if they do not belong to the right domain.

The next steps involve completing a Room Inventory (while assigning a Principal Investigator or
Primary Occupant (PI/PO) and determining the occupants of that room).

Click the Inventory number from the Home Page or on the Inventory menu option in the main menu to
begin.

Select the appropriate Departments (if applicable) and click Proceed. The system will re-direct the
user to the Room Inventory menu (if the user does not have access to any other Departments or
Colleges, the system will direct the user straight to the Room Inventory Page).

There are up to eight filtering options available to use: Department/Sub Department, Building, Room
Type, (Inventory) Status, Room Status, PI, Attribute 1, and/or Attribute 2 (The actual names for
Attribute 1 and Attribute 2 are configurable, and only Attribute 1 is configured as My Attribute on the
following screen shot).

The system will display a list of the rooms within the selected Department/College. Mark the checkbox
under the Select Room column of the rooms desired and click Inventory to begin.

Inventory Page consists of the following columns — Edit/Remove Room; Building; Room; Department
(or Sub Department); Room Type; ASF; PI/PO (Principal Investigator/Primary Occupant); Institution-
defined attributes (if applicable); Inventory Status; Room Status; Comments and Inventory Manager
Comments.

Note: Inventory List may contain a link titled ‘Prior Inventory’. This link is only available when the
history of prior inventory is maintained. The user can click this link to obtain the details of the
Inventory that was conducted previously.

The following icons may appear in the Inventory:

.ﬂ = Occupant/Pl Required, E = Cluster Eligible (if enabled), = Service Room, E] = Recharge
Room
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Inventory

Displaying 292 out of 292 rooms. Update the Room's Inventory by using Edit Room option, then click on Inventory to complete the inventory of the room.
Check All Clear All

Select | Edit/Remove Room Depl Room Type ASF PIIPO Occupants My An bute DeRan] Boom Commenls TIELITy LTy
Status Status Comments
Room Room @ ® @ ® @ ® @ ® oTe ®® ® ®®

Umemwe
1001-Building One g‘rmOGEERAL 172 COX, JAMES View Occupants (31 Complete test (Cdit)
Omer
250-250 NON-CL 2 .
% 1001-Buiding One 108 201 e s 220 CLINTON, LEON View Occupants (2) Complete Add
250-250 NON-CL - -
[x] 1001-Buiiding One 110 zn 8l 457 CLINTON, LEON No Oceupant Complete Add
Mot Complete - ~
1001 Bukng One 0T 2201 102 Look Randy Ho Occupant e CompEt Add
‘Not Complete . E
100t Bukdngone  11rez oz 0 102 No Occupant Lt Add
1-Buiding O 12 P~ 99 FIBER, STEVEN No O t -
. . ' oo Then click Inventory
Mark the checkboxes next to
X Exit_)(__Inventory ‘Add Room ] |_Help 1
L| the desired rooms.

To make the Inventory completion process faster, use the filters located at the top to narrow down the
list of rooms. Also, use sorting to sort the list.

First — validate the room characteristics — is the room number correct, is the room type correct, is the
department correct, is the assignable square footage correct?? If not, follow the Edit Rooms
instructions on how to correct these areas. Once confirmed, proceed with the Inventory.

Some rooms on the Inventory List may be highlighted in various colors:
Blue — the room is Inventory-Only room and does not need to be Surveyed

Green — the room has been split/shared

Inventory — Add Rooms (if enabled)

After selecting the appropriate department, users may find that a room, which was supposed to be
assigned to their department is not displayed on the Inventory list. In this instance, WebSpace
enables Departmental Coordinators to add rooms to their Inventory list. At the bottom of the list,
adjacent to the Inventory button, the user can click the Add Room button to bring up the Add Room
interface.

Add Room

You have selected to Add a Room to the Inventory list. Please identify the Building, Room number, Room Type, PI/PO (if necessary) and ASF. Select the initiate option, the
reason for adding this room and provide the notes. Once identified, click Submit.

T T T T TR T T O

Search

Initiate Options

Inventory

Survey
Manual
Auto Calculate Manual Commit
Auto Calculate Auto Commit

Select your reason from drop down Please select your reason «

Notes:

~Cancel ) Help [ Submit
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From this page, the user must provide the Building, Room Number, Department, Room Type, ASF and
(OPTIONAL) assign a PI/PO for the added room.

The user can also optionally identify the room as a recharge room by checking the Recharge check
box (if applicable).

If the institution is using other attributes (like My Attribute on the above screen), it may also need to be
provided. However, the entry is not required.

Under Initiate Options the user needs to specify whether the new room will be Inventory-only (only
inventory will be required) or Inventory/Survey (both Inventory and Survey are required). Different
modes can also be specified for Inventory and Survey (Auto and Manual for Inventory, Manual, Auto
Calculate Manual Commit, and Auto Calculate Auto Commit for Survey).

Inventory Survey Comments
Not Checked Not Valid; Not allowed to proceed

Not Checked Manual _ Auto Inventory, Manual Survey _
Auto Calculate Manual Commit | Auto Inventory, Auto Payroll Manual Commit
Auto Calculate Auto Commit Auto Inventory, Auto Payroll Auto Commit
Not Checked Inventory Only

Checked Manual _ Manual Inventory, Manual Survey _
Auto Calculate Manual Commit | Manual Inventory, Auto Payroll Manual Commit
Auto Calculate Auto Commit Manual Inventory, Auto Payroll Auto Commit

Once the correct information is entered, the user must provide a reason for adding the room. Select a
reason from the drop down menu. If no applicable reason exists, select Other and provide a reason in
the Notes section.

If the system generates an error message stating that the room already exists, but the user knows that
room should be on their Inventory list (and cannot change the assignment of the room), contact
Central Administration to have the room’s assignment changed.

The building 1002-Building Two and room 157 already exists in the lnventory and is currently assigned to department 2201-General Science Please return back to update.

Back

Note: The Central Administrator may disable the “Add Room” process. If the room needs to be
added to your list, please contact the Central Administrator.
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Inventory — Edit Rooms

During the process of conducting a space survey, users and administrators may need to edit the
attributes of a particular room. WebSpace provides such a feature, and although it is available in
multiple modules, Editing rooms should be performed during or before Inventory.

Right next to the Select Room checkbox column, the Edit/Remove Room column provides a button

for each option: = Edit Room Parameters, = Remove Room. If either operation is performed,
a stated reason must be provided, especially in the case of removing a room (Central Administration
will review Removed rooms to exclude them from lists) or determine where the room should be
assigned.

[ 1001-Buikding One 107 2201 310-310 GENERAL OFFICE 172

Click the Edit button to view and modify the room’s parameters.

Comglsta the Updatad Recand attributes to designate  change. Selact the reason for updating the recond and provics notes inthe Motes b Onca done, click Submt

iy | foom | epumen | Roomtyo | up0 | st [ nechore |y s |
Current Aecord

103 -Buiding One 107 ZH-Genersl Science 310-310 GEKERAL OFFICE  CLINTORL. LEOH im2 H
Updaied Record.

Mz

=0 —uy CLMTON, LEON
Geaeral Soenos 310 GENERAL OFFICE

10 -Bulding Ore 107

Select your reason from drop down  Fiease sgect your reasan

Hotes

Cangal Hilg Sulmit,
e |

If the change is to an existing room, follow these steps.

The user has the option of modifying Room Number (if enabled), Department, Room Type, ASF (if
enabled), designate the room as a ‘Recharge’ room (if enabled) and can even assign a Pl before
Inventory. If editions are made, select a reason from the drop down menu. If no reason is applicable,
select Other from the list of reasons and provide one in the Notes section. When modifications are
complete, click Submit, otherwise click Cancel.

Note: If changes are made to the Department — the room will automatically be transferred to the
updated department after the user submits the change.

Note: By designating a room as a Recharge Room, the system will place an icon next to that room
and will calculate the resulting percentages based on recharge activity that are occurring in
that room.

If the change is to reflect Split/Shared rooms, refer to the Split/Shared Rooms section next.
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Inventory — Split/Shared Rooms

The Inventory module also enables the user to designate rooms that are to be shared either within
their assigned department or among multiple departments; or by multiple Principal Investigators (either
from the same or different departments). Selecting the Edit button for a room within the Inventory list
will allow the user to modify various parameters within the room. Above the room’s assignments, a
checkbox is provided which, upon marking, will automatically divide the room into the number of splits
the user designates (default = 2).

Solect your reason from drop down Pease sciec your reson =

Complete the following steps to indicate split/shared rooms:

1)
2)
3)

4)

5)

Indicate the department (the user's default department is automatically pre-selected for each
split record)

Specify the room type (the current room type is automatically pre-selected for each split
record)

Specify PI/PO, if necessary — use the Search button to locate the Principal Investigator to be
associated per split space

% Occupied — indicate the percentage that each Department and/or Pl occupy. The total for
all splits needs to equal 100%. The system will automatically calculate the Adjusted ASF
based on the percentage entered.

If applicable, identify recharge room and specify Attribute 1 and/or Attribute 2.

Note:

Note:

Note:

If another department has been identified for any of the split records, upon submission, the
department coordinator of the new department will be notified by the system (if email option
has been enabled by the Central Administrator). This record will no longer be listed on the
current user’s list.

Once the room is marked as shared/split, it will be highlighted in “green” in the main inventory
screen. Notice, that the room number is automatically established by the system — the original
number followed by “", followed by the record number.

Once the room has been identified as “shared/split”, it can be undone by the original owner of
the room, provided split room(s) have not yet been surveyed (or clustered), or Inventory and
Survey Approved.
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Inventory — Remove Rooms (if enabled)

If users find that a room displayed on their Inventory list should not be under their department(s) or the
rooms has been renovated and no longer exists, WebSpace enables the user to remove it. In the
Edit/Remove Room column of the Inventory list, the remove button will redirect the user to the
Remove Room page.

“You have selected to remove the following room. Please select the reason for removing this room and provide notes in the Notes box. Once done, click Submit.

T T 7 ) e

001-Main Bldg 103b 2201-General Science  1510-Office, Service 106

Select your reason from drop down Please select your reason

MNotes:

L Cancel JL Help JL Submit J

Removal is performed by simply selecting a reason from the drop down menu (unless no reason is
applicable, in which case select Other and provide a reason in the Notes section) and clicking
Submit. Removed rooms are only marked for removal; it is the responsibility of the Central
Administrator to determine where the room needs to be transferred or whether it needs to be removed
from the list completely.

Rooms that have been marked for removal will still be displayed in the Inventory list, now, only the
Select Room checkbox is grayed out, and the Edit/Remove Room buttons are replaced by
an Un-Remove Room option. Removed Room will not be available for inventory/survey process.

1001-Building One 107 2201 310-310 GEMERAL OFFICE 172

Clicking the Un-Remove button will reinstate the room to the list, and allow it to be inventoried again.

Note: If rooms should be sent to another department, whose owner is known, use the Edit Room
option or Assignment option to reassign the room to its proper owner to avoid any delay in
completing of the inventory. Use the Remove Room option only if the new owner is not
known, or when the room no longer exists and should not be reassigned.

Note: The Central Administrator may disable the “Remove Room” process. If the room needs to be
removed from your list, please contact the Central Administrator.
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Inventory — Select Principal Investigator/Primary Occupant

Once the user clicks on the Inventory button from the main listing of the room, the system will direct
the user to define PI and Occupants. The Principal Investigator needs to be listed for all rooms where
applicable. To specify who the Principal Investigator is, click the Search button located under PI/PO
column to begin the search.

Inventory | Room Inventory Manager
Select Bulldlng Room Dept Room Type ASF PIIPO Occupants | My Attribute Commems
n D n D n D n O n O Slatus Status . O comments

O 2201 sposononcLwerLen B 457 (_Search ) Mot C"'"p'a“’

The Select PI and Select Occupants Inventony: ScloctFl
screens are virtually identical (with the  Seeteemen =1 Search Emplame: (LSearch )
exception of the heading). These screens o =

contain many useful features to determine
the apprOprlate employee(s) for a rooms DOnrysearchEmuluyeaslhatarepmd1rum1msDauarlmem

purpose ( Enter Manually

Only search P

The checkbox for Only Search Pl needs to
be marked to filter the employee lists to
display only those identified as Pls.
However, a Primary Occupant can also be m.
assigned, which is why the system provides PROFESSOR 100
a few more search features to allow the

- ©) 2201 ASSISTANT PROF  1.00
user to be more definitive. . JE——
The names displayed will have a link if _l e
Payroll Information exists for the user (and = i N
enabled by the Central Administrator). Click ZIi PSR |10
the link to view the payroll summary for the 6} 201 PROFESSOR 100
individual. s} AME 2201 PROFESSOR 1.00

TILAPLA, DAVID 2nM PROFESSOR 1.00

Search EmpName enables the user to
search for and assign an employee using

their name or part of the name. eeee ) (e ) (ew ) procees )

Search EmpID enables the user to search
for and assign an employee using their 5 Bavroll Detailfor CLINTON. LEON
assigned Employee ID number (complete or ource Payroll Detall for

partial). Account Description Activity | % of Pay
@ ® ® ® ® ® o ®

Enter Manually (if enabled) enables the 1333777888 CELL BIOLOGY RESEARCHS  CLINTON, LEON

user to add an individual who was not paid T [ — . -
by or employed by the University during the

survey period. User must supply the Name,

Department, Title & FTE (Full Time (_Close window J

Equivalent) of the individual being added.

