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Access Options to the Space Survey
  



ReADY Space Survey Link – You will receive an email with a link(s) to your space survey(s).

1. Click the email link.
➢ The email link will take you to the space survey screen
 

The space survey listing screen is on page 12 of this survey guide

Option 1
Accessing ReADY Space Survey through the Email Link 
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ReADY Website Link - https://nmsuready.assetworks.cloud/ready/auth/logout

• Click on the website link, and the login screen will be displayed.

1. Enter your NMSU Email Address.

2. Click SSO to log in

➢ The website link will take you to the ReADY Home Tab 

Option 2
Accessing ReADY Space Survey through the Website with SSO
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Home Tab Space Survey Screen
  



Floor Plans and Space Survey Tiles are displayed 

Home Tab Ready Space Survey
General Navigation

a) Floor Plans
➢ Select the tile to display the Space 

Viewer Interactive Property Floor 
Plans Toolbar screen.

b) Space Survey 
➢ Select the tile to access the Survey 

Listings screen.
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Floor Plans and Space Survey Screens
  



Space Viewer Interactive Property Floor Plans Toolbar

Floor Plans ReADY Space Survey
General Navigation

1. Property
➢ Click the drop-down arrow
➢ Select a property

2. Floor Level
➢ Click the drop-down arrow
➢ Select floor level

3. AiM Menu 
➢ Click the drop-down arrow
➢ Select Organizational Occupancy 
➢ All organizations on the floor will be 

displayed
➢ Toggle off the unwanted organization(s) 

to display only the one you need.
4. Toolbar Screenshot 

➢ Take a screenshot if needed
➢ Print or save as PDF the viewer reports
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Notes: 

• Split occupancy is always shown in grey (multiple).

• The toolbars have multiple filters and instruments; 
feel free to check them out.



Survey Listings – Viewing as Surveyor
A surveyor will not see the Surveyor Proxy search bar. Their view is limited to Surveys they have been identified as a surveyor on.

Space Survey Screen ReADY
General Navigation

1. Search Surveys 
➢ Search for a survey in the listing

2. Only Show
➢ Filters the segments by status

3. Pending
➢ Rooms that have not been modified

4. Changed 
➢ Rooms that have been changed

5. Error
➢ Rooms that have validation errors

6. Excluded
➢ Rooms that have been excluded from the survey

7. Finalized 
➢ Rooms that have been reviewed, passed 

validation, and are ready to be submitted

Continued on next page 

A. Space Survey Links   
➢ Click the space survey link to take you to your space survey listing.
➢ Once in the survey listing, you can start surveying.

The space survey listing screen is on page 12 of this survey guide
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Survey Listings – Viewing as Surveyor

Survey Listings Ready Space Survey
General Navigation

➢ As a surveyor progresses through their survey, the 
counts will update to reflect the status of the 
rooms.

➢ When a survey is ready to be submitted or has 
been submitted, all rooms will have Excluded or 
Finalized statuses.



Space Survey Listing Screen
  



A. Space Survey Description
➢ Organization Number and Name, Building 

Name, and Floor Level are displayed in 
this section.

B. Show Details
➢ Click to show or hide details: Title, Survey 

Template, Date Created, Space Surveyors, 
Workflow Approvers, Start and End Date, 
Survey Type, Properties, & Organizations.

C. Show Entries
➢ Select to see 25 or 50 entries on the 

screen. 10 is the default.

D. Search Bar
➢ Type to search by Location Description or 

room number

E. Filter Search Tab
➢  Select the different tab sections and use 

the checkboxes to filter as needed.

F. Check Boxes
➢ Check one or more rooms
Continued on next page

Space Survey Listing ReADY Screen
General Navigation
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F. Check Boxes
➢ Check one or more rooms.
➢ When one or more check boxes are selected, a bar appears at the top with the Exclude from Survey, Apply Action, and Cancel buttons. The bar 

also shows the number of rooms checked.
1. Exclude from Survey

• Allows you to exclude room(s) from the survey. (Please do not use this selection; all rooms should be surveyed.) 
• If you see a room in your space survey that doesn’t belong to your organization, contact our office.

2. Apply Action
• By clicking the button, the check room(s) status will change to Finalized without updates.
• You may apply the criteria after running a Room(s) Analysis only after reviewing the space data of each room and knowing that no 

space updates are needed for the room(s). 
3. Cancel

• It will uncheck all the boxes and cancel the selection.

