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Access Options to the Space Survey
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Accessing ReADY Space Survey through the Email Link

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

no_reply@assetworks.hosting o

ACES ReADY Training Session 04.28.25 1 - (FO0059 - NM DEPT OF VOC AG OF NM DEPT EDUC) - NEALE HALL - Floor 1

EDELMIRA ESTRADA ORCZCO,

You have been assigned to Space Survey - ACES ReADY Training Session_04.28.25_1.
Click the link to take action.
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Accessing ReADY Space Survey through the Website with SSO

ReADY Website Link -

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

1. Enter your NMSU Email Address.

2. CI'Ck SSO tO |Og in Email Address

» The website link will take you to the ReADY Home Tab
BT )
A

ar

= ‘ Single Sign-on (ss0)  ~ ‘

[J Remember Me
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https://nmsuready.assetworks.cloud/ready/auth/logout

Home Tab Space Survey Screen
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Home Tab Ready Space Survey

Floor Plans and Space Survey Tiles are displayed

a) Floor Plans Home Process Notifications @ Settings ~
» Select the tile to display the Space
Viewer Interactive Property Floor STATE
Plans Toolbar screen. ReADY
Office of Space Planning

b) Space Survey
» Select the tile to access the Survey
Listings screen.

Floor Plans Space Survey
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Floor Plans and Space Survey Screens
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Floor Plans ReADY Space Survey

Space Viewer Interactive Property Floor Plans Toolbar

?} ? 1. Property

» Click the drop-down arrow

— » Select a property
| - 2. Floor Level
- e » Click the drop-down arrow
o » Select floor level
3. AiM Menu

- = - » Click the drop-down arrow
=x i i - » Select Organizational Occupancy
- » All organizations on the floor will be

praaale displayed
- n —> > Toggle off the unwanted organization(s)
-@ I a)s _ 5 i
" Notes Q - to display only the one you need.
: I

< T—[8 4. Toolbar Screenshot
L » Take a screenshot if needed
» Print or save as PDF the viewer reports

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

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




Space Survey Screen ReADY

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

Only Show:

Pending Changed Error Excluded
® ©® O @

» 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

BE BOLD. Shape the Future.

Finalized

o

1.

Search Surveys

» Search for a survey in the listing

Only Show

> Filters the segments by status

Pending

» Rooms that have not been modified

Changed

» Rooms that have been changed

Error

» Rooms that have validation errors

Excluded

» Rooms that have been excluded from the survey

Finalized

» Rooms that have been reviewed, passed
validation, and are ready to be submitted

Continued on next page ——




Survey Listings Ready Space Survey

Survey Listings — Viewing as Surveyor

Sl FE— —> > As a surveyor progresses through their survey, the
counts will update to reflect the status of the
o | = rooms.
R {".TIf'"""""""""""'T.LT“.
@ ' @ o i, |
0 & ¢ o o
. .
. — —>>» When a sur.vey is ready to be_ submitted or has
been submitted, all rooms will have Excluded or
s Finalized statuses.

Surecy Gereratar How- T2




Space Survey Listing Screen
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Space Survey Listing ReADY Screen

A. Space Survey Description
BE— » Organization Number and Name, Building

;'AD Name, and Floor Level are displayed in
. (F00441 - ENVIRONMENTAL HEALTH SAFETY & RISK) - ACADEMIC RESEARCH C - Floor 1 @ P m this section.

Home Process Setup Notifications ) Settings ~

Show Details

VN .
)\Lj 7 B. Show Details
Show 10 v~ entries Start typing to search H

» Click to show or hide details: Title, Survey

[Stalus v Location Type v Locked » Organization ¥ Department ¥ Employee Occupancy ¥ Usage ¥  Usage Function '] Tem plate’ Date Created’ Spa ce Su rveyo rS’
Location Status Workflow Approvers, Start and End Date,
O 412C - ACADEMIC RESEARCH C 101A - CONFERENCE ROOM Finalize Survey Type, Properties, & Orga nizations.
O 412C - ACADEMIC RESEARCH C 102 - OFFICE Finalize .
- C. Show Entries
m) 412C - ACADEMIC RESEARCH C 103 - OFFICE Finalize .
o 412C - ACADEMIC RESEARCH C 105 - OFFICE Finalize > Select to see 25 or 50 entries on the
m] 412C - ACADEMIC RESEARCH C 107 - OFFICE Finalize screen. 10 is the default.
O 412C - ACADEMIC RESEARCH C 108 - OFFICE Finalize
m) 412C - ACADEMIC RESEARCH C 109 - OFFICE Finalize D . Sea rCh Ba r
o 412C - ACADEMIC RESEARCH C 109A - OFFICE Finalize > Type to SearCh by Location Description or
m] 412C - ACADEMIC RESEARCH C 1098 - OFFICE Finalize room number
m] 412C - ACADEMIC RESEARCH C 109C - OFFICE Finalize .
Showing 1 to 10 of 22 entri Previous 2 3 | Next E' Fllter 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 ———
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Space Survey Listing ReADY Screen

(FO0441 - ENVIRONMENTAL HEALTH SAFETY & RISK) - ACADEMIC RESEARCH C - Floor 1 m
Add Room
Show Details

1 Room Selected Exclude from Survey Apply Action Cancel

Start typing to search

Show 10 v entries
Status ~ Location Type ~ locked ~ Organization ~ Department ~ Employee Occupancy ~ Usage ~  Usage Function +
& ] Property Location
412C - ACADEMIC RESEARCH C 101A - CONFERENCE ROOM Finalize
] 412C - ACADEMIC RESEARCH C 102 - OFFICE Finalize
F_ Ch eCk BOXGS O 412C - ACADEMIC RESEARCH C 103 - OFFICE Finalize