Payroll Detail

The listing of Pls consists of those individuals identified as the PI on the account as well as Pls that have already
been identified during the Inventory Process within the department. To search for an individual not listed, remove
the Pl checkbox and enter any PI's credentials on the search input boxes. The results presented may be limited
to a specific number. The search results are configured centrally. If the search did not return the result you were
looking for, provide more information and search again.
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Note: Submitting a partial entry into Search EmpName can display a rather large list. Although
partial names can be submitted, try using as much of the name as possible to better filter the
search results.

Note: When both Pl and Occupants need to be identified, start with PI information first, followed by
Occupants. This will speed up the process of identifying potential occupants.

Using the search and filter features, assign the desired PI/PO for the room and click Proceed.

Y N e T [

i+ STEVENSON, JAME 2201 PROFESSOR 1.00

(_Back J(_Help )(_ View J[_Proceed |

The system will now display the specified PI's name for the room record. If the name is not correct,
click Edit link to select another name.

Inventory Room Inventory Manager
Select Building Room | Dept Room Type PLPO Occupants | My Attribute Status Status Cnmmims Comments
Room @ @ (NG @ @ @ @ @ @ @ @ @ —~ —~ @ @ —~
@ @ &

Mat Complete
Prior Inventary:

I 1002-Building Two 160 220 250-250 MOM-CL WET LAB 151 STEWENSON, JAMIE (Ecit)  Add Occuparnt
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Inventory — Principal Investigator

The Copy PI feature enables the
user to assign the selected Pl to

il rooms 1f e P aeacy | I I o N

exists in that room, the system 1002-Buikding i zsmzsuNou CLWET STEVENSON,
will override the Pl entry with the ™ e
new PI. Check All Clear All
0 ) 2 e e

Select the room(s) to which
Copy the PI and click Copy PI.

Note, rooms that have been R —
clustered cannot be selected. (eece ) (copy ) (LClse Winden )

r 1002-Building Two 161 250-250 MON-CL WET LAB

Note: Copy PIPO is not applicable to rooms that have been clustered

Building Room Type Occupants My Attribute lnvEion/ Eoom Comments veniciyiNan ey
= = = ~ —~ —~ Status Status = Commenis
@ @ @ 0 @ 0 ® @ @ ® @ @ @ @ ® @ =N = ® @ =
o ® @ o ®
¥ f002BuldngTwe 180 2201 os0ps0mON-CLWETLa Al 151 STEVENSON, JAME (Edi)  Edirview Occupens (3] Complete
¥ 1002Buidng Twa 161 201 zs0250mON-CLWETLAR FA 200 [ Search ) Editiview Orcupents (31 pﬁ,fixﬁf
(Prigr Inwentory)

Note: Copy Principal Investigator option will only be displayed if more than one room was selected
for Inventory.

Note: Only one PI can be designated for a room record.

Note: Pl entry will not be assigned as occupant; if the Pl is considered an occupant of a room, select
him/her during the “occupant designation” process.
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Inventory — Adding Occupants

After assigning the PI/PO, the system returns to the Room Inventory screen, with the selected
employee in the PI/PO column, accompanied by an adjacent Edit link. The user can now add the
desired occupants for the selected room.

Click the Add Occupant link under the Occupants column to begin the search for Occupants.

Inventory

For rooms requiring Occupants, identify via Add Occupant link, identify PI/PO using the Search button then click Submit. Check each row’s Cluster box if desired or the column Cluster box to select all
rooms, then click Proceed.

Inventory Room Inventory Manager
Select Bul SuhD:pt Room Iype S ta lus Sta ms Cnmments v
Room @ @ @ ®®

250 250 MOMN-CLWET LAB Mot Complete

M 1001-BuidingOne 13 2201 1016 PANERA, CHRIS (Fclt)  Add Occupart [ -
(Brior Invertory)

Click Add Occupants link to begin the search.

Like the PI/PO, the Add Occupants screen provides the user with the same search and filter options to
narrow down the employee search. Ensure the Only Search PI checkbox is unmarked. The user can
check the Only

Search Inventory

Employees that You have selected to Add/Edit Occupants for the following room. Click on Add Occupants/Edit Occupants to begin the search
are paid from this process.

Department option

ey wanon o g NI TS T 3 e ey
I|St Of IndIVIdU8.|S 1001 -Building One 131 250-230 MOMN-CLWWET LAE  PAMERA, CHRIS 1,015

presented to Only Current Occupants:

e paid by the [ e e e
department o Occupant Found

selected. The
default listing of
individuals contains the list of those whose home department matches the department selected, as
opposed to where these individuals are paid.

(_Add Occupants ] (_ Close Window ] (_Print_J(_Help ]

Furthermore, the user can click on View Accounts to narrow down the list of potential occupants based
on specific accounts that Pl is overseeing.
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2201 (1427 3655 (101

Select Sub Department:  [2201 ( Search
Search Emphame:

Current General Sciences I

Select Tithe: I Search EmplD: I Search

¥ Only search the employes(s) paid from PANERA, CHRIS's accounts.

r
Cinly sgarch Pl Wiewy Aecounts

r Cnly search Employees that are paid from this Sub Department

( Enter Manually

Ise the Search options above to quickly identify an occupant. Select the occupants from the alpha list below. If the search does
not generate desired result, use the Enter Manually (if available) option to add the occupant. Click on the Occupant's name to
view payrall information.

Click %iew to display currently selected occupants. Click Proceed once all the accupants hawve been identified.

Check All Clear All

| BRODY, DARRYL 2201 RESEARCH ASSOC  1.00
r BRCHR, TISHA 22m GRAD RSRCH A55T 0.0
r Fon, GLERR 22m GRAD RSRCH A55T 0.0
r LOwWE, TR 22m GRAD RSRCH A55T 0.0
| MEWRALR, ERIC 2201 GRAD TEACH ASST 050
o PAMNERS, CHRIS 2201 FROFESSOR 1.00
| ShAITH, ADM 2201 RESEARCH ASSOC  1.00
r WALEMTIMG, JESSICS 2201 RESEARCH ASS0C  1.00

(_Back J( Help J[ wview J( Proceed |

If the room already has PI/PO identified, a check box “Only search the employee(s) paid from PI-
Name's accounts” will show up under Search EmpID option and checked by default. The user can
select the account(s) to narrow down the list of individuals that are paid from the account(s) the current
P1/PO in the room, if any.

Use the Search options to locate the occupants. If multiple alpha employee links are presented,

entries can be selected from any one of the listings. When the desired occupants have been selected,
click View to verify the selected occupants; if this is correct, then click Proceed.
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2201 (1427 3655 (101

Select Sub Department: |22I:I1 [ Search
Search Emphlame:
[Current) General Soiences I
Select Tile: | Search EmplD: I [ Search |
v O the employee(=) paid from PAHERA, CHRIS's accounts.

™7 only search P ¥ 1.333777-222 - CELL BIOLOGY RESEARCH 2

[V 1.333.585-665 - RESEARCH 4

- Only gearch Employees that are paid from thiz Sub Department

[ Enter Manually

Inventory — Edit Occupants

The confirmation screen is presented listing all of the occupants identified, along with their Name,
Department, Title, FTE and the checkbox with their status — Current versus Not Current. If the
occupant is currently occupying the room, leave the Current flag checked. If the occupant occupied
the room during the survey period, however, is no longer an occupant of the room, uncheck the
Current box. If all the information is correct, click Close Window to return to the Inventory Page.

If additional occupants need to be added or existing occupants need to be removed, click Edit
Occupants.

If more than one room was selected for Inventory and the same occupants apply to all rooms selected,
click Copy Occupants to apply the identified occupants to other rooms. Current designation is only
used for tracking purposes and should be updated if the occupant is currently occupying the space.

If changes need to be made to the Occupant’s title and/or FTE, click the B next to the name to make
the appropriate changes. To save the changes, click Save. Note, however, that once the change is
made, the individual's record will be updated for any future references.

T T N

ANDREWS, MARY 2201 [INSTNSTRUCTOR =

[ Back ][ Save

The Edit Occupants button enables the user to go back and remove, add and view currently selected
occupants.

Inventory — Copy Occupants

The Copy Occupants feature enables the user to assign the selected occupants to an additional
room for Inventory. If the occupant already exists in that room, the system will only copy the other
selected occupants and leave existing occupants intact.. Select the room which to Copy the
Occupants and click Copy Occupants. Note, rooms that have been clustered cannot be selected to
“receive” occupants.
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Building m Room Type PI/PO Number of Occupants | Occupants Required

1001-Building One 250-250 NON-CL WET LAB  CLINTON, LEON
Current Occupants:
) o e
STONE, SHERY1L 2201 STAFF 050 [V]
SULLIVAN, JOHN 2201 PROFESSOR  1.00 [/] 1

Check All Clear All

. Building m Room Type PI/PO Number of Occupants | Occupants Required

1001-Building One 107 310-310 GENERAL OFFICE  COX, JAMES 172

(_Back @[ Close Window )

When copying occupants, the “Current” designation will remain intact based on the original selection. If these
values need to change, select Edit/View Occupants to update the “current” status of the occupants.

Inventory Manager

Comments

@

1001-Building One 107 2201 310-310 GENERAL OFFICE 172 COX, JAMES (Edit Compiete Unremove Room: Other test
i 1001-Bi One 108 2201 Iy 220 CLINTON, LEON (Edi) || EditView Occupants (2} Complete
250-250 NON-CL WET LAB

Note: Copy Occupants option will only be displayed if more than one room was selected for
Inventory.
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Inventory — Remove Occupants

Once the occupants have

been identified, there may _ _ _ _ _
“ou have selected to Add/Edit Occupants for the following room. Click on Add Occupants/Edit Occupants to begin the search
be a need to remove some process.

or all of them from the

room. Building m Room Type m Number of Occupants | Occupants Required

1001-Buiding One 107 310-310 GENERAL OFFICE  COX, JAMES 172
To remove the occupants, Current Occupants:
click Edit/View link. A list
cick Edview ink. A lis (N S | 22 e
be dlsplayed DEIMEN, CATHERINE 2201 GRAD RSRCH ASST  0.50 1
B stone sHeRvi 2201 STAFF 0.50 2
Click Edit Occupants to B sulLvanJoHn 2201 PROFESSOR 1.00 2
begin the removal
process. (_Edit Occupants ) (_Close window ) (_Print_J (_Help )

The original list of individuals is presented. To see the list of current occupants, click View.

BATTLE, SANDRA 2201 ADMINISTRATVE 1.00
Uncheck the _deSired occ;upants that BLADES, CAROL 2201 ASSISTANT PROF 1.00
should not be listed and click Proceed. _
To uncheck all occupants, click Clear All R STATE 050
and then click Proceed. BROCKSTON, JASON 22 PROFESSOR 1.00
BRODY, DARRYL 221 RESEARCH ASS0C 1.00
BROWHN, TISHA 2201 GRAD RSRCH ASST 0.50
CHENG, LIN 2201 GRAD TEACH ASST 0.50

AD-CH CH-DO DU-GL GO-KE KR-PL PO-ST ST-ZH ZH-ZH

(_Back J(_Help )( view J(_ Procesd ]

) T o T

DEIMEN, CATHERINE GRAD RSRCH ASST  0.50
STONE, SHERYL ot iy STAFF 0.50
SULLINAN, JOHN z2m PROFESSOR 1.00

[_ Back J [ Help J [ View J [ Proceed J
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Inventory — Complete Inventory

Once the PI/PO has been designated, and the Room’s Occupants have been determined, the
Inventory is ready for completion. Click the Submit button to complete the Inventory process.

If the Cluster Option is available, Cluster column will be displayed and check box will be available, if
applicable. If the room should be eligible for cluster, check the Cluster box to enable clustering. To
check all rooms as Cluster-eligible, check the Cluster Box at the top.