Space Survey Listing ReADY Screen
General Navigation
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Space Survey Listing ReADY Screen
General Navigation

G. Property
➢ Number and Name of the building  

H. Location
➢  Room Number and Location Description

I. Status
1. Pending 

• Room not yet surveyed
2. Changed 

• Room surveyed with updates
3. Finalized

• Room surveyed with or without 
updates 

J. Action
➢ Click Finalize to update the status if the 

room doesn’t need updates.

K. Room(s) Analysis
L. Add Room 
M. Submit
Continued on next page
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Space Survey Listing ReADY Screen
General Navigation

K. Room(s) Analysis
➢ Click the button to display the Original and 

the Change space information for all the 
rooms in the space survey.

➢ You can print the room analysis.
➢ The Lock button temporarily blocks the 

room space data from being edited until it 
is unlocked. It only works for the Space 
Approver when a survey is returned for 
corrections to the surveyor. For now, we 
don’t recommend using this feature.

1. Room Information 
• Building Number and Description
• Room Number and Location Type

2. Original Room space data 
• Location Information, Organization, 

Primary Usage, and Occupant(s)
3. Changes to the room space data

L. Add Room 
M. Submit
Continued on next page
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Space Survey Listing ReADY Screen
General Navigation L. Add Room

➢ Click Add Room; the page will expand to reveal a 
section to add a room

1. Property will default to the current property
2. Click to select the Floor Level
3. Click to select the Location Number
4. Click Add Room
5. Click Add to confirm 

• A new room will be added to your space 
survey room(s) list.

• Once a room is added, it can’t be 
removed from your space survey.

• Contact our office if you added the wrong 
room.

6. To cancel adding a room, click Cancel instead 
of Add.

L
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Notes: 
1. Once a room has been Added to a survey, it cannot be removed. If you have made an error and added 

the incorrect room, the only option is to exclude it, but this must be done before submitting the Survey 
to the Approver.

2. Once the Surveyor submits the survey to the approver, the functions of adding or excluding rooms are 
no longer available.

Please double-check before submitting it.



Space Survey Listing ReADY Screen
General Navigation

M. Submit
1. Once all rooms have a Finalized or excluded 

Status, the Submit button will become 
Available
➢ All rooms should be surveyed. Contact 

our office before excluding rooms.
2. The action section should not show errors
3. Click Submit survey is now sent to the 

Space Approver for Review
4. The Space Approver will receive a new link 

or can review the surveys directly at the 
Process Tab (Space – Awaiting Your Review)

5. The surveyor must see the Room Analysis 
button and the Awaiting Responses section 
to know the survey has been sent correctly.

M
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Location Screen Space Survey
  



A. Location
➢ Select a room to work on by clicking on 

the location.
• If you don’t recognize or have trouble 

finding a particular room, visit the 
Floor Plan Tile to create a viewer 
report.

• If you are missing a room or have one 
that doesn’t belong to your 
organization, contact our office.

Continued on next page

Space Survey Listing ReADY Screen
Location Navigation
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A. Rooms Listing
➢ Click, and it will take you back to the space 

survey screen, where all rooms are.

B. Room Analysis
➢ Click, and it will show the original and the 

changes for the room
➢ Click Room Detail to go back to the room

C. Room(s) quantity in the space survey
D. Room Detail Information
E. Status

➢ Show the diverse statuses: Pending, 
Changed, Error, Excluded, Finalized

F. Finalized without Update
➢ If there are no updates to the room, click this 

button and select next to continue with the 
following room.

G. Cancel
➢ Click to go back to the room listing

H. Save
➢ Click to save updates to the room and select 

next to continue with the following room.

I. Comments
➢ Add a comment if needed, click save

Location Space Survey ReADY Screen
Location Navigation
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J. Location Information
➢ It is not editable

Continued on next page
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K. Organizational Occupancy
1. DO NOT edit the Start Date and Percentage information (original information from the system)

Location Space Survey ReADY Screen
Location Navigation
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L. Usage
i. DO NOT edit the Start Date and Percentage information (original information from the system)
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EEOROZCO, ESTRADA, EDELMIRA

M.  Employee Occupancy
1. DO NOT edit the Start Date and Percentage (original information from the system)
2. Workstation Count
➢ Add the cubicle number if it applies (To see the cubicle number, create a viewer report)

Location Space Survey ReADY Screen
Location Navigation
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Space Survey Examples

 Example 1 – No update needed at the location
 Example 2 – Update the Usage(s)
 Example 3 – Update to Multiple Usages
 Example 4 – Ending and Adding a New Employee(s)
 Example 5 – End Date one of the Organization in a Location

  