» 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
e |t will uncheck all the boxes and cancel the selection.
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Space Survey Listing ReADY Screen

(FO0441 - ENVIRONMENTAL HEALTH SAFETY & RISK) - ACADEMIC RESEARCH C - Floor 1 ‘ fG . P ro p e rty

» Number and Name of the building

Show 10 v entries Start typing to search H H . Locat I 0 n
, » Room Number and Location Description
Status v Location Type + Loc Organization * Department ~ Employee Occupancy ¥ Usage ¥ Usage Function ~

|. Status
1. Pending

Location Status

o 412C - ACADEMIC RESEARCH C 101A - CONFERENCE ROOM Einalize
o 412C - ACADEMIC RESEARCH C 102 - OFFICE Finalize ¢ Room not yet su rveyed

o 412C - ACADEMIC RESEARCH C 103 - OFFICE Finalize

o 412C - ACADEMIC RESEARCH C 105 - OFFICE Finalize .

o 412C - ACADEMIC RESEARCH C 107 - OFFICE Finalize * Room SUfVGVEd 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.

T T ————— K. Room(s) Analysis
@)A Finalize L. Add Room
@V | M. Submit
Previous Next .
Continued on next page ——»




Space Survey Listing ReADY Screen

?fK Room(s) Analysis

» Click the button to display the Original and
ﬂ the Change space information for all the
rooms in the space survey.
r=-3 You can print the room analysis.
™ <«-:~-» The Lock button temporarily blocks the
412C - ACADEMIC RESEARCH C - 101A - CONFERENCE ROOM .- 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

~

g hanges don’t recommend using this feature.
1. Room Information
Location Type (FICM) 350 - CONFERENCE ROOM ° Building Number and Description
SqFt 261

1 * Room Number and Location Type
2. Original Room space data
* Location Information, Organization,
Primary Usage, and Occupant(s)

Organizational Occupancy Organizational Occupancy

Department/Organization % Start End Department/Organization % Start End
500200 - ENVIRONMENTAL HEALTH SAFETY & RISK

F00441 - ENVIRONMENTAL HEALTH SAFETY & RISK 100.00  07/02/2019

e x s 3. Changes to the room space data
POM - PLANT O&M: ALL SPACE USED FOR THE ADMINISTRATION, SUPERVISION, OPERATION, 100.00 07/01/2019
PRESERVATION AND PROTECTION OF THE PHYSICAL PLANT. THIS INCLUDES JANITORIAL L . Ad d ROO m

SERVICES, GROUNDS MAINTENANCE, UTILITY SERVICES AND OTHER PHYSICAL PLANT FACILITIES.

M. Submit
Continued on next page —
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Space Survey Listing ReADY Screen ﬁ

Room(s) Analysis JIVEELEEN

» Click Add Room; the page will expand to reveal a
ﬂ section to add a room
1. Property will default to the current property

1 2. Click to select the Floor Level
Please Select a Room to Add . .
3. Click to select the Location Number
(412C) ACADEMIC RESEARCH C 7 4. Click Add Room
1 Z 5. Click Add to confirm
@ 3 * A new room will be added to your space
Search Location survey room(s) list.
* Once a room is added, it can’t be
Add Room removed from your space survey.
* Contact our office if you added the wrong
Please Select a Room to Add room.
(412C) ACADEMIC RESEARCH C 6. To cancel adding a room, click Cancel instead
of Add.
¢ Notes:

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

e the incorrect room, the only option is to exclude it, but this must be done before submitting the Survey
Add Room 6 to the Approver.
AddRoom )/ tries 2.  Once the Surveyor submits the survey to the approver, the functions of adding or excluding rooms are
Gl no longer available.

Status *  Location Type = Locked ~  Organization +

Please double-check before submitting it.

BE BOLD. Shape the Future.




Space Survey Listing ReADY Screen

Room(s) Analysis Add Room

102 - OFFICE SERVICE

102G - CONFERENCE ROOM
104A - CLASSROOM

104B - CLASSROOM SERVICE

Finalized
Finalized
Finalized

Finalized

Finalized
Finalized
Finalized

Finalized

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.

The action section should not show errors

. Click Submit survey is now sent to the

Space Approver for Review

The Space Approver will receive a new link
or can review the surveys directly at the
Process Tab (Space — Awaiting Your Review)
The surveyor must see the Room Analysis
button and the Awaiting Responses section
to know the survey has been sent correctly.