Inventory

For rooms requiring Occupants, identify via Add Occupant link, identify PI/PO using the Search button then click Submit. Check each row’s Cluster box if desired or the column Cluster box to select
all rooms, then click Proceed.

Room
H I Ruam Type “ e e Inveg:fw Manﬁager
Room

250250 NON CL
[ 1002-Buiking Two 1915 PANERA, CHRIS (Edi) EdiiView Occupants (8] ["“‘C“"'P‘?‘E
WET LAB rio Inventar
Exit Back Submit Pri

If the rooms were not identified as cluster-eligible, by clicking Proceed the user will have two options —
Inventory and Survey. The user can either return to the Inventory list by clicking the Inventory button;
or proceed with surveying the selected rooms by clicking the Survey button.

SubDe SF PIIPO Occupants My Attribute | ATTR 2 | Inventory Slalus Comments | Inventory Manager
\ ® & Slal Comments
< =L ®® ®® @ ®

1,815 PANERA, CHRIS (Edi)

1002-Building Two 2201 g 3en NON-CL WET LAB View Dccupants (8] Complete

) ) e

If the rooms were identified as cluster-eligible, by clicking Proceed the user will have two options —
Inventory and Cluster. The user can either return to the Inventory list by clicking the Inventory button;
or proceed with clustering selected rooms by clicking the Cluster button.

T om
-H. ‘oo l- Occupams 2 o Inveg?gml:i?:ger
@ ® = -
® ® ®

1002-Building Two. 2201 pepocononcLweTLAs UBIES 1915 PANERA, CHRIS(Edi) View Occupanis Complets
_Exit_) (_Inventory ) (_Cluster _

If the rooms were identified as service, by clicking Proceed the user will have three options —
Inventory, Service and Survey. The user can either return to the Inventory list by clicking the Inventory
button; or proceed with Service or Survey processes by clicking Service or Survey buttons,
respectively.

Building SubDept Room Type ASF Occupants | My Attribute | ATTR 2 In;;enlury Slalus Comments Inveglnry Ma:lager
ol - S - 'a_ Dn:mfns
® ®

1002-Building Two 2201 395 class Lab Service B [_Search ] Mo Oceupant Complete

_Exit_)(_Inventory ) (_Service ) [_Survey )
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If the room is identified as inventory-only (highlighted in blue), it will only have a Submit button, for the
Survey is not required for this room.

Clust
Select Buildi Room R e PIIPO Qi er | My Attribute | ATTR 2 In;;r:j:y Room Comments lnve::u:“ymlg:“nsage(
Room & ® ) @@ e s @& ® ®® @ @ ® @ ®

¥ 100i-Buiding One = 104 ‘201 30.350 CONF ROOH B s | (_search )| HESREESREN mc‘m’"‘f EditRoom: Diher  combine aggin
Exit ) (_Back )(_submit ) (_Help

Note: If the room is designated to be Cluster eligible, the PI/PO and Occupants need not be defined
during Inventory, as the user will be required to do so during the Cluster process.

Note: If rooms identified as “cluster eligible” should no longer have that designation, the designation
can be changed provided that the room has not yet been clustered and the cluster has not yet
been surveyed.

Note: If rooms have been identified as “cluster not eligible”, however, should really have that
designation, the designation can be changed by re-Inventorying the room, provided the room
has not yet been surveyed. If the room has already been surveyed, but should be part of the
cluster, contact the Central Administrator to remove the survey status.

Note: If the clustering methodology has been selected based on Room Type, the user will not see
this screen and each room with the type identified, as cluster-eligible will be advanced to the
Clustering Stage.
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CLUSTER

Cluster Confirmation

Cluster is the second step of the process, and is only available for rooms that are Cluster eligible and
have already been inventoried. As mentioned in the notes earlier, completing an Inventory for a room
that will be Clustered - means the user need not assign a Pl or define Occupants in the Inventory
process; this will be performed in Cluster (whether they were already defined or not).

WebSpace

Department Coordinator
e P ADAMS, GRANT Cluster
Option
Cluster PYyrT——
; Option
i ak .
sare SR || ey [ Cle | ey
Compsete % $ 10

To begin, select Cluster from the main menu or under the Cluster column on the Home Page and
mark the checkboxes for the department(s) of the room(s) to be clustered. By default, rooms that
have been Inventoried and designated as eligible for Cluster will automatically appear. A filter option
is provided that enables the user to narrow the list to the assigned Pls (if they were defined in
Inventory).

Cluster

Current Cluster: 4 Wiew/Change Existing Clusters
Rooms waiting to be clustered: 7

Please select the rooms that will be joined in a cluster. To filter on a specific PI, use the Pl filter. Click Proceed once all the rooms have been identified. Mote, only those rooms that have been successfully inventoried will be
listed for your selection

PI Filter: Sslsct

Select Building Room | Dept Room Type ASF Pl
Room ® ® o9 | @@ ®@® @ ® @
a7

Check All Clear All

[T 001-Mesin Bldg 10302 2200 1510 - Office, Service
[~ 001-MeinBidg 1030°03 2201 1510 - Office, Service 2
ml 1001 -Building One 107 20 310 - 310 GEMERAL OFFICE 172 FIBER, STEVEM
[~ 1001-BuldngCne 113 2301  250-250NON-CLWETLAB 118 Papacakis, Constartine
[ i00zBuldngTwo 162 2201  250-250NON-CLWETLAB 130
m 1002-Building Two 163 2m 250 - 250 NON-CLWET LAB 1,048
ml 1002-Building Two 167 2z2m 250 - 250 NON-CL WET LAB 210
Exit ) (_Proceed ) _Help

The Current Cluster heading link displays the number of clusters that are currently identified within a
department. Click View/Change Existing Clusters link if rooms need to be added or removed to/from
the cluster.

The Rooms Waiting to be Clustered heading displays the number of rooms pending for the user to
cluster.

The View/Change Existing Clusters link enables the user to modify (or re-cluster) existing room
clusters within the department.
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Cluster — Select Principal Investigator

The first step in the cluster

process is assigning a Pl for the e
SeectSubDepartment. [2201 _
C|USter. _::J__Hu parmen General Sciences Search Emphlame: Ii Search

Select Tile: | SearchEmol: [ (_search )

When assigning the Principal B ony searcn

|nveStIgat0r, three Optlons are r Only search Employeses that are paid from this Sub Department
available to assist in this task’s (_Enter Manually )
completion:

= Selecting a Pl with no
Pls assigned to any

rooms m S TE |

" Se|ecting a Pl ah—eady CLINTON, LEON PROFESSOR 1.00

assigned to a room " COX, JAMES 2201 ASSISTANT PROF  1.00
= Selecting a Pl with 0 FIBER, STEVEN 2201 ASSOCIATEPROF  1.00
Q|ff_er_ent Pls a55|gned to ~  GUSTAVSON, RENE 2201 ASSOCIATE PROF  1.00
Indlv'dual rooms (ol KEYES RACHFL 22 PROFESSOR 1.00
(o MILLER, EDWIN iy} PROFESSOR 1.00
. . . C 2201 PROFESSOR 1.00

In this circumstance, we will be :
. . . . (o 2201 PROFESSOR 1.00

using the first option. This can

ol 2201 PROFESSOR 1.00

be distinguished by clicking
View when selecting a Pl or by
observing the Pl column of the (_Back J(_Help J(_ view J( Proceed )

table displayed when the

selected Pl is submitted. If there are Pls already assigned to any of the selected rooms, the system
will display them.

Cluster

You have selected FIBER, STEVEN to be the P| of the cluster for the following rooms.

Building Dept Room Type ASF Pl
@ @ ®® ® @ ® @ @ @ @ @
®

1002-Building Two 2201 250 - NON-CLASS WET LAB 200
1002-Building Two 162 2201 250 - NON-CLASS WET LAB 180

1002-Building Two 163 2201 250 - NON-CLASS WET LAB 1,048

Please review the Cluster Name and change it as necessary. Click Confirm when complete: Cluster FIBER

[ Back J[ Confirm J[ Help J
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Cluster — Naming Clusters & Selecting Occupants

After selecting the PI for the room cluster, the system will require the user to provide a name for the
cluster. By default, the cluster name will be Cluster Pl-Last-Name unless the user chooses to define
his/her own name. WebSpace does not allow the user to enter duplicate cluster name. If duplicate
cluster name is identified, the system will prompt the user to change Cluster name to be unique.

Cluster

You have selected FIBER, STEVEN to be the Pl of the cluster for the following rooms.

By || R || SR o e ASF PI
®® aallae ®® ee| @@
293 22

1004-Building Four 01 250 - 250 NON-CL WET LAB 424 FIBER, STEVEN
1004-Building Four 288 2201 250- 250 NON-CL WET LAB 345 FIBER, STEVEN
1005-1005 Building 0 2201 250 - 250 NON-CL WET LAB 138 FIBER, STEVEN
Please review the Cluster Name and change it as necessary_ Click Confirm when cnml\ele Cluster FIBER I
Back ) Confirm Help

Note: The EmpName field is usually populated by: Lastname followed by Firstname. The system
does not differentiate between the two; it simply trims the first complete word and assumes it
is the last name. The screenshot above is an example of this, where the employee’s name is
entered Lastname, Firstname.

After assigning the Cluster name, the system will display a confirmation page that provides an Add
Occupants button. Click this to specify the occupants for the cluster.

By default, the system displays the Select Occupants page with an added checkbox below the search
features. This checkbox filters the selections to only display the employees who charge the selected
PI's accounts. If this is not required, or hinders the selection of appropriate occupants, un-check the
box and Proceed. Select the occupants that occupy the cluster and click Proceed.

Cluster: Select Occupants I

2201 (142) 36550101
Select Sub Department:  [2201

Search Emghlame, (_Search )
(Current] General Sciences
Select Tille: Search EmpiD: . (uSeacch )

[¥ Only ssarch the employeers) paid from FIBER, STEVEN's accounts
iew Accounls  Check

7 1.333.777-998 - CELL BIOLOGY RESEARCH 8
¥ 1333888111 - RESEARCH 7
7 1.444.111.222 - CELL BIOLOGY RESEARCH 11

™ only search Bl

[# 1.444.111-333 - CELL BIOLOGY RESEARCH 12

I Only search Employees that are paid from this Sub Department

Enter Manually

Use the Search options above to quickly identify an occupant. Select the occupants from the alpha list below. [f the search does not generate desired result, use the Enter Manually (if available) option to add the
occupant. Click on the Occupant's name to view payrall information

Click “iew to display currently selected occupants. Click Proceed once all the occupants have been identified.

Check Al Clear All

(] CHOW HANNA, 2201 GRAD RSRCH ASST 050

r FIBER, STEWEN 2201 ASSOCIATE PROF 1.00

O GRIFFIN, ROBERT 2201 GRAD RSRCH ASST 050

r JOSHMARN, MARIEE 2201 RESEARCHASZOC  1.00

r MEVERS DEENA 2201 RESEARCH ASSOC  1.00
(_Back J( Help J( view J( Proceed )
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Cluster — Name Cluster & Select Occupants

After selecting the appropriate occupants, the system will generate a confirmation page displaying
everything that was updated during the Cluster process. Be sure to review these values and verify

their accuracy. If any of the parameters need to be changed, a Back button is provided to cycle back
(process by process) through the Cluster.

Please confirm your selection:

Cluster Hame: Cluster FIBER
Cluster PI: FIBER, STEVEN

Wiew Selected Room(s) (3
Rooms:

View Selected Occupant(s] (5)
Occupants: Wiew Selected Occupantis) (5,

Back Confirm

Cluster

Please confirm your selection:

Cluster Hame: Cluster FIBER
Cluster PI: FIBER, STEVEN

View Selected Room(s) (3

Building Room | SubDept Room Type ASF Pl
Rooms:
1004-Building Four 283 2201 250 - 250 HON-CL WET LAB 424 FIBER, STEVEN
1004-Building Four 298 2201 250 - 250 HON-CLWET LAB 345 FIBER, STEVEN
10051005 Building 301 2201 250 - 250 NON-CLWET LAB 138 FIBER, STEVEN

Wiew Selected Occupant(s) (5

I e T

CHOW HANMA 221 GRADRSRCH ASST 050

Occupants: FIBER, STEVEN 2201 ASSOCIATE PROF 1.00

GRIFFIN, ROBERT - 2201 GRAD RSRCH ASST 050
JOSHMAN MARE 2201 RESEARCH ASSOC  1.00

MEYERS DEENA 2201 RESEARCH ASSOC  1.00

Back Confirm

Click the Confirm button to complete the cluster. The user should see a brief confirmation. Once

confirmed, the user will be able to return to the cluster page by clicking the Cluster button or proceed
with surveying the cluster by clicking the Survey button.

