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Fiscal Year 2007 Functional Use of Space Survey 
Instructions 

 
Packet contents: Survey Space Listing by Department 
   Project Account Listings 
   Employee Listings 
 
Please read the instructions in their entirety prior to beginning the survey.  The data on these 
forms should be as accurate and complete as possible.   
 
The survey should reflect the activities in the room during the entire fiscal year 2007.   
 
Room types to be included in this survey are 210 – 255, 540 – 585, 720 – 725.  A list of Room 
Type definitions is provided on the space survey web site. 
 
Access the Sponsored Projects Accounting website at http://www.k-state.edu/controller/spa/ .  
On the left side of the SPA welcome page is a link for space survey resources.  
 

 
 

Located here are references for completing the space survey, including definitions, 
instructions and frequently asked questions.  There is also a link to the space survey form.   
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This on-line form must be used for the fiscal year 2007 space survey-do not use any 
other space survey form.  It is a web-based form to be entered on-line.  Mozilla Firefox 
1.5 (or higher) or Microsoft Internet Explorer version 6.0 (or higher) and Adobe Reader 
6.0 (or higher) must be used for the survey site to work properly.  We recommend using 
Internet Explorer 7 (or higher) or Firefox 2.0 (or higher) and Adobe Reader 7 (or higher). 
 

 
 
Your e-id sign-on information is required.  You will only be able to access space 
information for the department associated with your e-id.  The buildings assigned to your 
department will appear.  Floor plans are provided to assist in identifying rooms belonging 
to your department.  If you require additional floor plans, please contact SPA at 2-6207 
or mparker@ksu.edu.  Verify the rooms included on your room listing are for rooms 
being used by your department.  If you have a room on the list that does not belong to 
your department, cross through the room on the paper copy of your room listing and 
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indicate which department does use the room.  Return the room listing to SPA.  Complete 
forms for rooms not included on the room listing if it is a room your department is 
responsible for and falls within the room types listed above.  Contact SPA if you need a 
room added to your listing.  This will likely be a blank form with prior year data not 
included.  In cases where more than one department uses a room, the survey should be 
completed by the department primarily responsible for the room and should encompass 
all activity taking place in the room.  If one department is not primarily responsible, 
coordinate completion of the survey for the room with the other department(s) using the 
room. 
 
 

 
 
Click on a building for the list of rooms that need surveys completed in that building.  
Click on the Edit button corresponding to the room to complete the survey form for that 
room.   
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When a room is clicked on, you will see the document ID (there is a unique document ID 
number assigned to every form), Building, room number, department, room type and 
square feet for the room.  
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Department, room type and square feet are updatable by clicking on the “Update” button.  
If an update is made in error, clicking on the “Cancel” button will undo the change made.  
The links on the left can also be used to navigate to screens applicable for the room 
survey.  When the room information is correct, click on “Next”.   
 

 
 
Information from the most recent space survey, if available, will automatically 
populate the form.  Review the Functional Use of Space Definitions provided on the 
web site.  Use the Functional Use of Space Definitions provided on the web site to 
update the functional use of space percentages.  Round each function to the nearest 
5%, each room should total 100%.  The functional use of supply and storage rooms 
should be coded the same as the labs they serve.  If a room is supported by an account 
included on the “Projects ” listing, the usage should be coded with the corresponding 
Functional Use.  For example, if account NCON123456 appears on your listing with 
a functional use of University Research, all space usage supported by account 
NCON123456 should be coded 06 – University Research on the space survey form.  
All percentages should be entered in the format:  50 = 50%.  The total must be equal 
to 100% to be able to navigate to the next screen.  List any special notes that would 
be helpful in understanding the room's functional use.  Make any necessary changes 
and click on “Next”.    
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Again, information from the most recent space survey, if available, will automatically 
populate the form with occupants.  List each person's name utilizing the room in the 
section of the form labeled "Occupants Name".  This includes, but is not limited to, 
graduate assistants, principal investigators, visiting professors and classified staff.  There 
is room for up to 10 occupants to be listed.  If more than that use/support the room, list 
only the 10 primary user names.   
 
 

  
New names can be added by entering the employee name or ID in the search box and 
click on “Search”.  A list of possible matches will appear.  To select an employee, click 
on the “Use” button next to their name.  When names have been updated, click on 
“Next”.  Enter the job type for each occupant.   
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Again, information from the most recent space survey, if available, and if it is an FRS 
account that converted to an FIS project (in other words, it is an existing project), will 
automatically populate the form with project numbers.  List the Organized Research 
accounts and Externally Sponsored accounts in the section of the form labeled 
"Organized Research FIS Project Numbers".  (Organized Research includes Externally 
Sponsored Organized Research, Branch Station, Extension and University Research.)  
There is space on each form for 10 account numbers, if more than that use/support the 
room, list only the 10 primary projects. 

 
 
The survey system will check to see if projects numbers being entered are valid projects 
in the FIS accounting system.  If they are not valid, an error message will appear when 
the “Next” button is clicked. 
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A printable form may be viewed and a hard copy printed for departmental records.  Click 
Finish to save for updating later.  Click Release to SPA to submit the survey form.  Once 
this button is clicked it will have the date and time recorded in the “Submitted on” 
column of the room listing.  When you have completed the survey and Sponsored 
Projects has received all of your forms, all rooms should have the date and time recorded 
in the “Submitted on” column of the room listing.  Only 1 form per room should be 
submitted.  Contact Sponsored Projects Accounting for any corrections needed after the 
“submit” button has been clicked.  Forms will need to be submitted even if there are no 
changes from FY06.   
 
Contact Shannon Fisher (fisher@ksu.edu) or Michelle Parker (mparker@ksu.edu) at 2-
6207 with any questions.  Complete on-line entry and return the completed survey packet 
to Sponsored Projects Accounting by May 11, 2006.   