Location Screen Space Survey
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Space Survey Listing ReADY Screen

Home Process Setup Notifications ) Settings ~

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

(S:(:SIA;E‘IG-“SENVIRONMENTAL HEALTH SAFETY & RISK) - ACADEMIC RESEARCH C - Floor 1 P m th e Iocatio n .
* If you don’t recognize or have trouble

Show 10 v entries Star typing to search p ﬂ finding a particular room, visit the

Home / Survey Listing

Floor Plan Tile to

Status ¥ Location Type ¥ Locked ~ Organization ¥ Department ¥ Employee Occupancy ¥ Usage ¥  Usage Function ~

Location Status

O 412C- ACADEMIC RESEARCH C 101A - CONFERENCE ROOM Finalize e |If you are missing a room or have one
] 412C - ACADEMIC RESEARCH C 102 - OFFICE Finalize that doesn’t belong to your
U 412C- ACADEMIC RESEARCH C 103 - OFFICE Finalize . .
: organization, contact our office.
O 412C- ACADEMIC RESEARCH C 105 - OFFICE Finalize
() 412C- ACADEMIC RESEARCH C 107 - OFFICE Finalize

Continued on next page ———»
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Location Space Survey ReADY Screen A. Rooms Listing

» Click, and it will take you back to the space
%A‘) ? survey screen, where all rooms are.
Home / Survey Listing / Rooms Listing .
B. Room Analysis
? Room Analysis  Row 2 0f 13 Previous  Next
o mmmmm—m————— =~ &

» Click, and it will show the original and the
changes for the room
| Property: 412A - ACADEMIC RESEARCH A 1 Status: > Click Room Detail to go back to the room
07/01/2024 - 06/30/2025

]
] . .
N e e y == C. Room(s) quantity in the space survey
Room Detail Information

Finalize without Update

1 Room: 1018 - OFFICE &

m O

Status

/ - » Show the diverse statuses: Pending,
(EE)  Clektoentercomment ) Changed, Error, Excluded, Finalized
" | F. Finalized without Update
'/L;;i;:;:..;i; """""""""""""""" B s > If there are no updates to the room, click this
e h Lo Ty (D it b gt e bt o A st | button and select next to continue with the
i I i following room.
- i G. Cancel
b e : /3 > Click to go back to the room listing
T H. Save

J. Location Information

. ) » Click to save updates to the room and select
» ltis not editable

next to continue with the following room.
. Comments

Continued on next page ——»
Pag » Add a comment if needed, click save
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Location Space Survey ReADY Screen

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

Organization Occupancy

Update the organization{s) based on who occupied the location most of the Fiscal Year (07/01,24 to 06/30/25). Add

= If the organization(s) listed are no longer correct, end date the organization(s) and add the new organization(s).
= If there are multiple organization(s), add each and ensure the percentage totals 100% among the organization(s).

e e e e e e e e e

Department / Organization [ % Start Date \I End Date
! 1
! 1
530340 - BUSINESS OPERATIONS SUPPORT : 100 I [ 06/30/2015 I 1 [ I
FO0602 - BUSINESS OPERATIONS SUPPORT 1 :
‘\-----------------------------—,
| Copy From
L. Usage
i DO NOT edit the Start Date and Percentage information (original information from the system)
Usage Add
Update the usage(s) based on how the room was used for mest of the Fiscal Year (07/01/24 to 06/30/23).
« If the usage(s) listed are no longer correct, end date the old usage(s) and add the new usage(s).
« If the organization(s) has multiple usages, add each and ensure the percentage totals 100% among the usages.
e e o o o o o
Usage 1 Start Date \I End Date
! 1
1 1
GA - GENERAL ADMINISTRATION: INCLUDES ALL SPACE DEVOTED TO GENERAL EXECUTIVE AND ADMINISTRATIVE OFFICES THAT SERVEOR | 100 l [ 06/30/2018 i
BENEFIT THE ENTIRE UNIVERSITY. THIS INCLUDES EXECUTIVE MANAGEMENT, FISCAL OPERATIONS, PERSONNEL, PURCHASING, BUSINESS : |
OFFICE, ETC. \ ,l

N ——————————————
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Location Space Survey ReADY Screen

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, )

Employee Occupancy

Occupants can occupy the following Location Types (FICM)

- 310-Cffice

= 970-House

= 720-Shop

= 250-Research Lab (only if the occupant doesn't have a designated office)

= 210-Classracom Lab (only if this is the primary and only office for the occupant)

Occupant Types Description

= Unavailable Employee - Future employee not yet hired for an existing position.
= Temporary Employee - Emeritus, Adjunct, Temporary, Tenant
« Student Employee - Graduate Teaching Assistant, Graduate Research Assistant, Regular Student, Work-study Student, Co-op Student.

P o e e e -

Add

Employee 2

End Date

EEOROZCO, ESTRADA, EDELMIRA

o

Workstation Count
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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

BE BOLD. Shape the Future.




Room Analysis  Row 3 of 22 Previous  Next Room Analysis  Row 3 of 5  Previous  Nexi

Example 1, Ready Space Survey e

-----—'

Location Information

Usage Function ~

If you notice the Location Type (FICM) needs to be changed, please submit an AiM space request

Location

Location Type (FICM) 310 OFFICE
101A - CONFERENCE ROOM SqFt 147
102 - OFFICE stations 1

103 - OFFICE

Organization Occupancy

Update the organization(s) based on who occupied the location most of the Fiscal Year (07/01/24 to 06/30/25). Add

1. Location e L T
» Select a room to start surveying e e mmmmmmmmmmmmmmmm———m e m———————————————

2. Organization Occupancy e 1 l"’ 1
» Check that the current Organization(s) & e i

percentage(s) are correct

Update the usage(s) based on how the room was used for most of the Fiscal Year (07/01/24 to 06/30/25).