Cluster Confirmation

Cluster Cluster FIBER containing 3 rooms and & occupants has been created.

® Click on Cluster to return to Cluster list.
® Click on Survey to survey this cluster.

[ Cluster J[ survey J
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SERVICE

There are two additional types of rooms available in WebSpace — Service Room and Recharge Room.
All the rooms in previous versions of WebSpace are referred to as regular rooms to differentiate them
from service rooms or recharge rooms. Service Rooms are those rooms that provide support or
service to other regular rooms including share rooms and clusters, service rooms, and recharge
rooms. The rooms that benefit or use the services of a service room are called benefiting rooms.

The designation of a service room is driven by a room type and is established by the Central
Administrator.

WebSpace will automatically calculate the survey percentages of a service room by applying a
weighted average of all benefiting rooms that have been surveyed.

The survey status of a service room will remain Incomplete until at least one benefiting room’s survey
has been completed. As benefiting room’s survey gets completed, the service room percentages will
be automatically recalculated by the System.

Changing a Room to a Service Room

A regular (non-service) room except cluster can be designated as a Service room by changing its
room type via Edit Room.

Edit Room
Complete the Updated Record attributes to designate a change. Select the reason for updating the record and provide notes in the Motes box. Once done, click Submit

‘Current Record
001-Main Bidg 1030°03 2201-General Science 1510-Office, Service 27 N

Updated Record.

201 225
001-Main Bid 103003 Search 2653
g General Science 225 OPEN LAB SRV L—J &l

Select your reason from drop down Please select your reasan w

Notes:

( cancel )[ Help )( Submit

Identifying a room as a service room by changing its room type.

Aszsignment

Accessing Service rooms

Notification

Service Module allows users to assign benefiting room(s) to a service room.

Only CA, DC, and Sub DC have access to Service Module. Ihadniciny

Cluster
All the Service rooms, once inventory is completed, can be accessed

through the Service module on the main menu. Service rooms are also [kl
included in the Survey module once inventory is completed, but only via
Service module can service rooms be identified with benefiting rooms.

Survey

Print Form

Reporting
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Service module

Upon selecting Department(s), all the service rooms will be displayed, similar to how they are

displayed in survey module, and marked with an icon E The number under Service column indicates
how many rooms are serviced by the current service room (i.e. the number of benefiting rooms). If the
number is greater than zero, it also serves as a drill down link, and if clicked, all the benefiting rooms
will be listed on the drill down screen. If the number is zero, no benefiting rooms have been assigned.

There are up to seven filtering options available to use: Filter by Building, Room Type, Department/
Sub Department, (Survey) Status, PI, Attribute 1, and/or Attribute 2 (The actual names for Attribute 1
and Attribute 2 are configurable, and they are named as Workstations and Test_attr, respectively, on
the following screen).

A list of Service rooms

Service
A g <|Roontype | Oprinent ~|Sss <[ F | viorsatons - | Tesiat < |
Displaying 6 out of 6 rooms. Select the room you wish to Edit Service and click Proceed. Use the Filter options above to narrow down the list.
Check All Clear All

Select Building Room Room Type ASF Occupants Workstatlons Test attr Service ilt'an:lf:
Room & @ & @ @D & & @ D &

1002-Building Two 215-Class Lab Servn:E No Occupant Compiete
1002-Building Two 189 2201 215 Class Lab ServiceBl] 355 Mo Occupant 0 Mot Complete
1002-Building Two 185 2201 i 1,034 Mo Occupant o Mot Complete
215-Class Lab Servi
1002-Building Two 178 2201 i 307 View Occupants (2} o Mot Complete
215-Class Lab
(_Exit_J(_Proceed )(_Help )

A list of benefiting rooms that have been assigned to a service room

Service

Service Room

g|Room Humber Room Type m Survey Status|

1002 2201 345.Class Lab ServiceB] 79 NoOccupant  Complete

Benefiting Rooms

Room Number Room Type | PI__JASF| Occupant _|Survey Status

1001 250-250 NON-CL WET LAB CLINTON, LEON 220 View Occupants (2) Complete
1002 185 22 215-Class Lab Sewi[,ﬂm 1,034 Mo Occupant Not Complete
Back
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Surveying a Service room

Any type of room (Regular room including share room and cluster, Recharge, or Service) can be
identified as a benefiting room. Benefiting rooms must be inventoried before they would be available
for selection in service module.

A cluster or a room that belongs to a cluster can be selected as benefiting rooms, but only after the
cluster has been created. If a service room has been included in a cluster, it will not be displayed
under the Service menu option; instead, it will be surveyed with the cluster when the cluster is
surveyed.

Upon selecting at least one Service room on Service screen and clicking Proceed button, the user is
presented with the next screen to select benefiting rooms being serviced by the selected service
room(s).

Building: 1002 Department: 2201 | Room Type: 215-Class LahServloem ﬂ View Occupants (0}

Fiker: EXCTT I BT 8 T T CR] [

Displaying 11 out of 11 rooms. Select the room(s) being serviced and click Proceed. Use the Filter options above to narrow down the list.
Check All Clear All

Select Building Dept Room Type ASF Occupants Workstations Test_attr Ssl:::ﬁ:
Room D ® D @ & ® @ @ ® @ @ @ D @

1002-Building Two 25-Class Lab Servloam No Occupant

1002-Building Two 178 201 215-Class Lab Servloem 307 View Occupants (2) Not Complete

Identifying Serviced (Benefiting) Room(s)

WebSpace will automatically calculate the survey percentages associated with the service room(s)
based on the survey information of the serviced (benefiting) room(s). Additionally, the user can
override the survey result of the service room(s) manually by going to the Survey Menu Option and
updating Survey Percentages. Benefiting Rooms with incomplete survey status will not be factored
into calculation until they are completed. The auto calculated results of the service room will be
updated (recalculated) automatically if any of the Not Completed benefiting rooms have been
surveyed to completion.

Once the serviced (benefiting) rooms are identified, the system will direct the user back to the list of
service rooms.

The following figure illustrated how the survey summary of a service room will be displayed when it
has been completed.
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Surve

Room: 179 Building: 1002-Building Two Department: 2201-General Science Room Type: 215-Class Lab Service PI: ASF: 7% No Occupant

Room Notes

MIA

Maximus CA  Fri, April 2, 2010

Survey Notes

NiA
Service

Service Rooms

R T [ T
220 100%

1001-Building One 108 2201-General Science  250-250 NON-CL WET LAB

1002-Building Two 185 2201-General Science  213-Class Lab Service 1,034

( Back |

Survey summary of a service room
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SURVEY

The final and most essential step of WebSpace is the Survey process, where the Survey Coordinator
or assigned Surveyor will determine and specify the functional percentages of the room(s).

Select the Survey menu option from the main menu or from the homepage.

The user can review the rooms again, and if room attributes changes are necessary, the user can
perform them. This includes editing the room type, updating/changing occupants of the room, etc. If,
however, the survey has been completed for the room whose occupants or any other attributes - are to
be changed, the system will produce an alert stating that the change may impact the result of the
survey. In this case, the room may need to be re-surveyed again to ensure all updated occupants are
taken into consideration for the survey.

The survey process involves the following steps:

1) Viewing Payroll distribution for each occupant and identifying which accounts/projects are
taking place in each room

2) Specifying the Percent of Time each occupant expends in each room during the fiscal year

3) Updating Survey with the Functional Percentages that represent the use of the room for the
fiscal year

4) Additional account may need to be provided if the survey involves a function that requires an
account

If occupants have been identified, the system will take the user through the Payroll process in
determining the functionalization of the room selected.

If occupants have not been identified, the system will take the user directly to the Survey screen,
unless the room is identified as with a Service or Recharge flag.

Filtering Options

There are up to seven filtering options available to use: Department/Sub Department, Building, Room
Type, (Survey) Status, PI, Attribute 1, and/or Attribute 2 (The actual names for Attribute 1 and Attribute
2 are configurable, and only Attribute 1 is configured as My Attribute on the following screen shot).

Service rooms are marked with . Recharge rooms are marked with E] Share/Split Rooms are
highlighted in green. Clusters identified will be highlighted in purple and will be placed at the bottom.

Select the rooms to be surveyed and click Proceed. Even if multiple rooms have been selected that
contain occupants, the process will only complete one room at a time. After all rooms are completed,
the user will be returned to the Survey list, with the status of the surveyed rooms shown as Complete.
There may be a reference to Prior Survey located under Survey Status column. This will refer the user
to the prior survey information completed during the last survey.
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Survey
(0 sung | Room Tyee = T R T

Displaying 10 out of 10 rooms. Select the room you wish to Survey and click Proceed. Use the Filter options above to narrow down the list.

Survey Reviewer Manager
oo ﬁ. ] Tvpe “ el . An"bu‘e Slams w )Ommems
Room ® ® ® @ @

310-310 GENERAL OFFICE

7 [3¢] 1001-Building One .ﬂ Add Occupant

o - . View/Ed# Occupants
[ 1001-Building One 107 2201 310-310 GENERAL OFFICE 172 COX, JAMES (Edit) 5 Complete

= CLINTON, LEON View/Edit Occupants
& [ 1001-Buiding One 108 2201 250-250 NON-CL WET LAB 20 F = Complete

= o View/Edit Occupants Not Complete
[ 1002BuidingTwo 178 201 315.Class Lab ServiceBl) 207 Search i ot
[] 1002-Buiding Two 179 2201 315-Class Lab ServiceBl) 79 Search Add Occupant Complste o

(&)

Room changes, as well as Occupants and PI information can be updated in Survey mode. If the
survey information has already been indicated such that the Survey Status reflects “Complete”, the
following will be the message when the user tries to edit room or Update occupants.

Building m Sub Department Room Type PIIPO E My Attribute

Selected Room

1001-Building One 105 2201-General Sciences  310-310 GENERAL OFFICE  CLINTON, LEON 173 Y

To edit this room, click on Edit

Note:
® Changing this room’s attribute may alter the survey results. Please redo the survey if necessary.

sack
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Survey — Payroll

This is the Payroll selection screen. As stated before, if the room is set to require occupants, then
Payroll will be presented first. But if the room is not set to require occupants, but occupants have
been identified anyway, then completion of Payroll is optional. The Skip Payroll button at the bottom
of the screen will direct the user straight to the Survey Screen, where functionality can be specified,
bypassing the payroll process. For this room, occupants are required, so we will perform Payroll for
this room.

The screen displays all occupants identified and their funding sources, including the activity associated
with the funding source, FTE of the individual, Percent of Pay. If enabled, % of Pay amount can be
gueried to see the dollar details supporting the percentage.

How to complete this form:

Check the boxes next to each account that is taking place in the room selected, by occupant. To
check all accounts, mark the Account in this room checkbox at the top, and then click Proceed.

Ensure that only those accounts that are supporting the activity in the selected room are checked.
The system displays all accounts from which an occupant was paid for the period of time.

% of Pay column displays the individual's payroll distribution associated with the account. If enabled,
click the percentage to obtain the dollar details.

WebSpace allows institutions to include unpaid individuals to the listing of occupants. If this option is
enabled, an unpaid occupant will be displayed with the “No Account” message listed under Account,
Activity will be automatically pre-populated (CA designates the default activity for all unpaid
occupants), and % of Pay will automatically default to 100%.

Surve
Room: 108 Building: 1001-Building One Department 2201-General Sciences. Room Type: 250-NON-CLASS WET LAB Pl PANERA, CHRIS ASF: 220
Below is the Payroll distribution for each occupant identified in the above room. To select all accounts, click on Account in this room checkbox. Click Proceed after the accounts have been identified. To skip the Payroll

Identification, click on Skip Payroll
Accounlln this
Activity
room

BRODY, DARRYL RSASC - RESEARCH ASSOC  1.00  1.333.777-222-CELL BIOLOGY RESEARCH 2 Organized Research  100%

Total 100%

LOWE, TOMMY ~ RSAST-GRADRSRCHASST 1.00 1.333.888-777-FELLOWSHIP FUND Ins & Dept Research ~ 85% ||
1.333.777-222-CELL BIOLOGY RESEARCH 2  Organized Research 15% 7
Total 100%

Visiting Professor 01641 1.00  NoAccount Other Institutional 100% (&

Back L Proceed )(_Help L Skip Payroll ]
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Survey — Time

The second step is determining the percentage of time in the room by each employee. The system
will display the valid functions for each individual (some have one, some have multiple). However the
time is distributed among all the functions, and total time for any one individual should not exceed
100%. Cumulated Time % is also displayed to help the user determine if the occupant has already
been identified in another room and what the total percentage of time has been accumulated so far.