1. Location
➢ Select a room to start surveying

2. Organization Occupancy
➢ Check that the current Organization(s) & 

percentage(s) are correct
3. Usage

➢ Check that the current Usage(s) & 
percentage(s) are correct

4. Employee
➢ Check that the current employee(s) is correct

5. Since this three-space information is correct
➢ Click Finalized without Update
➢ Status will be updated to Finalized

6. Click Next to survey the next location

Example 1, Ready Space Survey
No update needed at the location 

  1
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Example 2, Ready Space Survey
Update the Usage(s)
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1. Location
➢ Select a room to start surveying

2. Usage
➢ Enter an End Date for the old Usage(s), must 

be after the listed start date
3. Click “Add” to insert a new Usage(s)

➢ A new Usage tab will be displayed
4. Expand the drop-down menu
5. Select/Type a new Usage(s) from the drop-down 

list.
6. Enter a Percentage for the new Usage(s)
7. Enter a Start Date for the new Usage(s)

➢ Must be after the end date of the old usage(s)
8. Click Save

➢ Status will be updated to Changed
Option 1 
9. Click Finalized
10. Click Next to survey the next location
Option 2
10. Click Next to survey the next location
You can finalize it later at the Room Listing

8

9

Quick Tip: Click Edit if you need 
to correct what you surveyed
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Example 3, Ready Space Survey
Update to Multiple Usages
 

  To add multiple Usages instead of one
• Follow steps 3 to 7 from the previous example page.
• Once all usages are added, continue with steps 8 to 10 

1. The Percentage among all new Usages should total 100% 
2. To delete a Usage(s) for corrections, click the trash icon and adjust them as needed

1
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Example 4, Ready Space Survey
Ending and Adding a New Employee(s)
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1. Location
➢ Select a room to start surveying

2. Employee
➢ Enter an End Date for the Current Employee

3. Click “Add” to insert a new Employee
➢ A new Employee tab will be displayed

4. Expand the drop-down menu
5. Type the new Employee Name, Last Name, or User 

ID to search and select it from the drop-down list.
6. Leave the Percentage blank
7. Enter a Start Date for the new Employee, which 

must be after the end date of the previous 
Employee.

8. Add a Workstation Count (Cubicle) if applies
9. Click Save

➢ Status will be updated to Changed
Option 1 
10. Click Finalized
11. Click Next to survey the next location
Option 2
11. Click Next to survey the next location
You can finalize it later at the Room Listing

75 6

3

8

Note: To add more than one employee 
Add tabs as needed

9 10

Quick Tip: Click Edit if you need 
to correct what you surveyed
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On the next three pages find an Example, 
A. On the Space Survey for the F00057/303900 

IRD Organization
➢ An End Date will be added to the 

Organization and the Usage
B. On the Space Survey for the F00524/310021 

PGM Organization
➢ The adjustment will be completed

Note: 
• Key is communication between the Surveyors, 

because you can only Edit the survey(s) you 
were assigned. If you end the organization at 
your survey, make sure it is added to a different 
organization.

• All locations must have an Organization, Usage, 
Start Date and Percentage

Continued on next page

When you End Date one of the Shared Occupancy Organization at a location it is, 
➢ Because you are adding that Percentage to one of the other Current Organizations
➢ Because you are Adding a New Organization.

1.  The Percentage among all Organizations should total 100% 1

Example 5, Ready Space Survey
End Date one of the Organization in a Location
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Example 5, Ready Space Survey
A. End Date one of the Organization in a Location
F00057/303900 IRD Organization
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1. Location
➢ Select a room to start surveying

2. Department/Organization
➢ Enter an End Date for the old Organization(s), 

must be after the listed start date
3. Usage

➢ Enter an End Date for the old Usage(s), must 
be after the listed start date

4. Click Save
➢ Status will be updated to Changed

Option 1 
5. Click Finalized
6. Click Next to survey the next location
Option 2
6. Click Next to survey the next location
You can finalize it later at the Room Listing

Continued on next page

Note: The End Date for the Organization 
& Usage needs to match

4

5

6
Quick Tip: Click Edit if you need 
to correct what you surveyed

09/01/2024

09/01/2024



Example 5, Ready Space Survey
B. Correct the Organization Percentage in a Location – Step 1
F00524/310021 PGM Organization

 

  
1

1. Location
➢ Select a room to start surveying

2. Department/Organization
➢ Enter an End Date for the old 

Organization(s), must be after the listed start 
date

3. Usage
➢ Enter an End Date for the old Usage(s), must 

be after the listed start date
4. Click “Add” to insert a new Organization

➢ A new Organization Occupancy section will 
be displayed

Note: The End Date for the Organization  & Usage 
needs to match

Continued on next page
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a) a

a) Percentage example,
➢ 33+34= 67%



Example 5, Ready Space Survey
B. Correct the Organization Percentage in a Location – Step 2
F00524/310021 PGM Organization