End Date

_____.
N o o ot

3 U S a e « I the usage(s) listed are no longer correct, end date the old usage(s) and add the new usages).
. « If the organization(s) has multiple usages, add each and ensure the percentage totals 100% among the usages.
> Check that the current Usage(s) & T /S
‘ Usage % Start Date ‘ End Date
t t i |
1
p e rC e n a g e S a re CO r re C 1 POM - PLANT O&M: ALL SPACE USED FOR THE ADMINISTRATION, SL X . PRESERVATION TION OF THE oo l [ P ] ! l
I PHYSICAL PLANT. THIS INCLUDES JANITORIAL SERVICES, GROUNDS MAINTENANCE, UTILITY SERVICES AND OTHER PHYSICAL PLANT I
1 FACILITIES. J

4. Employee S —
> C h e C k t h at t h e C u r re nt e m p | Oye e ( S) i S CO r re Ct Occupants can occupy the following Location Types (FICM): 310-Office, 970-House, 720-Shop, 250-Research Lab (only if the occupant doesn't have a designated office), 210 - Classroom Lab (only if this is the primary and only office for add

the occupant).

5. Since this three-space information is correct S B

+ Unavailable Employee - Future employee not yet hired for an existing position.
+ Temporary Employee - Emeritus, Adjunct, Temporary, Tenant

> Click FinaliZEd Without Update - Student Employee - Graduate Teaching Assistant, Graduate Research Assistant, Regular Student, Work-study Student, Co-opf sfudent.
» Status will be updated to Finalized
6. Click Next to survey the next location

Employee % Start Date End Date

JFLEMING FLEMING, JERRY l I 08/02/2021 l

N -




Room Analysis  Row 3 of 22 Previous  Next

Example 2, Ready Space Survey 07—
----- g (97

‘Organization Occupancy
Usage F - . . . .
sage function Update the ization(s) based on who ied the location most of the Fiscal Year (07/01/24 to 06/30/25). Qu 1 Ck TI p . CI IC k If yo un eed Add

« |f the organization(s) listed are no longer correct, end date the organization(s) and add the new organization(s).

Location « If there are multiple organization(s), add each and ensure the percentage totals 100% among the organization(s). to CO rre Ct W h at yo U S u rveyed

101A - CONFERENCE ROOM

102 - OFFICE

Department / Organization % Start Date End Date

1. Location
> Se|ect a room to start Surveying 500200 - ENVIRONMENTAL HEALTH SAFETY & RISK 100 ] I 07/01/2015 l [ ]

F00441 - ENVIRONMENTAL HEALTH SAFETY & RISK
2. Usage

» Enter an End Date for the old Usage(s), must veage T;I 1
be afte r th € I ISted Sta rt d ate Update the usage(s) based on how the room was used for most of the Fiscal Year (07/01/24 to 06/30/25). Ve "’
3 . CI iCk ”Add” tO in Se rt a n EW U SagE(S) « If the usage(s) listed are no longer correct, end date the old usage(s) and add the new usage(s).

> A new Usage tab Wi” be displayed « If the organization(s) has multiple usages, add each and ensure the percentage totals 100% among the usages.
4. Expand the drop-down menu @ @ @

S dmmm
5. Select/Type a new Usage(s) from the drop-down Usage % Start Date //' ! £t Dote 3

1

1

1

07/01/2018 I ]
PROTECTION OF THE PHYSICAL PLANT. THIS INCLUDES JANITORIAL SERVICES, GROUNDS MAINTENANCE, UTILITY SERVICES [

6. Enter a Percentage for the new UsagE(S) AND OTHER PHYSICAL PLANT FACILITIES. ! Ve ——————— =

I |St. POM - PLANT O&M: ALL SPACE USED FOR THE ADMINISTRATION, SU ON, OPERATION, TION AND

7. Enter a Start Date for the new Usage(s) A —==3 ['"" i T A 1
DA - DEPARTMENTAL ADMINISTRATION: INCLUDES ALL SPACE USED FOR THE ADMINISTRATIVE AND SUPPORTING SERVICES THA... ¥ | 100.00 ] l l[ 07/25/2024 ] l [ ] ]
» Must be after the end date of the old usage(s) e e e e e e e e e e e e e e e e H A P2 S ——————— A
8. Click Save
» Status will be updated to Changed Usage Start Date End Date
Option 1 POM - PLANT O&M: ALL SPACE USED FOR THE ADMINISTRATION, SUPERVISION, OPERATION, PRESERVATION AND 07/01/2018 ] [ ]
. . . PROTECTION OF THE PHYSICAL PLANT. THIS INCLUDES JANITORIAL SERVICES, GROUNDS MAINTENANCE, UTILITY SERVICES
9 CIle Flnallzed AND OTHER PHYSICAL PLANT FACILITIES.
. . 2 2555 -
10. Click Next to survey the next location ' b
. 1 07/01/2024 ] [ ] i} 1
Option 2 ! e
. . I ]
10' CI ICk N eXt to S u rvey th e n eXt Iocatlo n : AUX - AUXILIARIES: ALL OF HOUSING, FOOD SERVICES, SNACK BARS, SPECIAL EVENTS, CONFERENCE SERVICES
N AND CERTAIN ATHLETIC FACILITIES.

You can finalize it later at the Room Listing
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Example 3, Ready Space Survey

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

W

Usage % Start Date End Date

POM - PLANT O&M: ALL SPACE USED FOR THE ADMINISTRATION, SUPERVISION, OPERATION, PRESERVATION AND [ 100 ] [ 07/01/2018 ] [ 07/24/2024 }
PROTECTION OF THE PHYSICAL PLANT. THIS INCLUDES JANITORIAL SERVICES, GROUNDS MAINTENANCE, UTILITY SERVICES
AND OTHER PHYSICAL PLANT FACILITIES. e ————

AUX - AUXILIARIES: ALL OF HOUSING, FOOD SERVICES, SNACK BARS, SPECIAL EVENTS, CONFERENCE SERVICES AND CERTAIN

30
ATHLETIC FACILITIES. [

07/25/2024 ] [ } i)

DA - DEPARTMENTAL ADMINISTRATION: INCLUDES ALL SPACE USED FOR THE ADMINISTRATIVE AND SUPPORTING SERVICES
THAT BENEFIT COMMON OR JOINT DEPARTMENTAL ACTIVITIES IN THE ACADEMIC DEANS' OFFICES, ACADEMIC DEPARTMENTS
AND DIVISIONS.

