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.
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Sponsored
Projects
The Sponsored Projects Accounting Office provides fiscal administration services for grants and contracts funded from external sources for the e
purpose of research and other creative and scholarly activities st KSU. Such grants and contracts are negotiated and accepted by KSU's
PreAward Services office. Fiscal administration services provided by Spensored Projects Accounting includes invoicing and financial reporting Space Survey
teo sponsers, review of expenditures for compliance with federal and other sponsor guidelines and regulations, menitoring of subawards, and [ p—

maintenance of the effort reporting and cost sharing systems. This office also is responsible for preparing the Facilities and Administrative

(F&A) Cost Rate proposal for the federal government. e

Resources

Effort Reporting

Our address is: e

Indirect Cost

* Sponsored Projects Accounting
Kansas State University
Controller's Office
10 Anderson Hall
Manhattan, KS 66506-0108

Our main office phone number is (785) 532-6207.
Our Fax number is (785) 532-5577.

Who we are . ..

Sponsored Projects Accounting Staff phone numbers and e-mail addresses.
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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).

- . |
Space Survey 2007 = |

il User Mame: h
Password: | ' Sign in
- Log In using your
e-id
This site 15 to ke used for reporting room usage to the K-State Controller's Office,
.| Sponsored Projects Accounting.
i ’ Questions? Call T85-332-6207 or email mparker @ k-state odu

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.

Space Survey 2007

Logout mparker

Select a building below to see a list of rooms vou need to swrvey. If vou do not see a building or room that vou
need, please contact Michelle Parker at 532-6207 or email mparker@k-state.edu.

See the Facilities Space Inventory page for floor plans, and department room assignments.
Run a report to get a list of all rooms vou are responsible for surveving.

Select a building:

008 - BUSHMELL ANNEX ~
009 - BURT HALL

010 - BUSHMELL HALL

020 - KING HALL v

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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Space Survey 2007
Logout mparker

need, please contact Michelle Parker at 532-6207 or email mparker(@k-state edu.

See the Facilities Space Inventory page for floor plans, and department room assignments.

Run a report to get a list of all rooms vou are responsible for surveying.

Select a building:

008 - BUSHNELL ANNEX
009 - BURT HALL

010 - BUSHMELL HALL
020 - KING HALL

[ |

[£

Action

_vew | NEEEN 117
_vew | S 117
_vew |NENEN U
_vew | R 118
_vew | NENEN 119
_view | R 119

View | Edit | 120

14 view | [UEdit| 120

Select a room:

Description
NON CLASS LABORATORY

NON CLASS LABORATORY
NON CLASS LABORATORY
NON CLASS LABORATORY
NON CLASS LABORATORY
NON CLASS LABORATORY
NON CLASS LABORATORY
NON CLASS LABORATORY

Submitted on

1960
1960
1961
1961
1962
1962
1963
1963

Select a building below to see a list of rooms vou need to swrvey. If vou do not see a building or room that you

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.

MNavigational
links

127

Do 1d

Bldn: d03a - BUSHMELL ANKEX

Rooim: 1248

Dept: 20064 - Biglogy

Room type: 255 - MONCLS LAB SEV

S0 Faet a0

To mowe thraugh the form, cick a nawvigation button at
the mard on the right hand side. ¥ou wil be able to prnt a copy from the last scroen.

Update room
information

the bottom right correr af this bax ar use |

[ Upateie |

the next
screen
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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”.

1 Faoel e I I P | q

Shared room This room type can be shared.

indicator [ This room is shared.

FL!NETICIHJ"LL USE OF SPACE (PERCENT %)

Acct Numbers are required for Functional Uses indicated with an asterisk (*)

* Organized Rasearch {01) |0 Departmental Administration (08) :IZI
* Sponsored Branch Station {02) |0 Other Institutional Activities (09) 0
* Sponsored Extension (03} |0 Operations & Maintenance {10} :IZI
* Sponsored Instruction {04) 0 Sponsored Projects Administration (11) 0
Instruction {05} o College Administration (12} :I:I

* Univeristy Rasearch {06) 0 Student Services Administration (13) 0
* University Branch Station {15} o Vacank (14} :EI
- et = . Other - An explanation in notes section is
] Unirersity Extension {16) |0 | requirad (17) [100
epartmental Research {07) 0 TOTAL {must be 100 unless shared) 100
A Mobe:
Numbers in ,
parentheses
Pravious et
correspond to

G| K ||_,| EETEEs
i T

]

definition numbers

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.
«duiB080/SpaceSurvey RoomDetall, aspxri_Id=1960 ME ||"_?||£| Google
Help
]Go ¢ 52 ﬁ - * Bookmarks+ IE]lhlockecl ".?Check » 4y Autolink « cl-_‘ AukoFil @Send tow /_;
. 1 o
el IJSign in to access your Google Bookmarks | @ &
] lowl el | I A !
Room Info
i Use OCCUPANT'S NAME(S) - JOB TYPE Enter Name or Employee Id -
|Ander50n, Bryan graduat] |b"!"'3” |L Search | %@
Finish | 031000 - Graduate Assistant %l
031500 - Graduate Fellow Name Employee "
| Number ¢ |:|i‘.
032000 - Graduate Research |
| Asistant Ackley, Bryan W0000005019 ~
030500 - Graduate Teachin t
| psit oryarne  Wo000048635 ]
| [use] Allen, Bryan J0001159115 E

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.
o P i pace Surve
2l AMEEIEINES « ccount 'GOCHS26204' s not known. =g

LIST DRGANILED RESEARCH
FI5 PROJECT KUMBERS:

GO30526742
GOS0526304
GOCHIZE04

™~

Error message
appears when

e

T, [ ] "Next" button is
=) 1] clicked and
= il |4 ] Projectis nota
L_J_j} C valid project
] l—
- ]
R
I:i Previous Mext
|'Eh" v 058, qE) O =]
m— Rl [Fio} |
e S = -
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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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Click Finish to
save form to
complete ata
later time -
this does NOT
submititto §
SPA

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.
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