Take note that the time column should reflect the individual's time based on their total activities. For
example, an occupant is working in two different rooms: Lab - to conduct research-related activities,
and Office — to prepare for classes, meet with students and perform other administrative tasks. This
individual is paid 50% from a Research account and 50% from an Instructional account.

If the lab was selected for Survey, only select the account this individual is working on while in the lab.
The percentage of total time will then represent the percent of time spent in the room selected as a
percent of all individual's activities in all his/her assigned rooms. If the individual spends 50% of
his/her time conducting research, then enter 50%. The easiest way to think about time is to
understand where individual spends his/her time, which activities he/she is performing in each room,
and how much time he/she spends while performing the activities.

The same process and approach applies to surveying Clusters.

EXAMPLE:
JOHN SMITH:
Activity perfarmed
Room Room Room while in the roarm.
220 221
J L J L
OR OR
20% 30% Percentage of total

tirme spent in the roam.

The % of Time column should be reflected with the percent of total individual's time spent while
working in this room, on the activities outlined. For example, if John Smith is also working in three
other rooms, then the % of Time cannot exceed 100% in this room.

The Cumulated Time % reflects the occupant’s current total Time % for all the surveyed rooms done
so far for the function identified. If, there are other functions for which an individual already has a
percentage of time identified, but the function is not selected for this room, the “Total Cumulated Time
in all rooms and all functions” row is presented and reflects the total effort currently obtained for the
individual for all functions.

The “Copy” link can be used to apply the % Pay amount to the % of Time column. The link can be
used to quickly populate the numbers. The % of Time per each individual cannot exceed 100%.
Populate the textboxes with the appropriate effort percentages and click Calculate.

If the % of Time plus the Cumulated Time % for the individual exceeds 100%, WebSpace will display a
warning.
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Foom: 109 Builcing: 1001 -Building COne Sub Department. 2201 -General Sciences Room Type: 250-250 NOMN-CLWET LAB Pl ADAMS, GRANT ASF. 1188 Wiew Occupants (3

Felow is the occupant listing, including FTE and their respective % of pay. Update "% of Time" column with the time each occupant spent on each activity, if applicable. Click on Calculate to proceed to next step

Copy

0%

ALLISON, DAMIEL RSASC 1.00  Organized Research  100% %

Total Cumulated Time in all rooms and all functions 0%
AMATON, JEFFREY TCAST 050  Ins & Dept Research  100% l—% 0%

Total Cumulated Time in all rooms and all functions 0%
CLINTON, LEOK PROF 1.00  Organized Research 20% l—% 20%

Total Cumulated Time in all rooms and all functions 100%

Back Calculate Help

CLINTOM, LEQON's cumulative time cannot be greater than 100%.

Note: Cumulated Time check can either be a warning or an error message, depending on the option
selected by the Central Administrator. If it is a warning, the user will be able to proceed
without correcting the % of Time amount. If it is configured as an error, the user will need to
address the % of Time in order to proceed with the survey such that the Cumulated Time % is
no more than 100%.

Note: If the Unpaid Occupants process is used, the user will be able to designate the % of Time
devoted by these individuals.
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Survey — Survey Percentage

The next screen is a confirmation of the
calculated percentages for the room and
displays the Calculated FTE in this room
column, which was calculated by applying
the Effort Percentages to the FTE of the
individual and then summarized by Activity.
Each of the functions will be calculated and
displayed, if all is correct, the user has the
option to Apply to Survey to proceed with
the survey or to go Back and adjust the

Activi Calculated FTE | Calculated
b in this room Survey %

Instruction 0.53 46%
ORGAMZED RESEARCH 0.63 24 %
Total 1.16 100%

figures.

After applying the Payroll percentages, the

L Back JL Apply to Survey JL Help _]

user will be asked to determine the

Functional percentage(s) of the room. Had the room not required occupants (or had none at all),
clicking the Skip Payroll button at the beginning of the process would have led the user here to start.

If the Surveyor defines a Functional distribution that is different from System calculated value (as
captured in the payroll column), then the Surveyor must provide a reason in the Note box at the
bottom of the page. The notes will be useful for the Central Administrator when survey results are

reviewed.

The Total Functional Percentages must sum to 100%.

Instruction
o1a
D&

osa B

Total

orGANIZED ResarcH B %

Payroll Summary: Wiew Detail

[ =
[ = [ =

46 %

[ = [ =
[ [ =

0% 100%:

Hotes:

(_Back J( Submit J(_ Help ]

Note:

Note: Total Survey Percentage must be 100%

Each function has a link that will provide an expanded definition and any applicable examples.
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Survey — Sub Functions (optional)

The next screen may only be displayed if sub functions
have been established. If the main function has been
defined with sub functions and the user indicated a
percentage of survey for the main function, an additional
step will be presented.

The percentage specified will be outlined and the user will
need to distribute the percentage among the sub
functions, as appropriate, such that the total percentage
equals to the initial percentage specified for the main
function.

In the example shown, the total of Sub Functions
identified for Instruction needs to equal to 46% and the
total Organized Research needs to equal to 54% in order
for the user to proceed.

Note: Each sub function has a link that will provide an
expanded definition and any applicable examples.

WebSpace DC Manual Version 8.0

Instruction (INS): 46%

Sub Functions
M= Sub Func 1 (IWS01): I

NS Suk Funs 2 (S0 I

ORGANIZED RESEARCH (OR): 54%

Sub Functions
OF =ub Func 1 (0RO I

OR Sub Func 2 (OR02: I

( Back J(_ Submit ]
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Survey — Account Required Function

If the survey was identified for a function that is
marked with E=| an account supporting the

function is required. If, dunng the:.surv.ey
process, an account was already identified with

the specified function, the system will display crosRE 1

those accounts and will display the Proceed

button. Otherwise, the Proceed button will not | Account | Account Description | Function | P |Depariment
be available until at least one account is 1333777-777  CELL BIOLOGY RESEARCH7  ORGANIZED RESEARCH  COX, JAMES 2201
identified with the function listed in the 2111000222 DERARTMENTAL FLND e 2201
“Function Required Account” box.

Accounts

(_Back J(_Add Account J(_Proceed |(_Help J

Accounts Identified column specifies how
many accounts have been identified for each function.

If the user wishes to provide additional accounts, click Add Account to activate the account search
process. After this is completed, click Proceed to complete the Survey.

Survey — Account Search

To add an account to support the function specified the user should use the Account Search Tool to
search and select the appropriate account. The search can be performed based on Account Name
(full or partial), Account ID (full or partial), Pl Name of the account (full or partial), and PI Employee ID.

A filter for specific activity can also be used to narrow the search of available accounts. If the account
belongs to another department, select the department from the list. Use the “Default” link to return
back to your home department. Select the desired accounts and click Submit.

S_uE_{Jeﬁﬂnment: 2201 Activities: I
Defautt)

General Sciences

Search Account Mame: I ﬂj Search Pl Mame: I ﬂj
Search Account ID: I Lﬂj Search Pl ID: I Lﬂj

Once the account have been identified

and submitted, the survey will be Paoel Fae s

considered complete. [sees | coum | coum vscrioton | —rancion—| 1| bpmnmn]
(m} 1333777111 CELL BIOLOGY RESEARCH ORGAMNZED RESEARCH KEYES RACHEL 220
O 1.333.777-222 CELL BIOLOGY RESEARCH 2 ORGAMZIED RESEARCH PAMNERA, CHRIS 22m
(m} 1.333777-333 CELL BIOLOGY RESEARCH 3 ORGAMNZED RESEARCH TILAPIA, DAVID 220
O 1.333.777-444 CELL BIOLOGY RESEARCH 4 ORGAMZIED RESEARCH O, JAMES 22m
(m} 1.333777-555 CELL BIOLOGY RESEARCH 5 ORGAMNZED RESEARCH COX, JAMES 220
O 1.333.777-666 CELL BIOLOGY RESEARCHE ORGAMZIED RESEARCH  STEVEMSOM, JAMIE 22m
~ 1.333777-777  CELL BIOLOGY RESEARCH 7 ORGAMNZED RESEARCH COX, JAMES 220
O 1.333.777-888 CELL BIOLOGY RESEARCH 8 ORGAMZIED RESEARCH CLIMTOM, LEOMN 22m
(m} 1.333777-933  CELL BIOLOGY RESEARCH 8 ORGAMNZED RESEARCH FIBER, STEWEM 220
O 1.333.888-111  RESEARCHT ORGAMZIED RESEARCH FIBER, STEWEM 22m
(m} 1.333.888-222 RESEARCHE ORGAMNZED RESEARCH KEYES RACHEL 220
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Survey — Without Payroll

If the room that was selected for survey did not

have any occupants identified or the user
clicked on Skip Payroll, the following screen Sunetion m

will be presented. The user will need to HSTRUCTION =
update the Survey column such that the total
of Survey percentages add up to 100% and OTHER INSTITUTIONAL |_%
click Submit. If multiple rooms were selected
that did not have occupants, the assigned orcamzeo pesearc B [T
percentages will be applied to all selected
rooms. DEPARTMENT ADMIN | 100 %
If a percentage was entered for the function OTHER. SPONSORED PROG | %
that requires an account, the system will take
the user through the Account process outlined e [ [’

above. If a percentage was entered for a
function that has Sub Functions, the system
will take the user to the Sub Function Definition
process outlined above.

Total 100%

Notes:

Survey — Recharge Room

WebSpace now provides functionality to
survey recharge rooms based on room’s billing
information.

For a Recharge room, occupant information is _ _ _
not required and will be ignored, if any, for the (_Back J(_Submit J(_Help )
survey completion.

Marking aroom as a Recharge room

Recharge room can be enabled on the per-room basis. User can identify a room as a Recharge
Room by going to Edit Room either in Inventory or Survey Module.

A room can be identified as a Recharge room by checking Recharge check box and clicking Submit
button.

Edit Room

Complete the Updated Record attributes to designate a change. Select the reason for updating the record and provide notes in the Notes box. Once done, click Submit.

Current Record

Recharge = Workstations

1001-Building One 101401 2201-General Sciencs 315-315 OFFICE SVC COX, JAMES. 15
Updated Record.

g
1001-Building One 101401 2201 18 COX, JAMES (Edit) [Remove 14.96
General Science 315 OFFICE SVC

Select your reason from drop down Please select your reason

Notes:

Cancel Help Submit

Recharge flag on Edit Room screen
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Identifying Recharge Account(s)

Recharge account identification process can be started by selecting a Recharge room on Survey
screen and then clicking Proceed button.

Upon selecting a Department as shown in the following figure, all the Recharge account(s) will be
listed at the bottom of the screen for the user to select. The Recharge account number also serves as
a drill down link, and when clicked, all the Charged account(s) related to the selected Recharge
account will be listed on the drill down screen.

Depariment: 2201 Activities:

(Qefautt) General Science
Search Account Name: —————————— (LSearch ] Search PiName: ————— (LSeach )
Search Account D (_seerch Search PID: (_search )

Use the Search options above ta lacate an account. Select the account from the list and click Submit.

Check All Clear All

Account Description m
777 |Recharge Acct 1 Service/Recharge 2201
Recharge Acct2 Service/Recharge 2201
Recharge Acct 3 Service/Recharge 2201
Recharge Acct 4 Service/Recharge 2201
Recharge Acct 5 Service/Recharge 2201

Recharge account(s) identification

Surve

Recharge Account

o0 Lccountons | “rarcen

9222 444777 Recharge Acct1 Service/Recharge

Charged Account

L) T T e

1.333.777-777 CELL BIOLOGY RESEARCHT  Organized Research $662.00

1.333.888-111 RESEARCH 7 Organized Research $589.00 42%

1.333.888-333 RESEARCHS Organized Research $541.00 3%

1.444.111-555 CELL BIOLOGY RESEARCH 14  Ins & Dept Research 177.00 T%
Close Window

Recharge Account drill down screen
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Surveying a Recharge room

After identifying at least one Recharge account and clicking Submit button, the user can fill out survey
percentages on the next screen (overriding the default percentage can also be done during this step),
as shown in the following figure. Click Submit button to finish survey process.

Room: 105 Buikding: 1001-Buikding One Department: 2201-General Science Room Type: 310-310 GENERAL QFFICE PI CLINTON, LEON ASF: 173 No Occupant

Update the Survey column with functional percentages. The total Survey percentages must add to 100%. Click on the Function to see a complete description. Click Submit ta complete
the survey.