07/25/2024 ] [ } i}

GA - GENERAL ADMINISTRATION: INCLUDES ALL SPACE DEVOTED TO GENERAL EXECUTIVE AND ADMINISTRATIVE OFFICES
THAT SERVE OR BENEFIT THE ENTIRE UNIVERSITY. THIS INCLUDES EXECUTIVE MANAGEMENT, FISCAL OPERATIONS,
PERSONNEL, PURCHASING, BUSINESS OFFICE, ETC.

[ =

07/25/2024 ] [ } i)

o ————————— -
i ————————
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Example 4, Ready Space Survey

Usage Functicn ~

101A - CONFERENCE ROOM

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

102 - OFFICE

Room Analysis  Row 30f22  Previous  Next

ot

Finalize without Update 1 n
Finalize
| status 1
| J .

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

Employee Occupancy

Occupants can occupy the following Location Types (FICM)

* 310-Office

= 970-House

+ 720-Shop

+ 250-Research Lab (only if the occupant doesn’t have a designated office)

+ 210-Classroom Lab (only if this is the primary and only office for the occupant)

Occupant Types Description

+ Unavailable Employee - Future employee not yet hired for an existing position.
= Temporary Employee - Emeritus, Adjunct, Temporary, Tenant
« Student Employee - Graduate Teaching Assistant, Graduate Research Assistant, Regular Student, Work-study Student, Co-op Student.

Employee

UNAVAILABLE EMP EMPLOYEE, UNAVAILABLE

r ----------------------------------------------- \
1 EDELMIRA ESTRADA GROZCO (++++0ZCO) o
| S —— o P S P P P P ”
Workstation Count 1.00 1
L S——— -
Employee % Start Date End Date
UNAVAILABLE EMP EMPLOYEE, UNAVAILABLE [ ] [ 07/01/2018 ] [ ]
‘Workstation Count :
P e e e e T T  mmmmmmmm——— -
! - [ ] [ 07/01/2024 ] [ ] i}
1
1
|| LesLomm— 00 ’ Note: To add more than one employee
T Add tabs as needed
\\ BRIANNAGHENER (*~***6515)

BE BOLD. Shape the Future.
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Example 5, Ready Space Survey

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%

On the next three pages find an Example,
A. On the Space Survey for the FO0057/303900 s e e ymmmmade <

1 1
I R D O rga n |Zat| on Department / Organization : % i Start Date End Date
311000 - EXTENSN ANIMAL RESOURCES 1 £ 07/01/2022
> An End Date Wl” be added to the F00094 - EXTENSN ANIMAL RESOURCES : : "
. . 310021 - EXTENSN HOME EC PGM UNIT 1 2 1 077012022
Organlzatlon and the Usage F00524 - EXTENSN HOME EC PGM UNIT : :
] 1
B. On the Space Survey for the F00524/310021 i i
PGM Organization st et s et e e e ! !
> Th ea dJ ustment W| I I be comp I ete d - Ifthere are multiple organizztion(s), add each and ensure the percentage totals 100% amang the organization(s) i i
Note: ; i i
. . . Department / Organization H % ] Start Date End Date
* Key is communication between the Surveyors, o PO KR oo ! } :[ O |
H F0O057 - INDIAN RESOURCE DEVELOPMENT PGM I » I s
because you can only Edit the survey(s) you X J

were assigned. If you end the organization at Primary Usnge
yo u r S u rvey’ m a ke S u re it iS a d d ed to a d iffe re nt Update the usage(s) based on how the room was used for most of the Fiscal Year (07/01/24 to 06/30/25).
« If the usage(s) listed are no longer correct, end date the old usage(s) and add the new usage(s).

O rga n | Zat | O n . « If the organization(s) has multiple usages, add each and ensure the percentage totals 100% among the usages,
* All locations must have an Organization, Usage,

Usage % Start Date End Date
Start Date and Percentage
PS - OTHER SPONSORED ACTIVITIES (PUBLIC SERVICE): NON-INSTRUCTIONAL AND NON-RESEARCH ACTIVITIES RELATED TO PROGRAMS AND 100 l l 07/01/2022 ] l
CO nti n u e d O n n eXt p a ge | PROJECTS SPONSORED BY FEDERAL OR NON-FEDERAL SOURCES.
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Example 5, Ready Space Survey

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

F00057/303900 IRD Organization

Room Analysis ~ Row 3 of 22 Previous  Next

Room Analysis  Row 10f 5 Next

Usage Function ~ ? p————— ~

]

Status :

Location [ U

Cancel ave
101A - CONFERENCE ROOM
1. Location 102 - OFFICE
° Shared Occupancy
> Select a room to start surveying

