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Overview:

The F&A Space Survey Web-Application gives the ukerability to monitor and adjust
various aspects, as it relates to the assignmegrgroentages of use, of the room or
rooms for which their department has responsibilitye actual work of assigning
percentages for each room is now performed as aAjebcation. This provides
greater ease for the user in performing this famcti

Care has been taken to ensure that each user whbéeesponsibility and requires
access to the F&A Space Survey system has beetedraccess through the Controller’s
Office. A list has been compiled of the varioupaements identifying those

individuals. If someone has been omitted from lisis please contact Sharon Barrett,
barretts@vt.edun the Controller’s Office. She will be ableadd or remove individuals
from the list.
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Gaining access to the Web-application:
There are two methods of accessing the F&A Space8site.

1. You are able to view the site by accessing theiNiagrech homepage at
http://www.vt.edu
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2. To access the web-application site, you widdhe enter in the URL address field:

https://banweb.banner.vt.edu/pls/bprod/twbkwbis.RVWLogin
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Accessing the F&A Space Survey System:

Displayed will be the main login screen for manyg¥iia Tech processes.

Users are required to enter their Pid (Personaand)the Password associated with it.
Then select the Login button. Users will then gainess to a listing of processes or
informational listings associated with their Pid.
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Listings available to users:

Several listings are generic and are availabldl enaployees, but others may be unique
and available to employees based on their indivicRsponsibilities. Select the listing
F&A Space Survey.
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F&A Space Survey:

If you have been identified as a Space Coordirfatoyour department, you will be
permitted access to the site and view informati@ngmning to your organization. As
stated, the F&A Space Survey is a system designaddist each organization in better
documenting how academic, research, and admim&rspace is used within their
department and the university.

There are several layers of screens necessaryrplete the entire process. Each screen
has a particular purpose and function. You mayktlif the screens as building blocks,
one screen building upon the next. We will diseessh screen in detail.
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The Introductory Screen:

The first screen displayed within the F&A Spacev@yrsystem will allow the user to
select the Fiscal Year. There is a dropdownliat allows a user to select the
appropriate year. As time passes, the list widivalusers to not only work within a
current fiscal year, but to also review prior yeaf$ie year or years available in this
dropdown list are determined by the Controller'sicaf Dates are set by the
Controller’'s Office as to when users may beginrtteedata and when the period is
closed for entering data. These dates will beidex/to all Space Coordinators. By
closing the fiscal year, the fields are protectednfupdate. This is done to prevent
changes after the information has been reportedtdbe utilization of various rooms.

We want users to pay particular attention to the wsplayed. This note is very
important to everyone.
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The importance to the above statement is the 8bssal dollars’. By not properly

complying with the guidelines by various governmagéncies, monies may be forfeited.
Monies the university uses to support its research.

After selecting the desired Fiscal Year choosedbetinue button. This will display the
next layer of information.
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Selecting the Organization:

The information displayed on this screen will bea@fc to the individual and the
responsibilities they have within their departmenrtsother words, only those
Organizations you have responsibility for will bsmgayed.

***|t should be noted, the displayed screen is aaraple of those individuals
responsible for multiple organizations. Those cators who have access to only one
organization will not see this screen. Those uselidoypass this screen altogether and
be taken directly to the ‘Select Building’ screén.*

(For some the list may be lengthy, depending orr yesponsibility within an
organization.)

Displayed will be the 4 digit organization ‘Orgrnumbers specific to each organization.
The last two digits of the organization are noptiiged. These are active buttons which
may be selected to view the underlying informationcerning an organization.

In addition to the partial Organization Number, Thte or description of the
Organization is also displayed. The other infoioratisplayed is fields that are used to
supply information as part of the F&A Space Survey.
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The Room Status is divided into three categoriebvaiit display action that has or has
not been taken by a particular Organization. Kkangle, the ‘Complete’ field will
display the total number of rooms that have beevesxed by the organization.

Likewise, the number displayed in the ‘Incompldteld will be those rooms that need to
have action taken on them. If an organizationgasially completed the room survey,
this will be displayed in the ‘Partial Updates’lfle Also displayed will be the
Coordinator Name as designated by the organization.

If multiple organizations are displayed, selectplaeticular organization you wish to
work on and click on the corresponding button. @uwpinformation will then be
displayed.
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Selecting the Building:

Displayed will be a listing of the building or bdihgs associated with a particular
organization. In this screen shot is an orgarordtnat is responsible for only one
building. Several organizations are responsibierfaltiple buildings.

The ‘Bldg’ number (code) will be shown. Also awdile will be the title or description
of the building. This screen will provide you win overall view of the type of action
needed on a particular room, as did an earlieescre

The Room Status and its components are explainetie detail in the next section.

To select a particular room, click on the ‘Bldg’'mber (code). This will display the
following screen.

To return to the organization listing, select tlwtdn. This will return you to the listing
of organizations for which you have responsibility.
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Selecting the Locn (Location):

There is a ‘Locn’ (code) associated with each enfrige Room Title is more descriptive
and provides a better understanding of the ‘Locadé). The ‘Locn’ (code) is an
internal identification number from an associateshBer table used by the Controller’'s
Office.

This form provides each user an overview of actaken on a particular ‘Locn’
(location) within a given building. In addition tbe ‘Locn’ code, the Room Title, Room
Usage, People Assigned, Funds Assigned, Functimeeand Room Status are
displayed. Room Status is based on action takexaoh location.