 

  

1

At the new Organization Occupancy Tab, 
5. Enter a new Percentage for the Organization

a) For this example, 33+34= 67%
6. Enter a Start Date for the new Organization 

➢ Must be after the End Date of the old 
Organization (within a day difference)

➢ The 07/01/2024, is a default Start Date
• Adjust accordingly

7. Click “Add” to insert a new Usage
➢ A new Usage section will be displayed

8. Expand the drop-down menu
➢ Select/Type a new Usage(s) from the 

drop-down list.
9. Enter a Percentage for the new Usage(s)
10. Enter a Start Date for the new Usage(s)

➢ Must be after the end date of the old 
usage(s) (within a day difference)

➢ The 07/01/2024, is a default Start Date
• Adjust accordingly

Follow the steps from the previous examples to 
Save and to complete the process

5

7

6

a)

98 10



Submit the Space Survey to the Space Approver 
  



Submit
➢ All the rooms in the space survey must have a Finalized Status to be Submit to the Space Approver

1. Click Submit
➢ The Space Approver will receive a new link

• After a survey is submitted it will be sent to the Process screen where Approvers to the 
survey will be able to review and take action on the survey

Survey Listing ReADY Screen
Submit
  

1



Space Approver Review
  



Two Options to Access the Submitted Space Survey
1. The Space Approver will receive a new Email Link

➢ Click on the email Link
A. The Process Screen will be display

2. Log In to ReADY
A. Select the Process Tab, in the Space section
B. Click on the Awaiting Your Review Space 

section
C. The Survey(s) you are assigned to Review 

will be display at the Filter Awaiting Your 
Review

D. Click on the one you want to start Reviewing 
and in the Workflow section the Space 
Survey Information is shown

Survey Listing ReADY Screen
Space Approver Review - Access
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1. Stop Watching
➢ Don’t Click this button, the survey will 

disappear, and you will not be able to see it
2. Summary Tab

➢ Shows all the Space Survey Details
a) Survey Title, Segment/Organization 

Number and Description, Floor Plan 
Level, Surveyors, Submitted by, etc.

b) Room(s) Analysis
➢ Click the button to display and 

reviewed the Original and the Change 
space information for the entire 
rooms in the space survey.

c) Workflow History
➢ Can be expanded to see the users in 

the given workflow task
d) Comments
➢ Comments pertaining to the workflow 

History
• Room Comments are reflected in 

the respective room

Survey Listing ReADY Screen
Space Approver Review – Process Screen
  1
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3. Changes Tab
➢ Click to see rooms that have changes
➢ Displays the Original and the Changes space 

information for one room
➢ Click Next to review the next room changes

4. No Changes Tab
➢ Click to see rooms that have no changes

5. Added Tab
➢ Rooms that were added by the surveyor after the Space 

Admin generated the survey
6. Excluded Tab

➢ Rooms that have been excluded from the survey
➢ Excluded rooms will not be sent to AiM when the Survey 

is approved
7. Error Tab

➢ Rooms that have current validation errors
➢ If Rooms with errors are found after the Space Approver 

Submit to Space Planning for Review the Space Survey 
will be Returned by the Space Admin for corrections

Survey Listing ReADY Screen
Space Approver Review – Process Screen
  3
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The Edit and Refresh Button can be used at 
➢ The Changes, No Changes, Added, Excluded, or Errors Tabs that have 

rooms included.
➢ This will allow the Space Approver to Edit the room’s space information 
➢ Instead of correcting a Room(s) you may want to 

1. Return to Surveyor for Corrections
A. Edit Button, as a Space Approver, you can edit the room’s information

➢ Click edit
• This will open a new window where the room edits can be made.
• Follow the instructions and examples on the pages above to 

survey correctly
• After Editing, Save, Close the window, & return to the Process 

Screen 
B. Refresh Button

➢ Click to refresh the room’s recent updates
C. Submit to Space Planning for Review 

➢ After a complete review of each room
➢ All rooms should have an Organization, Usage, Start Date, and 

Percentage.
➢ If a room is transferred to a different Organization, the organization & 

usage must have an End Date and be added to the correct organization. 
2. Enter a comment and save to submit to Space Planning

Survey Listing ReADY Screen
Space Approver Review – Process Screen
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Thank You!
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