% Start Date End Date

2. Department/Organization Departosent/Organiation

. . 311000 - EXTENSN ANIMAL RESOURCES 33 07/01/2022
» Enter an End Date for the old Organization(s), o omsmme e ) S
must be after the listed start date oo B HOEEC P T
3 . U Sa ge Organization Occupancy
Update the organization(s) based on who occupied the location most of the Fiscal Year (07/01/24 to 06/30/25). Note: The End Date for the Or an|zat|on Add
» Enter an End Date for the old Usage(s), must

.:ucenrgamzat‘\tnn‘(s)Ilsteqartenr;l)nnzzrmrt:ertdenddatetahe n lt,la:ng;;dlhener;‘ 5 o & Usa e needs to match
be after the listed start date g
4. Click Save S y A

. Department / Organization % Start Date I' End Date ‘I
» Status will be updated to Changed i i
. 303900 - INDIAN RESOURCE DEVELOPMENT PGM = l I 07/01/2022 l : l 09/01/2024 ] 1
o pt I o n 1 FO0057 - INDIAN RESOURCE DEVELOPMENT PGM ‘ﬁ —,I
5. Click Finalized o (core
rimary Usage Add
6- CliCk NeXt to Su rvey the neXt Iocation Update the usage(s) based on how the room was used for most of the Fiscal Year (07/01/24 to 06/30/25).
Option 2 v rgmasiont e i s, 4 5 v o e o 100 among the 555
6. Click Next to survey the next location
You can finalize it later at the Room Listing sage x Sars owe 77T e 0
PS - OTHER SPONSORED ACTIVITIES (PUBLIC SERVICE): NON-INSTRUCTIONAL AND NON-RESEARCH ACTIVITIES RELATED TO PROGRAMS AND 00 l i P l : I 09/01/2024 :
PROJECTS SPONSORED BY FEDERAL OR NON-FEDERAL SOURCES. I‘ ’|

Continued on next page —— mmmmmm————— -
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Example 5, Ready Space Survey

F00524/310021 PGM Organization

Usage Function ~

Department / Organization

303900 - INDIAN RESOURCE DEVELOPMENT PGM
F0OO0S5T - INDIAN RESOURCE DEVELOPMENT PGM
311000 - EXTENSN ANIMAL RESOURCES

F0O00%4 - EXTENSN ANIMAL RESOURCES

Start Date

07/01/2022

07/01/2022

End Date

Location

101A - CONFERENCE ROOM

Organization Occupancy

102 - OFFICE Update the organization(s) based on who occupied the location most of the Fiscal Year (07/01/24 to 06/30/25).

1. Location

» Select a room to start surveying

Department/Organization

» Enter an End Date for the old
Organization(s), must be after the listed start

« If the organization(s) listed are no longer correct, end date the organization(s) and add the new organization(s).
« If there are muttiple organization(s), add each and ensure the percentage totals 100% among the organizations).

N

Department / Organization Start Date

310021 - EXTENSN HOME EC PGM UNIT
F00524 - EXTENSN HOME EC PGM UNIT

,------------------‘
Q
N
g, = I ——
g
-
i
1
1
l-

4
1
1
[ 07/0172022 ] : [ 09/01/2024
\

d a te Primary Usage T ] ‘ Add
3. Usage Udte theusage) bes o b h ror s e for st ftheFscal Yr 070120 GB30/2)
» Enter an End Date for the old Usage(s), must he g o Lo k1 ) i o PSP 7 o th 50
be after the listed start date
4. Click “Add” to insert a new Organization usage % strtDate T e T ‘:
> A new Organization Occupancy section will T s o e S UCTGHAL M NOM RS ATUTES REAT TO RO AN [ 0] i | ]
\

be displayed e Y,

a) Percentage example,

Note: The End Date for the Organization & Usage > 33+34= 67%

needs to match

Continued on next page —»
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Example 5, Ready Space Survey ?

Location

101A - CONFERENCE ROOM

F00524/310021 PGM Organization

Organization Occupancy

At the neW Organization occu pa ncy Ta b’ Upda.t‘:tl:enrganiza:l'nr:(:)‘ hta:edanw‘huo::upielthe:;a:i&::mm:“?eF(is]cal:eadl'd(l::/ﬂwzldl\:ﬂEI!‘o/Z(S]). Add
5. Enter a neW Pe rcentage for the Orga n ization « If there are multiple organization(s), add each and ensure the percentage totals 100% among the organization(s).
a) For this example, 33+34=67% SR S o S
. . Department / Organization ‘ % \“szan Date \l End Date
6. Enter a Start Date for the new Organization i il i
310021 - EXTENSN HOME EC PGM UNIT ] l I :: 0710172024 l H— &
» Must be after the End Date of the old FODS24 - EXTENSN HOME EC PG UNI l\ BN ]
. . oy ver Nl S S ‘ [
Organization (within a day difference) S . — ——
» The 07/01/2024, is a default Start Date .o a) e | o P

* Adjust accordingly |
7. Click “Add” to insert a new Usage —— of o
> A new Usage Sect|0n W||| be d|5p|ayed Update the usage(s) based on how the room was used for most of the Fiscal Year (07/01/24 to 06/30/25). /‘----

 If the usage(s) listed are no longer correct, end date the old usage(s) and add the new usage(s).

8' Expa nd the drop_down menu « I the organization(s) has multiple usages, add each and ensure the percentage totals 100% among the usages.

» Select/Type a new Usage(s) from the ¥y
drop-down list.

9. Enter a Percentage for the new Usage(s)

Usage % Start Date End Date

| = .

