Northwestern | FACILITIES CONNECT

SPACE DATA STEWARDS / ADMINISTRATORS

SPACE VALIDATION
ACCESS AND NAVIGATION

Provides guidance on how to access and differentiate between the Space Level Allocations and Space Details screens when
performing Space Validation activities.

DIRECTIONS:
From the Facilities Connect Home Screen:

a Click the Maximize button on the My Responsible Departments & Assignee Details pane
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From the My Responsible Departments and Assignee Details page:

@ Click the drop down arrow and select My Responsible Spaces.
@ Locate a desired space by using the available Search Fields to filter the list of Responsible Spaces.

@ Click on the Space ID.
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SPACE DATA STEWARDS / ADMINISTRATORS

SPACE VALIDATION
ACCESS AND NAVIGATION
DIRECTIONS:

3 Upon clicking, a new Space Level Allocations window will open.

From the Building / Space Details section:

o Click the Location Lookup link

& Print @ Help

Save  Save&Close  Verify  Change Department Assignment X

Space Level Allocations: 1029279

Building/Space Details

icago Campus\Abbott Hall\04\00401
Building Description Abbott Hall Eloor 04

Space 00401

= Allocation Details

Organization Name 5015000 Organization Description FSM-FSM IT

Area Allocated 388.92 square-feet
Percent Allocated 100

Verified By Boberg, Eric - 1051571 Verified Date 01/24/2022 13:17:12

= Assignee Details Find  Remove

© Bqort 1total found

O Employee ID Assignee Productivity Department Percent Allocated Percent(Manual)  Area Allocated Start Date End Date

Name Allocated
O B8 1051571 Boberg,Ericw | 5027000 ol x} 100 percent [0 j? 388.92 square-feet [09/01/2020 ®o 0813112021 | ®o
A0Q cpanne 200 00 cninen o
Upon clicking, the Space Detail Record will open in a new window.

& Print @ Help

Space: 00401
Space Details ~ FloorPlan  Allocation  History  Notes & Documents. Revise  Space Update Request  x

= Building / Space Details
Building ID 8602 Building Description Abbott Hall Floor 04 Wing

# Room Number 00401

Area 388.92 Status Active
Description Workroom
# Program Class 40 - Academic Support

Capacity 3

= Space Information

* Space Class 317 - Open Work Space

= Department Assignments
Space Level Allocations v Apply Filters Clear Filters & ¢ X i}
Organization Name Organization Description Area Allocated Percent Allocated Status
5015000 FSM-FSM IT 388.92 square-feet 100 percent Active :
388.92 square-feet 100 percent :
« »
1-10f 1items
= Occupant - Primary Location: Use this section to identify the occupants of the room
Apply Filters  Clear Filters 9 ¢ &

! Name Title Reports To HR Department Name HR Dept ID Email Work Phone

v1.1 (Updated: 03/04/2022) © 2022 Northwestern University Page | 2



Northwestern | FACILITIES CONNECT

SPACE VALIDATION

ACCESS AND NAVIGATION

SPACE DATA STEWARDS / ADMINISTRATORS

SPACE LEVEL ALLOCATIONS / SPACE DETAILS SCREEN LAYOUTS & INFORMATION

Space Level Allocations

Space Details

Assignees

Productivity Departments
Allocation Percentages
Area Allocation

Stores and organizes space allocation data, including:

Lab Users
Sponsored Grant
Chartstrings
Function Codes

Building/Building ID
Room Number
Space Description
Program Class

Stores and organizes core space information, including:

Space Class

Capacity

Department Assignments
Occupants

Space Level Allocations: 1030064

Allocation Details  Graphic  Notes & Documents

(Required): General information for Space Level Allocations.

= Building/Space Details

& Frint @ e

Save  Save@Close  Verify  Change Department dssignment  x

* Location Lookup \Locat b

Campus\Tarry 05757

Building ID 8791

Area 236.78

= Allocation Details

Building Description Tarry Building

Floor 05 Space 05757

Organization Name 5108000
Area Allocated 23678 square-feet
Percent Allocated 100

Verified Date 06/27/2018 12:02:12

= Assignee Details

Organization Description Fsi-Physiology

Verified By Valadka, Robert-1011839

Find | Remowe
© Dgort 2tisifond  AgplyFiters ClearFilters Show ore Fiers
[ Employee AssigneeName Productivity  Percent  Allocated AreaAllocated  Start Date End Date

D Department  Allocated  Percent(Manual)

[Contains ] [contains ] [contains | (Eacae ] = | eer | (4
[ 91055145  Bevan,Mark [5108,0 © sopercent[® | 118.39 squarefeet [so0vzer7 | E e [smrome ] @4
O BRiomms  Averoneomy [B10800 & sopecem(®  |M 11839 e fee [sovor | @ e @

Lab Users Find | | | Remove

@ export 7totalfound  ApplyFilters Clear Filters Show hore Filters
]

[ Lab User ID Lab User Name:

Show: [10 7

[Contans

420

| Space Details '

- Building / Space Details

& Frint @ e

Actiate  Save  SaveBClose  SpaceUpdateRequest  x

Building ID 8791

Building Description Tarry Building

+ Room Number 05757

Area 236.78 Status Revision In Progress
Description Bevan Lab
« Program Class 20 - Research I
Capacity 0

= Space Information Fied ) | [ Clear
+ Space Class |250 - Research/Nonclass Laboratory

= Department Assignments
Related Reports |-Select- ) Seace Level Allcations

O Exort 1 totalfound

(] Organization Name Organization Description Area Allocated Percent Allocated Status

[ 5108000 Physiology 236,78 square-feet 100 percent Active =
= Occupant - Primary Location: Use this section to identify the occupants of the room Find | Remove
© 0 total found

Show: [10 T

o caca to cisiay

= Occupant - Not in Facilities Connect

(11 Mame Title Reports To HR Department Name HR Dept ID Email Waork Phone
o aaca ta citay
= Occupant - Secondary Location Find | Remove
9 ototalfound Show: [10 ¥
(11 Mame Title Reports To HR Department Name HR Dept ID Email Waork Phone

Unnamed Oceupant
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