The Total Functional Percentages must sumto 100% Recharge Summary: \View Deta
Ins & Dept Research 13 % 13 %
Other Institutional % %
Oraanized Research 87 % 87 [
Department Admin % %
Other Institutional % %
Total 100% 100%
Notes:
Back Submit Help

Fill out survey percentages for a recharge room

The following figure shows how the survey summary of a Recharge room looks like when it has been
surveyed.

WebSpace DC Manual Version 8.0 Page 56 of 77



Surve

Room Notes

mark recharge

Maximus CA Fri, April 2, 2010

Ins & Dept Research

Total

I} Survey Notes

NiA

Recharge Account

5,222 444-777-Recharge Acct 1

9222 444-T78-Recharge Acct 2

I T

1.222 333-444-DEPARTMENTAL F&A Ins & Dept Research %

1.333.777-777-CELL BIOLOGY RESEARCH7  Organized Research 26%

1.333.888-111-RESEARCH 7 Organized Research 38%

1.333.888-333-RESEARCH 5 Organized Research 21%

1.444 111-555-CELL BIOLOGY RESEARCH 14  Ins & Dept Research T%
Back

Room: 105 Building: 1001-Building One Department: 2201-General Science Room Type: 310-310 GENERAL OFFICE Pl: CLINTON, LEON

ASF: 173

No Occupant

Survey summary of a survey complete recharge room
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REPORTING

This section of WebSpace contains various reports
available to the Departmental Coordinator.
Reports are identified in five sections — Inventory,
Clustering, Survey, Administrative and Ad Hoc
Standard Report.

If the system had information related to prior year’s
survey, the user will be able to select a year to see
the information pertaining to that year. Each
report enables the user to sort the results in at
least three different ways, and any report involving
payroll or accounts include a date range feature. If
the sub department structure is used, the first
screen you would see is selection of sub
departments or if you were responsible for more
than one department, you would see a listing of
those departments under your administration. See
the next page for more detalils.

Each report can be downloaded to Excel or PDF.
If the report’s output is lengthy, WebSpace will
insert the report’s header and will repeat it every
20 rows. The PDF version of the report will also
contain headers; while the Excel version of the
report will not.

Reporting

Click Check All to select all department(s) or sub
department(s). Click Clear All to clear your
original selection. Click Proceed to see the
results.

All reports display the number of records found in
the first line. All reports can be downloaded to
Excel or PDF. If the PDF option is used, the PDF
output will display the date and time the report was
run.

|' Standard Reports '

Inventory

Adhoc
L]
Clustering
L]
Survey
L]
L]

Administrative
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To print the results displayed, go to File a Print on your browser, or use the Print button at the bottom
of the results page.

All reports in WebSpace have Print and Download buttons on the page. Download options include
Excel and PDF formats. The PDF version will provide a date/time stamp on when the report was
generated.

Reporting — Inventory Completion Percentage By Department

This report displays, by department, the completion percentage, rooms Inventoried, and rooms left to
Inventory for each of the selected Departments or Sub-Department. All columns have ascending and
descending sorting options. Rooms identified as “removed” are not included. Additionally, a pie chart
is presented that captures completion information graphically.

Sub Department | Rooms to Inventory | Rooms Inventory Complete | Completion Percentage | Department Name
2201 286 12 4%

General Sciences

2202 286 13 4% Physic

Complete =
e .y 25

Mot Complete
=572

|c Complete = 25 ® Not Complete = 5?2|

IEXCEI vI Download |
Back | ( Print |
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Reporting — Rooms Not Inventoried

This report displays a list of rooms for the selected department(s) that have not been inventoried. The
report displays the room’s information (building, room type, ASF, etc.) as well as the individual
responsible for completing the Inventory for that room. All columns have ascending and descending
sorting options.

Compliant State University
Rooms that have not been Inventoried

Rooms Pending Inventary: 243

Building Room | Sub Department Room Type Responsible Individual
[ = @ L L

1005- Building Five 220 250 - MON-CLASS WET LAB ADAMS, GRAMT
1005- Building Five 323 2201 2895 - NON-CLASS LAB SRWC 121 ADAMS, GRAMT
1005- Building Five F24 2201 2895 - NON-CLASS LAB SRWC 59 ADAMS, GRAMNT
1005- Building Five 325 2201 280 - MON-CLASS WET LA ot} ADAMS, GRAMNT
1005- Building Five 326 2201 285 - NON-CLASS LAB SRWC 28 ADAMS, GRAMNT

Reporting — Rooms Assigned to Other Department

This report shows the rooms in the selected departments that have been assigned to an alternate
department. The report shows the room'’s information (building, room type, ASF, etc.) as well as the
Original Department the room was assigned to. All columns have ascending and descending sorting
options.

Rooms Assigned To Other Department: B

Building Room | Current Department Room Type ASF | Original Department
@ @ ® @ @ @ @ ® ® @ ® ®

1002 - Building Two 150 3101 - Presidert's Office 250 - 250 MOM-CL WET LA 127 2201 - General Science

1002 - Building Two 151 3101 - Presidert's Office 250 - 250 MOM-CL WET LAB 1915 2201 - General Science

1002 - Building Two 152 3101 - Presidert's Office 250 - 250 MOM-CL WET LA 94 2201 - General Science
1002 - Building Tvwo 153 3101 - Presidert's Office 250 - 250 MOM-CL WET LAB 93 2201 - General Science
1002 - Building Twwo 155 3101 - Presidert's Office 250 - 250 MOM-CL WET LAB 179 2201 - General Science
1002 - Building Tvwo 154 3101 - Presidert's Office 310 - 310 GEMERAL OFFICE 93 2201 - General Science

Reporting — Added Rooms

This report displays the rooms (and number of rooms) added to the selected departments. The room
information is displayed (building, room type, ASF, etc.), a column verifying whether or not the rooms
have been Surveyed, and comments provided while adding the room(s). All columns have ascending
and descending sorting options.

Added Rooms: 1

Building Room | Department | Room Type Room Status Commenis | Surveyed
= w = m o w m r‘w = m = w m

1002 - Building Two 2201 1070 - Classroom 1000 Add Room: Add Reason 1
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Reporting — Edited Rooms

This report displays the rooms that were edited during the Space Survey, as well as any relevant
comments (or reasons) provided. The report displays the rooms’ information (building, room type,
ASF, etc.) and all columns have ascending and descending sorting options. The attribute that was
changed will be highlighted and its previous value will be listed in parenthesis.

Compliant State University
Edited Rooms Report
Edited Roorms: 1

Bmldlng Rnnm Sub [Iepartment Rnnm Type ASF Rnnm Status
L) i > > m m >

314 - RECEPTION AREL
1001 - Building Cne 2201 {310 - GENERAL OFFICE) 172 EditRoom: Edit Resson 1

IExceI j Download
Back Print |

Reporting — Removed Rooms

This report lists the rooms that have been marked for removal in the selected department(s) and any
relevant comments (or reasons) provided. The report displays the rooms’ information (building, room
type, ASF, etc.) and all columns have ascending and descending sorting options.

Note, if the room was removed due to change of ownership, the Central Administrator may reassign it
to its proper location and the removed room may no longer be listed here.

Compliant State University
Removed Rooms Report

Removed Rooms: 2

L] L] L] L] L] ]

1001 - Building One 22M 215 - OFFICE SWiC Remove Room: Remove Reazon 1
1001 - Building One 138 22M 215 - OFFICE SWiC 80 Remove Room: Remove Reazon 1
I Excel j Download
Back Print
Version 8.0 Page 61 of 77
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Reporting — Shared Rooms

This report displays the rooms’ that have been shared. The rooms’ information (building, room
number, ASF, etc.) is provided, as well as the “original” room (Shared From column) and all relevant
comments. All columns have ascending and descending sorting options.

Compliant State University
Shared Rooms Report

Shared Rooms: 4

@ ™ @ ® = ® = ® = @ ™ @ @ m @ ™
1002 - Building Tweo 19501 2201 - Clazs Lab Service Add Room: Edit Reason 1
1002 - Building Twwo 198402 2201 215 - Class Lab Service 45 Acd Room: Edit Reason 1 198 0%
1001 - Building One 10301 2201 314 - RECEPTION AREA g6 Adddd Room: Edit Resson 1 103 0%
1001 - Building Ore 10302 2201 314 - RECEPTION AREA g6 Al Rioorm: Eclit Resson 1 103 0%

Im  Download
“Back ) ( Print

Reporting — Clustered Rooms

This report displays the clusters created for the selected departments. Clusters are listed by the
Cluster name, and display only rooms that fall under a selected department (Screenshot: Cluster
Goldberg has two rooms in the cluster, but only department 3101 was selected for the report, so only
that displays).

The room’s information is displayed (building, room number, ASF, etc.) and the report enables the
user to view the occupants of the individual rooms. All columns have ascending and descending
sorting options.

Cluster PANERA(Z) Status: Mot Complete

Room | Department Room Type View Occupants
@ ¥ @ ¥ ® @ n ® ﬂ ® @

1002 - Building Two 220 230 - 230 MOM-CLWET LAB PAMERA, CHRIS  Wiew Occupants (8]
1002 - Buildine Twa 163 22m 250 - 250 MOR-CL WWET LAB 1,046 PAMERA, CHRIS  Wiew Occupants (6
1002 - Building Twa 167 22m 250 - 250 MOR-CL WET LAB 210 PANERA, CHRIS  Wiew Occuparts (5

Total ASF: 1,436
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Reporting — Survey Completion Percentage By Department

This report displays, by department, the survey completion percentage, the rooms Surveyed, and
rooms left to Survey for each of the selected Departments or Sub-Department. The report also
provides a column identifying the Survey Coordinator of each department, and all columns have
ascending and descending sorting options. Additionally, a pie chart is presented that captures
completion information graphically.

Sub Department | Rooms to Survey | Rooms Survey Complete | Completion Percentage | Sub Department Name | Survey Coordinator
® @ ® @ ® @ ® @ ® @ ® @
2201 8 1

11% General Sciences ADAMS, GRANT

2202 r -] 45% Phyzic Chairez, Lyman

Complete=7

b
Mot Complete -
=15 "

|' Complete=7 @ Not Complete = 15|

IEXCEl vI Cownload
Back Print

Reporting — Rooms Not Surveyed

This report displays a list of rooms (for the selected departments) that have completed Inventory, but
have not been surveyed. The report shows the room’s information (building, room type, ASF, etc.) as
well as the individual responsible for completing the Survey. All columns have ascending and
descending sorting options.

Compliant State University
Rooms that have not been Surveyed

Rooms Pending Survey: 10
oD@ @ ® @ @ o @ oD@ oD@

1002 - Building Twa 185702 220 215 - Class Lab Service 45 ADAMS, GRANT
10071 - Building One 144 220 250 - MON-CLASSWET LAB 2707 ADAMSE, BRANT
1007 - Building One 145 220 250 - MON-CLASS WET LAB 151 ADAMS, GRANT
1007 - Building One 140 2201 350 - 390 COMNF ROOM 521 ADSMS, GRANT
1001 - Building One 137 220 315 - OFFICE SWC as ADAMS, GRANT
1007 - Building One 142 220 310 - GEMERAL OFFICE 128 ADAMS, GRANT
1007 - Building One 115 22m 250 - MON-CLASS WET LAB 290 ADAMS, BRANT
1007 - Building One 118 220 250 - MON-CLASS WET LAB 18 ADAMS, GRANT
1001 - Building one 117 220 250 - MON-CLASSWET LAB 2465 ADAMSE, BRANT
1007 - Building One 118 220 250 - MON-CLASS WET LAB 99 ADAME, GRANT

lm Download

(_Back ) (_Print )
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Reporting — Survey Summary (By Principal Investigator / Primary
Occupant)

This report enables the user to see the survey summary by Department in total and then by each
individual PI. Listing by Department, the first part of the report shows the department’s total ASF,
number of complete (and incomplete) rooms, and the total functional distribution in percentages.

Click the Number of Rooms link to see the details for each room.

Compliant State University

Survey Summary by Department/Principal Investigator/Primary Occupant

Number of Completed Rooms | Number of Im:umpleted Rooms | Total ASF MHH
@ = [ ] o

2201 - General Sciences 2,505

2201 - General Sciences

P_IIPU Numhe:ﬁn_f__annms Total ASF ﬂﬂn
& . w
[drA,

2224

MILLER:, ECA#R 108 a0 12 g
STEYENSOM, JAMIE 1 173 a0 10
Tatal: 12 2,503 29 T G4 ]

IExcte Download |
Back ] Print ]

Compliant State University
Survey Summary by PI/PO Drill Down
2201067 - MILLER, EDWIN

Building Ruum ASF I]epl
- Y HH

1001 2201 -General Sciences
1001 148 40 2201 -General Sciences B0 12 g
1001 149 40 2201 -General Sciences B0 12 g

|Exce|j[ Download |

( Back ) ( Print ]
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Reporting — Payroll Not Identified

This report shows the basic room information (building, room type, ASF, etc.) for rooms where the
Payroll process was not used. All columns have ascending and descending sorting options.