10. Enter a Start Date for the new Usage(s) (2D () P
» Must be after the end date of the old usage 7/”/ x N7 Star Dt — e
usage(s) (within a day difference) [ oo >/}J[ esraans >}_[_/ | =

» The 07/01/2024, is a default Start Date
* Adjust accordingly o

OF THE PHYSICAL PLANT. THIS INCLUDES JANITORIAL SERVICES, GROUNDS MAINTENANCE, UTILITY SERVICES AND OTHER - ‘
PHYSICAL PLANT FACILITIES.

Add

PS - OTHER SPONSORED ACTIVITIES (PUBLIC SERVICE): NON-INSTRUCTIONAL AND NON-RESEARCH ACTIVITIES RELATED TO

PROGRAMS AND PROJECTS SPONSORED BY FEDERAL OR NON-FEDERAL SOURCES.

Follow the steps from the previous examples to
Save and to complete the process
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Submit the Space Survey to the Space Approver

BE BOLD. Shape the Future.



Survey Listing ReADY Screen

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

Home / Survey Listing

Ralutabelalele! \

1 1

(FO0033 - AGRICULTURAL.CONSUMER & ENV SCI COL) - GERALD THOMAS HALL - Floor 1 5 1 : 1

N i Room(s) Analysis Add Roong 1

Show Details 1 1
3\

J

Vi

Show 10 v entries Start typing to search n

Status - Location Type ~ Locked ~ Organization ~ Department - Employee Occupancy ~  Usage - Usage Function -

] Property Location Status Action
m] 244 - GERALD THOMAS HALL 02 - OFFICE SERVICE Finalized
] 244 - GERALD THOMAS HALL 116A - AV/MEDIA PRODUCTION SERVICE Finalized
O 244 - GERALD THOMAS HALL 136A - OFFICE SERVICE Finalized
m] 244 - GERALD THOMAS HALL 194B - STORAGE FACILITIES Finalized

Showing 1 to 4 of 4 entries Previous MNext
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Space Approver Review
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Survey Listing ReADY Screen

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 Into ReADY

Select the Process Tab, in the Space section
Click on the Awaiting Your Review Space
section

The Survey(s) you are assigned to Review
will be display at the Filter Awaiting Your
Review

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

Home Process Setup Notifications () Settings ~

Filter Awaiting Your Review

g stMoutn

Request

Awaiting Your Review

TEST FY25 SPACE SURVEY - ADMINISTRATION AND FINANCE -

Your Open Requests B (r00441 - ENVIRONMENTAL HEALTH SAFETY & RISK) -
FLAMMABLE STORAGE - Floor 1
Your Watch List 1033 Edelmira Estrada Orozco 05/28/2025
Your Closed Requests AF Ready Training Session - (FO0479 - EMPLOYMENT &
COMPENSATION SVCS) - HADLEY HALL - Floor B
All Requests 1032 Edelmira Estrada Orozco 05/01/2025
Space FS Ready Training Session - (FO0685 - FS PROJECT
CONSTRUCTION] - FS OFFICE - Floor 1
1031 E roze 5/01/202:
Error a 1031 Edelmira Estrada Orozco 05/01/2025
HEST Ready Training Session - (F00184 - DONA ANA HEADSTART
Awaiting Your Review

PGM) - O'DONNELL HALL - Floor 1
1030 Edelmira Estrada Orozco 05/01/2025
Unprocessed

Older
Submitted Provost Ready Training Session - (F00250 - PROVOST OFFICE) -
HADLEY HALL - Floor B

Your Closed Requests 1029 Edelmira Estrada Orozco

04/30/2025
All Requests ASC Ready Training Session - (FO0132 - ARTS AND SCIENCES
COLLEGE) - BRELAND HALL - Floor 2
1028 Edelmira Estrada Orozco 04/30/2025

AAnlina DAARY Teminina Carrinn [EANDAT ALCF INGTITHTIANIAL

BE BOLD. Shape the Future.

Workflow

Submit to Space Planning for Review [IGETEREIES SO et

Summary | Changes @) NoChanges @) Added@ Excluded @ Error(@

Summary Report
Survey Details
Survey Title: TEST FY25 SPACE SURVEY - ADMINISTRATION AND FINANCE
Survey ID: 1033 Number of Properties: 1
Survey Period: 1July 2024 - 30 June 2025 Number of Rooms: 1
Segment: Rooms with Changes: 1
(F00441 - ENVIRONMENTAL HEALTH SAFETY & RISK) Rooms with no Changes: 0
- FLAMMABLE STORAGE - Floor 1 Rooms Added: 0
Rooms Excluded: 0
Rooms with Errors: 0

Room(s) Analysis

Workflow History

» Organization Space Approver (
» Organization Space Surveyor

Q Frocesses I

A 10120 W

Surveyors
EDELMIRA ESTRADA OROZCO
POLLY SAENZ
REBECCA TORRES
Submitted By:
Edelmira Estrada Orozco - 05/28/2025 03:57 PM