At any time during the survey period, users haeedption to return to previous pages by
selecting the ‘Return to’ button. This is an exégf an active button.

This will take the user back to the previous pasgeng all buildings for a particular
organization.
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After selecting a particular ‘Locn’, the followirfgrm is displayed.

This form gives a full overview of the room and #wtion taken. The information
entered is building blocks toward completion. Tihf®rmation is stored in two fields
and will display a numerical value on the previpage to represent the action taken.
Also displayed will be an indicator of the Roomt8& The room may appear in three
stages: ‘Incomplete’— action needed, ‘Complete’e-aalditional action required, or
‘Partial’'— additional action required.

There are several conditions that need to be met foom to be considered ‘Complete’.
The room must have as a minimum; one person assigne Fund assigned, and 100%
functionalized. If not, the room is ‘IncompleteThe steps to complete a room will now
be discussed.

Located at the top of the screen is an option &iukh to Building List’. This provides
the user with the ability to go back to the buitglirst before they save any changék
you select this option, any changes you have maddlwe lost. It is best to save any
work you have completed on a function before rehgmo the previous page.
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Step 1:

First, you will be able to define the Users/Occupani the room. Choosing the ‘Select
Personnel’ button to the right of the screen penfothis operation.

After selecting the button, there will be a disptdypersonnel from which to choose.
This list includes all individuals under a part@uhome department or organization.

There are small check boxes available for use be=agh name. To add a particular
person to a room, simply click inside the checkb®kis will display a check mark
denoting this person has been reported as a Usenpp@uot of the room. To remove a
person, simply remove the check from the checkbox.

This list should be complete. If additional names needed, contact Sharon Barrett,
barretts@vt.edun the Controller’s Office. She will be abledssist you in adding
additional personnel.
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There may be times you need to add additional peedo If a staff member works in
your area, is in your home department, and is fdrimeyour department, they need to be
added. It is also important to note, there matirhes staff are working in your space
who are not members of your home department. $hewld be included in your list of
personnel. An example is Interdisciplinary Studiésstaff member works in one area,
but is funded by a different area.

This first step, selecting personnel, must be ceiepl before you may go to the next
step.

Users have been provided with the option to retoe room before changes are saved.
If you wish to keep the changes you have made, thebge changes. This is the first time
you have actually performed an operation. In ofdethe assignments or changes to be
kept, they must be saved. Select the Save Updatemtio perform the Save operation.

It is important to remember, that similar to thealze Reporting system used by
Personnel Services, you should not use the bat&rbwith your web browser. Each
modification to the form, when you are finishedosll be concluded with using the Save
Updates button. This will ensure your work hasnbsgved.You will not be prompted

to save. If you select the Back Button of the browser, yaork will be lost.
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Step 2:

The next step is to assign funds to the room. ®peyation is performed similar to
selecting personnel except the user will be selgdtinds. Users will select the option:

The funds available for this room will be displaye&igain, as in the previous screen,
there are boxes that may be checked. If a bolasked, that fund has been identified as
being associated with that particular room.

To select new funds, simply click in the checkbdhis will display a check mark in the
box next to the fund. This will identify this furad being assigned to this room. To
remove a fund, simply click in the box with a cheslrk and it will be removed. Again,
it is necessary to save your changes.

This form provides additional functions.
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In addition to the Fund and Title being displayd, user also sees the Fund Orgn, the
Indirect Cost description and the Principle Invgstor (P1) associated with the Fund.
This form also provides the user with the abildysort by Principle Investigator. To see
all those funds that have a PI assigned to thelectse button Sort by Pl. The Funds
will then be sorted alphabetically, based on thevih active PI's sorted to the top. If
you select this option, it is not necessary to sae work before switching sorts.

To save the selections made to the Fund list, rdmeeto select the Save Updates.

There are several checks that have been put iate pb assist the user in making correct
selections for funds based on the personnel sele€ae such message is...

This and other messages should help users avoithgalistakes that would need to be
corrected in the future.
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Step 3:

After saving the changes made to the funding pomiothe room, it is time to assign the
percentages that denote the way the room is USelkcting the proper option in the
lower portion of the screen performs this operatidhese are each active areas where
you may enter a percentage.

There are several options available to determiaeterall use of the room. It is
important to properly assign the function of themo If you are unsure of the different
functions or how to properly ‘functionalize’ a roatontact Sharon Barrett in the
Controller’s Office.

For the room to be considered fully functionaliedComplete’, there must be at least
one person assigned, one fund assigned and pegesrggualing 100%. The total,
computed as values, are entered into various ca¢sgor his total is displayed in the
Percent Total field.

After you have completed all three steps, you nansider the room fully functionalized.
To complete the operation, select the ‘Room Su@emplete’ button. You will be
taken to the Room List screen and provided withojhygortunity to select another room.

There are two methods of returning to the roomtéigiegin the process with a new room.
One is to complete all actions (steps) on this réaiowed by selecting the ‘Room
Survey Complete’ button. This functions as theesature also.

If after selecting Room Survey Complete, and tlwrraloes not functionalize to 100%,
the following message will be displayed. This wnidlicate percentages need to be
modified.

The second method, if you choose to save chandeselmmpleting this room, is to
leave this room incomplete and select ‘Return torRduist’. It is important to
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remember, if you want your changes to be keptctéie save button before selecting
this button.

The finished screen will display personnel, furats] be functionalized to 100%.

At this time, you may proceed to another room.
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