Compliant State University
Rooms for which Payroll was not identified

Murmber of Rooms with Mo Payroll: 3

Building Room | Sub Department Room Type ASF
@ m @ = [ [ o @
394 32

1006 - Building Six 2201 3135 - OFFICE 5VC
1006 - Building Six 395 2201 315 - OFFICE 5VC 5
1006 - Building Six 396 2201 255 - NON-CLASS LAB SRYC 1559

IExce| j Download
Back Print |

Reporting — Surveyors By Department

This report displays the assigned Surveyors for any of the selected departments. In some cases,
there may be multiple surveyors for a single department. All columns have ascending and descending
sorting options.

Compliant State University
Surveyors By Sub Department Report

Mo of Surveyors: 2

Sub Department | Surveyors Name
@ @ [

2201 ADAMS, GRANT

2201 Mzximus CA

|Exce| j[ Download |
Back Print
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Reporting — Surveyor/Payroll Summary

This report displays all of the functional percentages for rooms that have completed the space survey.
The report displays (and contrasts) the percentages defined in the Payroll process, and the
percentages defined by the Survey.

Columns for Building, Room Number, Department, Room Type, ASF, Date Surveyed and Surveyed By
all have ascending and descending sorting options.

Compliant State University
Survey/Payroll Summary Report

Mumber of rooms with surveyed results: 12
e M e e C Y

1 006-Building Six 220 315-0FFICE SWC 32 Mar 10, 2008 ADAMS, GRAMT Survey 100 %
Payroll

1 006-Buildling Six 395 22 315-0FFICE SVC 5 har OF, 2005 ADAMS, GRANT Survey 100 %
Payroll

1 006-Building Six 386 220 255-MON-CLASS LAB SRWC 1538 Mar 07, 2005 ADAMS, GRAMT Survey 100 %
Payroll

1 D06-Builcling Six 397 22 255-MON-CLASS LAB SRYC 239 har OF, 2005 ADAMS, GRANT Survey 54 % 46 %
Payroll 549% 46 %

1001 -Building Cne 101 220 319-0FFICE 3% C i) Mar 07, 2005 Maximus CA Survey G4 % 16 %
Payroll S4% 6%

1001 -Building Cne 138 22 315-0FFICE SVC a0 har 09, 2005 ADAMS, GRANT Survey 96% 4%
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Reporting — Survey Results By Department

This report displays results for more than just room function. Functional percentages are displayed,
but only those that have been populated in any of the listed surveys will have multiple columns. The
system calculates and displays the total percentage for each function, and the average percentage for
each function (based on the completed rooms). A total ASF calculation is also provided.

If accounts were provided for the completed rooms, the report recognizes and displays this, and any
notes provided during the survey will be displayed on the report as well. All columns (except
functions) have ascending and descending sorting options.

Compliant State University
Survey Results by Sub Department

Murnber of rooms with surveyed results: 12
Sub Date Surveyed
Building | Room Room Type ASF ¥ Notes Accounts Provided?
= ¥ ® @ LEPEE @ @ @ @ EUNEVed By @ @ = ¥
& ® @ ™ & ®
e Sy 220 315-OFFICE 5V B TR hadnus ca
1001 -Building 255-MON-CLASS 2008-3-10.1012. .
One 147 22m LAB SRVC 28 s7.0 Maximus C&  B0%  12% 0% 8% Yes
1001 -Building 255-NON-CLASS 2008-3-10.1012. .
One 148 22m LAB SRVC 40 57.0 Maximus C&  B0%  12% 0% 8% Wes
1001 -Building 255-NON-CLASS 2008-3-10.1012. .
e 143 22m L&E SRVE 40 =70 haximus C&  B0%  12% 0% 8% Yes
1 002-Building 215-Class Lab 2008-3-7.19.42. ADAMS,
Torn 19501 22m Service 48 250 GRANT B7%  33% 0% 0% Wes

Reporting — Payroll/Survey Detail Report

This report displays the details of payroll by occupant, including whether an account was designated in
the specific room. Survey percentages are displayed below each room record. The user can also
filter the report by room type, as necessary.

I T N I o T
azgzm' INST-INSTRUCTOR i.uﬂljlé.DDD-ZZZ-DEPARTMENTAL (1§ 100% 100%
APOLLO, SHNE ig.;?T-GRAD RSRCH ;;jZ .333-444-DEPARTMEMTAL s e s
APOLLO, AMME ig';?T_GRAD IR 1222 777-993-RESEARCHBIO2 OR 26% 52%
g?;l\"‘,ETON' ADN-ADMINSTRATIVE §Ijlj";'DDD-ZZZ-DEPARTMENTAL IS 100%: 100%

NS Q0%

OR 10%

Excel ir] (_Download |
((Back ) (_Print )

WebSpace DC Manual Version 8.0 Page 67 of 77



Reporting — Survey Results by Room Type

This report displays the survey results while consolidating them by room type. It also provides the
count of rooms that have been surveyed for each specific room type. The user can drill down on the
count to see the detailed information about the rooms.

Compliant State University
Survey Results by Room Type

2201 - General Science

- Clazs Lah Service

259 - MON-CLASS LAB SRWC & 1,906 11 5 g2 0
310 - GERERAL OFFICE 2 346 a3 7

313 - OFFICE S%0C 4 203 74 g 15

Tatal: 12 2505 29 7 B4 0

|Exce|j Download |
( Back | [ Print )

Reporting — Space Statistics

This report summarizes various important statistics related to the space survey and is presented in
various forms.

Compliant State University
Space Statistics
Total Number of Rooms | Number of Sub Departments | Total ASF | Number of Rooms Surveyed | Survey Completion Percentage | ASF Surveyed

103,925 2425

Assignable Square Footage by Function
mmm-
ki 1,596 2,425

26.5% T3% B5.5% A% 100.0%

Assignable Square Footage by Building
e T Tonl o Lo o
1001 -Building One
1002-Building Two 32 16 0 0 45
1006-Building Six 129 10 1,586 1] 1,635

26.5% V3% BSE% A% 100.0%
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Assignable Square Footage by RoomType
T L YN G k)

215-Class Lab Service 32

255-MON-CLASS LAB SRYC 215 123 1558 = 1 906
310-GEMERAL CFFICE 322 24 o o 346
F15-0FFICE S C 4 14 37 o 125

265% T3% B55% 4% 1000%

Assignable Square Footage by Sub Department
sovvepinen | s o ] o [ e

2201 -General Science B43 177 1596 9 2,425

2BS% TI%  BSER 4% 100.0%

yroll by Sub Departme

Swv ey | ws [ on ] on [on] 57| o]

2001-Genersl Science 2,009,800 2,185 593330 R 10973 2516305

TE.8% 1% 227%  RA A% 100.0%

§ per Assignable Square Footage
oo | Jon] _on [ s | e |

2201-General Science  $3,124.12 per sq. ft Mis o 339139 persg. ft WA $1.27072per 5o ft §1,075.69 per sq. ft

Reporting — Complete Survey Report

This report enables the user to generate an electronic copy of all the completed surveys in the

department.

electronic copy as PDF.

Compliant State University
Completed Survey Report

Check All

-.

Clear All

= Depanmem e -
® ® @ ® @ ®

(] 1006-Building Six 2201-General Science  315-0FFICE SWC
r 1006-Building Six 385 2201-General Science  315-0FFICE SWC a
r 1006-Building Six 3596 2201-General Science  255-MON-CLASS LAB SRYC 1559
r 1006-Building Six 357 2201-General Science  255-NON-CLASS LAB SRYC 239
r 1001-Building One 101 2201-General Science  315-0FFICE ST 88
r 1001-Building One 147 2201-General Science  285-NON-CLASS LAR SRVC 28 MILLER, EDWIN
r 1001-Building One 148 2201-General Science  255-MON-CLASS LAB SRVC 40 MILLER, EDWIN
r 1001-Building One 149 2201-General Science  255-MON-CLASS LAB SRVC 40 MILLER, EDWIN
r 1002-Building Two 198401  2201-General Science  215-Class Lab Service 48
r 10071-Building One 138 2201-General Science  315-0FFICE SWC 80
r 1001-Building One 139 2201-General Science  310-GENERAL OFFICE 173
r 1001-Building One 141 2201-General Science  310-GENERAL OFFICE 173 STEVENSON, JAMIE
__Submit_
WebSpace DC Manual Version 8.0

Once generated, the user can then print the completed surveys or save them in the
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Building Room | Sub Department Room Type ASF PI/PO

1001 -Building One 147 2201-General Science  255-MON-CLASS LAB SRVC 28 MILLER, ECAMR

Cccupants
I I e 2 [
MILLER, ECAit PROF-PROFESSOR  2201-General Science 2201067 1
STEVEMSOMN, JAME PROF-PROFESSOR  2201-General Science 2201092 1

Survey Results

I

INSTRUCTICM{IME) B80%

CRGANZED RESEARCHIOR) 12%

SPONSORED TRAIMMNGISPT) %

Tatal 100%

Accounts
1.333.777-666 CELL BIOLOGY RESEARCHE  2201-General Science OR
1.333.885-333 RESEARCH 5 2201-General Science . SPT
2411 .000-222 DEPARTMENTAL FURD 2201 -General Science  INS
Completed 2008-3-101012.57.0 Maximus CA

Reporting — Rejected Survey Report

This report shows rooms that have been rejected by the Inventory Manager or Central Administrator
and subsequently resurveyed.

Reporting — Service Survey Result

This report displays all the information including Building, Room, Department, Room Type, ASF, PI, #
of Benefiting Rooms, # of Benefiting Rooms Completed, survey functions, and Survey Status for the
Service rooms in the selected department(s). All the columns listed above have ascending and
descending sorting options.

Compliance State University
Service Survey Result

Found total of 4 record(s)

#of
Benefiting Rooms Survey Status

Completed @ @ @ ®

w w

# of
Benefiting Rooms

@ =

Building Department

@ = L] @ &

1002 - Building Two 2201 - General Science 215 - Class Lab Service Complete

1002 - Building Two 189 2201 - General Science 215 - Class Lab Service 355 o o o Not Complete
1002 - Building Two 185 2201 - General Science 215 - Class Lab Service 1,034 o o o Not Complete
1002 - Building Two 178 2201 - General Science 215 - Class Lab Service 307 o o o Not Complete

Excel Download |
_Back | ( Print
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Reporting — Recharge Survey Result

This report displays all the information including Building, Room, Department, Room Type, ASF, PI, #
of Recharge Acct(s), survey functions, and Survey Status for the Recharge rooms in the selected
department(s). All the columns listed above have ascending and descending sorting options.

Compliance State University
Recharge Survey Result

Found total of 1 record(s)

Building Department .- Recharge Acctfs) Survey Status
m ® L2 L [ L2 P’ [ L] L)

1001 - Building One 105 2201 - General Science 310 - 310 GENERAL OFFICE CLINTON, LEON 2 13 &7 Complete

Excel - Download
Back Print |

Reporting — Survey Result Summary

This report displays all of the functional percentages for rooms that have completed the space survey.
The user can further refine the report by entering the room function and then specifying an exact
function percentage value using ‘Equal’ or a range of function percentages using ‘Between’ and ‘and’.

Compliance State University
Survey Result Result

I @ —r
Function : Fqual — —— [_Submit ]

© Between and

Found total of 4 record(s).

Bmldlng Department R{)om Type Il-l S OR SurweyI Status
® L L L -'v‘ L L ¥

1001 - Building One 2201 - General Science 250 - 250 NON-CL WET LAB CLINTON, LEON Complete
1001 - Building Cne 107 2201 - General Science 310 - 310 GENERAL OFFICE 172 COX, JAMES 100 Complete
1001 - Building One 105 2201 - General Science 310 - 310 GENERAL OFFICE 173 CLINTON, LEON 13 a7 Complete
1002 - Buiding Two 179 2201 - General Science 215 - Class Lab Service 9 100 Complete

Excel « Download
Back Print

Columns for Building, Room Number, Department, Room Type, ASF, PI, various functions, and
Survey Status all have ascending and descending sorting options. The user can also access the
survey summary via the ‘Complete’ under Survey Status column.

WebSpace DC Manual Version 8.0 Page 71 of 77



Reporting — Assignments Report

This report lists all of the rooms within a department, and displays their attributes. Any rooms with
changed assignments will be highlighted in red, and the Original Department column will display the
home department for the assigned room.