Comments

Click to enter comment m




Survey Listing ReADY Screen

1. Stop Watching

» Don’t Click this button, the survey will Stop Watching A 1020 v
disappear, and you will not be able to see it a
2. Summary Tab Workflow
» Shows all the Space Survey Details
. . . Submit to § Planning for Revi Return to Si fo cti
a) Survey Title, Segment/Organization SRR
Number and Description, Floor Plan
Level’ Su rveyors, Submitted by' etc. Summary = Changes @) No Changes@ Added) Excluded @ Errorl@
b) Room(s) Analysis SR
y Report
» Click the button to display and Survey Details Surveyors
. . . Survey Title: TEST FY25 SPACE SURVEY - ADMINISTRATION AND FINANCE EDELMIRA ESTRADA OROZCO
reviewed the Original and the Change Survey ID: 1033 Number of Properties: 1 POLLY SAENZ
Space |nf0rmat|0n for the ent”.e Survey Period: 1 July 2024 - 30 June 2025 Number of Rooms: 1 REBECCA TORRES
. Segment: Rooms with Changes: 1 Submitted By:
rooms in the Space survey. (FO0441 - ENVIRONMENTAL HEALTH SAFETY & RISK) Reooms with no Changes: 0 Edelmira Estrada Orozco - 05/28/2025 03:57 PM
) - FLAMMABLE STORAGE - Floor 1 Rooms Added: 0
C) Workﬂow HIStOFy Room(s) Analysis Rooms Excluded: 0
» Can be expanded to see the users in Rooms with Errors: 0
the given workflow task
d) Comments Workflow History Comments

» Organization Space Approver

> Comments pertaining to the workflow (EE) Cicktoenter comment E3
_ - )
istor
* Room Comments are reflected in
the respective room
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Survey Listing ReADY Screen

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

No Changes Tab

» Click to see rooms that have no changes

Added Tab

» Rooms that were added by the surveyor after the Space
Admin generated the survey

Excluded Tab

» Rooms that have been excluded from the survey

» Excluded rooms will not be sent to AiM when the Survey
is approved

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

BE BOLD. Shape the Future.

Summary | Changes ) NoChanges @ Added) Excuded @ Error @

Survey: (1032) AF Ready Training Session - (FO0479 - EMPLOYMENT & COMPENSATION SVCS) - HADLEY HALL - Floor B

Segment: (FO0479 - EMPLOYMENT & COMPENSATION SVCS) - HADLEY HALL - Floor B
Survey Period: 1 July 2024 - 30 June 2025
Submitted By: Edelmira Estrada Orozco - 05/01/2025 04:02 PM

172 - HADLEY HALL - 017F - OFFICE SERVICE

Original

Location Information
Location Type (FICh) 315 - OFFICE SERVICE
SgFt %3

Stations 1

Organizational Ocoupancy
Department/Organization % Start

510035 - EMPLOYMENT & COMPENSATION SVCS

FOO479 - EMPLOYMENT & COMPENSATIOMN SVCS 100,00 07/01/2021

Primary Usage % Start

GA - GEMERAL ADMINISTRATION: INCLUDES ALL SPACE DEVOTED  100.00 07/01/2021

TO GENERAL EXECUTIVE AND ADMINISTRATIVE OFFICES THAT
SERVE OR BEMEFIT THE ENTIRE UNIVERSITY. THIS INCLUDES
EXECUTIVE MANAGEMENT, FISCAL OPERATIOMS, PERSONNEL,
PURCHASING, BUSINESS OFFICE, ETC,

Comments

This is a stream of comments about this room.
—
[ EE) Click to enter comment
N

End

End

L= Edit

Changes

Organizational Occupancy
Department/Organization % Start

510038 - EMPLOYMENT & COMPEMSATION SVCS

FOD479 - EMPLOYMENT & COMPENSATION SVCS 100.00 07/01/2021

Primary Usage % Start

GA - GENERAL ADMIMNISTRATION: INCLUDES ALL SPACE DEVOTED 100.00 07/01/2021
TO GENERAL EXECUTIVE AND ADMINISTRATIVE OFFICES THAT

SERVE OR BENEFIT THE ENTIRE UNIVERSITY, THIS INCLUDES

EXECUTIVE MAMNAGEMENT, FISCAL OPERATIONS, PERSONMEL,

PURCHASING, BUSINESS OFFICE, ETC,

Room 10of 2

End

05/28/2024

End




Survey Listing ReADY Screen

Workfl i:
The Edit and Refresh Button can be used at e P

> The Changes, NO ChangeS, Added, EXC|Uded, or EI'FOFS TabS that have T Ty T A IR ETLR R EL LR (g | Return to Surveyor for corrections

rooms included.
. . ) . . Summary | Changes ) | Mo Changes@) Added @) Excluded @ Error )
> Thls WIII a”OW the Space Approver to the room S Space Informatlon Survey: (1032) AF Ready Training Session - (F00479 - EMPLOYMENT & COMPENSATION SVCS) - HADLEY HALL - Floor B
» Instead of correcting a Room(s) you may want to Sorvey Putod. 1ty 2004 30 ruma 0z AP AL Foor®
. Submitted By: Edelmira Estrada Orozco - 05/01/2025 04:02 PM
1. Return to Surveyor for Corrections Room 1 072
as a Space Approver, you can edit the room’s information e 52
. . 172 - HADLEY HALL - 017F - OFFICE SERVICE
» Click edit
. . . . Original Changes
* This will open a new window where the room edits can be made.
Location Information
* Follow the instructions and examples on the pages above to Locston Tyoe (FICM) S ——
SqFt a3
survey cp.rrectly . - 1
* After Editing, Save, Close the window, & return to the Process
Screen Workflow
B. Refresh Button
» Click to refresh the room’s recent Updates Return to Surveyor for corrections
C. Submit to Space Planning for Review
» After a complete review of each room Click to enter comment
» All rooms should have an Organization, Usage, Start Date, and 2
Percentage.

» If aroom 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

Summary = Changes )] NoChanges @ Added @] Excluded @ Error @

[ ept—— , JRp——y
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Thank Youl!
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