If the original department is selected, the room will not display in red. It will only display in red when
viewing from the current department, not the original. All columns have ascending and descending
sorting options.

Compliant State University

Assignments Report

Current Assigned e e G Original
Building Room Sub Room Type ASF Inventory g Cluster PI v ¥ Sub
Surveyor Status Status
@ @ @ @ Department @ @ @ @ | Coordinator ~ @ @ Department
= ® ® ® ® ® ® =
@ ® ® ® @ ®

Building One: 2m 315 - OFFICE ST 88 Maximus CA ADAMS, GRAMT Completed Completed
Builcling Ore: 220 315 - OFFICE SWvC ADAMS, GRANT Mot Complete
Building One: 103 2m 314 - RECEPTION AREA 172 ADAMS, GRAMT Mot Complete
Builcling Ore: 103401 220 314 - RECEPTION AREA 66 ADAMS, GRANT Mot Complete

Reporting — Comprehensive Status Report

This is a “combined” report that gives the user a quick reference to gauge overall progress for a
department without having to refer to several reports. Unlike the completion reports, this report does
not provide a completed (or incomplete) percentage; it remains room specific.

Completion sections provide a date field and timestamp, and all columns have ascending and
descending sorting options.

Eooms Pending Inventony
Rooms with Inventory Complete
Eooms Pending Cluster
Eooms Pending Survey

Rooms with Complete Survey
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Reporting — Occupants By Department

This report displays the entire list of occupants for the selected department(s) or sub department(s).
Listing by room, the report displays the room information (building, room number, etc.) and occupant
data (name, title, etc.) for all rooms within the selected department.

An additional column is provided in the Occupant data section: Primary. This column enables to user

to see whether or not someone is a Primary Occupant for a given room. All columns have ascending
and descending sorting options.

Compliant State University
Occupants By Sub Department

Murnber of Rooms: 268
Y I O o 90 5
®® ®® ae | @&

1001 - Building One "7 2m 250 - MOM-CLASS VWET LAB GUSTAYSON, RENE QL 22m GRAD RSRCH ASST 5 Mo

JOHMSON, JAMES 2201 ASSOCIATE PROF 1 )

RITZ, GEORGE 2201 GRADRSRCH ASST 5 Ho

MINCH, CHRIS 2201 GRAD RSRCH ASST 5 )

JOSHMAN, MARE 2201 RESEARCH A330C 1 Ho
1003 - Building Three 223 22m 250 - NOM-CLASS WET LAB
1002 - Building Twa 177 2m 250 - NOM-CLASS WET LAB
1002 - Building Twa 178 2m 250 - NON-CLASS WET LAB
1002 - Building Twa 175 22m 250 - NOM-CLASS WET LAB
1002 - Building Twea 174 220 250 - NON-CLASS WET LAB
1002 - Building Twa 170 22m 250 - NOM-CLASS WET LAB

Reporting — Occupants By Department/Title

This report (similar to the last) displays the occupants of each room in a department, except rather
than displaying the names, it instead only displays the title of the individual and the Primary column is
replaced by a count (displaying the number of occupants, and number of individual titles within the
room). All columns have ascending and descending sorting options.

Compliant State University

Occupants By Sub Department/Title
Mumber of Rooms: 265

Room | Sub Department Room Type
L
Title Number | Total
@ & @ ® @ w
117 3

Building
& ®

1001 - Building Cne 220 250 - MON-CLASS WET LAB RSAST - GRAD RERCH ASET
ASCP - ASS0CIATE PROF 1
REASC - RESEARCH ASS0C 1

WebSpace DC Manual Version 8.0 Page 73 of 77



Reporting — Occupants By Department/FTE

Identical to the last two, this report displays the occupants of each room in a department, including the
names, but again the Primary column is replaced (this time by an FTE column). Each employee’s
individual FTE is displayed and calculated to provide a Total FTE for each room. All columns have
ascending and descending sorting options.

Compliant State University
Occupants By Sub Department/FTE

Murnber of Rooms: 268

BI:lIdmg - D;Pal:tment Room T,Pe

Sub D
P .;-.

1001 - Building COne 22 250 - MON-CLASS WET LAB Gl 22 REAST - GRAD RERCH ASST ]
JOHMSOR, JAMES 22 ASCP - ASS0CIATE PROF 1

RITZ, GEORGE 22 REAST - GRAD RERCH ASST ]

MIMCH, CHRIS 22 REAST - GRAD RERCH ASST ]

JOSHMAN, hARIE 22 REASC - RESEARCH A550C 1

Total FTE: 35

Reporting — Accounts that Support Multiple Rooms Report

This report displays the accounts that were used to support multiple rooms. All columns have
ascending and descending sorting options.

Compliant State University
Accounts That Support Multiple Rooms Report

Mumber of Rooms that have Accounts That Support Multiple Rooms: 26

® & & & & & & & e &

2201 1.222 333-444 1001

2201 1.222.333-444 1001 14 o IS
2201 1.222 444-111 1001 138 315 NS
2201 1.222.444-111 1001 139 30 IS
22 1.222.444-222 1001 135 i b IS
2201 1.222 444-222 1001 139 310 NS
2201 1.222 444777 1001 138 5 OR
2201 1.222.444-777 1001 138 o OF:
2201 1.222 777-999 1001 101 315 OR
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Reporting — Rooms with Required Accounts Report

This report displays those rooms for which an account was required.

22

220

22M

2201

Rooms Wi

Compliant State University

Required Accounts Report

Murnber of Hooms that have Required Accounts: 9

1001 - Building Cne
1001 - Building Cne
1001 - Building Cne

1001 - Building Cre

138

1349

141

313 - OFFICE SV C

310 - GEMERAL QOFFICE

310 - GEMER:AL OFFICE

Sub Department Bmldlng Rnnm Rnnm Type Functions with reqmred account
L L Ll > Ll ]

315 - OFFICE SWC

OR

OF:

OF:

Reporting — Occupants Identified/Not Identified Report

This report displays all individuals in a department and identifies whether the individual was identified

as an occupant of any room.

If so, the Identified flag will indicate Y, followed by the number of rooms,

in which this occupant was identified. To obtain the details of these rooms, the user can click the Y(X)

link.

Compliance State University

Occupants ldentified/Not ldentified

Select Categories: | All

=

Sub Department: 2201

ADAMS, GRANT
ADAMSON, STEPHARN
ALLISON, DANIEL
LME L0, JEFFREY|
LMDREWS, MARY k
AMTHORY, MEL ARIE
APOLLO, ANNE

APPLE, MAC

LPPLETON, STEWE
ARDELL, MARK
ATHINSOMN, DARIA
BARMNABY, JENNY
BARMES, JOHN
BATTLE, SANDRA
BLADES, CARCL
BLOCK, ROBERT
BROCKSTOR, JASOM
BROCY, DARRYL
BROVH, TISHA

CHENG, LI

RSASTP - ASSISTANT RESEARCH PROFESSOR

ADM - ADMINISTRATIVE

REASC - RESEARCH ASS0C

TCAST - GRAD TEACH ASST

IMST - INSTRUCTOR

STAFF - STAFF

RSAST - GRAD RSRCH ASST

STAFF - STAFF

LD - ADMINISTRATIE

RSAST - GRAD RSRCH ASST

INST - INSTRUCTOR

TCAST - GRAD TEACH ASST

UNSPET - UNSPECIFIED

ADM - ADMINISTRATIVE

ASTP - AZSISTANT PROF

STAFF - STAFF

PROF - PROFESSOR

REASC - RESEARCH ASS0C

REAST - GRAD RERCH ASST

TCAST - GRAD TEACH ASST

BBZZZZZZZZZBZZEEBBZ

The details pertaining to the occupant are displayed, including the rooms for which the individual was
identified as an occupant; % of Time Specified (if Payroll Process was used); Room Survey Summary;

WebSpace DC Manual
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individual’s payroll summary by activity/function; individual's source payroll details by account and
activity. If the Survey Summary shows 0%, it is an indication that the room has not been surveyed yet.

Compliance State University

Occupants Identified/Not Identified Drill Down

Employee Name: FERGUSON, MATTHEWY FTE: 5 Dept: 2201 - General Sciences
FERGUSON, MATTHEW is identified as an occupant for the

following roorn(s)
b D;p?":'tmem Runfgn :I'gpe Time Specified | Survey Summary

Source Payroll Sumrmary

100%

Source Payroll Detail

Account Description Pl Activity | % of Pay
@ ® @ ® ® ® @ ® @ ®

13337778858 CELL BIOLOGY RESEARCH S  CLINTON, LEOM  OR 100%,

I Excel * Download
Back Print

1005 - 1005 Buiding 300 652 2201 - General Sciences 250 - 250 NON-CL WET LAB 100 53 47
1001 - Building One 141 173 2201 - General Sciences 310 - 310 GENERAL OFFICE O o o
1001 - Building One 142 128 2201 - General Sciences 310 - 310 GENERAL OFFICE O 0 0

Reporting — Accounts Used/Not Used Report

This report displays all accounts in the department and reflects whether the account was used during
the payroll/survey process. If an account was used, the “Used ?” column will reflect a flag Y, which the
user can click to obtain additional details, including to which rooms this account was specified. The
No. of Emp Paid columns reflects the number of employees that are paid from the account. The user

can click the number to see the details.

Compliance State University

Accounts Used/Not Used Report

_._. e
Account Activity Pl Name Used? Emp
@ @ & ® & @ ® Paid
® @
1.222.333 444 - DEPARTMENTAL F&A oR Fitzgibbon, Cecelia u 5
1.222.444-333 - START-UP AY18/07 oR Fitzgibbon, Cecelia ] 2
1.222.444-999 - RESEARCH PHOTO OR Fitzgibbon, Cecelia N 2
1.333.777-111 - CELL BIOLOGY RESEARCH OR KEYES RACHEL N o
1.333.777-222 - CELL BIOLOGY RESEARCH 2 OR PANERA, CHRIS N 1
1.333.777-333 - CELL BIOLOGY RESEARCH 3 OR TILAPIA, DAVID ] 1
1.333.777-444 - CELL BIOLOGY RESEARCH 4 OR COX, JAMES. u ]
1.333.777-555 - CELL BIOLOGY RESEARCH 5 oR COX, JAMES, ] 2
1.333.777-666 - CELL BIOLOGY RESEARCH & OR STEVENSON, JAME N 1
1.333.777-777 - CELL BIOLOGY RESEARCH 7 OR COX, JAMES N 4
1.333.777-888 - CELL BIOLOGY RESEARCH & OR CLINTON, LEON Y 2

The number listed under the Used Link column will display the following details:

WebSpace DC Manual Version 8.0
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Compliance State University
Accounts Used Report

Account: 1.333.777-888 Account Description: CELL BIOLOGY RESEARCH 8 Activity: OR

EEmE

1001 2201 - General Science 315
TOTAL 81

IExceI vl Download |

( Back ) ( Print )

The number listed under the No. of Emp Paid link will display the following details:

Compliance State University
Accounts Paid Report

Account: 1.333.777-888 Account Description: CELL BIOLOGY RESEARCH 8 Activity: OR

@ Employee Name ¥ | ® Department Name @

CLINTON, LEQN 2201 - General Science 1.0

FERGUSON, MATTHEWY 2201 - General Science 0.5

| Excel =] (_Download )
Back Print

Reporting — Payroll Summary by Employee Report
This report displays all individuals in the department and their payroll distribution by function. If the

Payroll drilldown is enabled, the user will be able to click the percentage to view the dollar details
behind it.

Compliance State University
Payroll Summary by Employee

I Ty ey e ) Y ) G
220100 ADAMS GRANT 2201 -General Science ADM-ADMINISTRATIVE 100%: 100%
2201041 ADAMSOR, STEPHAR 2201 -General Science . STAFF-STAFF 100% ] ] ] 100%
22m1E ALLISOM, DAMIEL 2201 -General Science . RSASC-RESEARCH &S50 100%: ] ] ] 100%
2201029 A Z 0N, JEFFREY 2201-General Science TCAST-GRAD TEACH ASST 100% ] ] ] 100%
2201129 AMDREWS MARY 2201-General Science  INST-INSTRUCTOR 100% ] ] ] 100%
2201165 AMTHOMNY, MELAMIE 2201-General Science . STAFF-STAFF 100% ] ] ] 100%
2201058 APOLLO, AMME 2201-General Science RSAST-GRAD RERCH ASST 45% ) 529 ) 100%
2201051 APFLE, MAC 2201-General Science STAFF-STAFF 100% ) ) ) 100%
2201046 APPLETOR, STEVE 2201 -General Science  ADM-ADMINIETRATIVE A00% i} i} i} 100%
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