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Introduction

What is iSpace?

iSpace is the official System of Record for all space at Stanford University (that replaced SUFED and MedSUFED in 2003). The primary function of iSpace is to provide a simple and effective process for maintaining accurate information for each room the University owns or leases. The resulting data is utilized for indirect cost analysis, facilities planning and space assignment, along with a multitude of other uses. iSpace contains records from the official University & Medical Center Space Inventories. The accuracy of this information is critical for compliance with government and sponsoring agencies and to maximize the use of our facilities.  Space Coordinators are responsible for maintaining the accuracy of their data presented here.

iSpace and all data contained herein, is for the sole use of those who have been granted and assigned access. The use of this application and the data contained herein is solely for Stanford University business. iSpace contains confidential and privileged information and any unauthorized access, review, disclosure or distribution is prohibited. Failure to adhere to this policy will result in loss of access and could result in legal action.
Basic Assumptions

This document briefly describes how to use iSpace.  It assumes that you have a basic knowledge of an Internet browser and navigation skills as well as a familiarity with the space used by your associated department (the dimensions as well as the usage).

For More Information and iSpace System Support

For Information on room sizes, numbers and other aspects of the physical spaces cataloged in iSpace; information on iSpace uses; and questions about the University inventory and policies, contact iSpace Support by entering a HelpSU ticket: http://ispace.stanford.edu/helpsu.html.

Credits

The first edition of this manual was compiled by Vivian Jones and Ellen Fitzpatrick of the School of Medicine.

Getting Started

Welcome Page
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The Welcome page gives the user general information about iSpace and displays messages of interest to Space Coordinators.  The footer contains links for assorted help.  The body of the page contains several buttons or jumping-off links.  These buttons will take you to Policy, Links, Training, Reporting, Search by Location and the commonly used Advanced Search Page.

Link to Advance Search

The Advanced search page allows a user to search for one or multiple records using a myriad of search fields.  A user can be as specific or as general as they choose while doing a search.  More detail on using this search functionality is found in the Searching section of this manual.

Link to Search by Location (Quad Navigator)

The Search by Location page allows a user to search for a building and drill down through a hierarchical display of the buildings on campus.

This link is used for searching strictly by location starting at the quad level.  The Quad Navigator allows a user to quickly locate and drill down to the room detail they are interested in accessing.  The user has the ability to click on a Quad folder to open it up, and then chooses a building then a floor.  If a user clicks down to the floor level they will end up on the Search Result Page with all the rooms on that floor.   This page will eventually have a 'clickable' image map of the campus.
Link to Reporting

This page lists all the space-related reports available to the user as well as a brief description of each report and the environment the report resides in (iSpace or ReportMart).  More information on the reports is available in the Reports section of this manual.

Link to Policy

The Policies page allows a user to access the on-line policies and procedures related to the Space Inventory process (the coding of space at Stanford University).  There is also a link to the space-related policies/guidelines from the Department of Capital Planning, and a link to the School of Medicine’s Office of Facilities Planning and Management.

Link to Training

The Training page is filled with iSpace training documentation. Users can watch on-line tutorials, navigate to the Space Inventory instructions, as well as, visit the Frequent Asked Questions page. 

Link to Links

The Links allows users to quickly navigate to additional useful information.  
Searching
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Advanced Search Page

About the Advanced Search Page 

The Advanced Search page allows the user to search on multiple fields, search for multiple values and search for patterns.  When multiple values are entered into a field, it will find all the records that pertain to any of the values you listed.  For instance, if you type 07-530, 07-550 in the Building field, it will return a search of all the records for building 07-530 as well all the records for building 07-550.  (It matches on either building.)  When multiple fields are used, the search result will come back only with results that contained a match in all fields.  For example, if you type ’07-530’ in the Building field and ‘Tsien%’ in the Primary Individual field, you will only get records with results where the building is 07-530, and the P.I. Name is Tsien. Multiple values can be searched for in a single field by separating the values with a space or comma. The wild card searches are supported by using a percent (%) sign.  (See examples listed in the screen shot above.) 

The Advanced Search box groups together the different ways of searching (Search by Location, by Codes and by Person) and allows for varying time frames.  Users may choose to use fields from any of these groupings.

Record Range to Search

Time Periods

The “Select A Time Period” pull-down feature allows searching against current data (Most Recent), this is the default, against a specific fiscal year, or across all fiscal years. If searching against a past fiscal year, it’s important to change the ”Room Record Status” to ”Open and Deactivated” to ensure your result includes all rooms within that fiscal year. e.g., a room active in the past may have been removed during a more current renovation project.

#1 - Search Results: Most Recent Time Period

The most recent time period is the last period of activity recorded for this room                         ** iSpace defaults to this
#2 - Search Results: FY06, FY05, FY04, etc.

This search retrieve all time periods within the fiscal year selected. Example, if searching for a building in FY03 all rooms that have one or more time periods in that fiscal year will be retrieved, as long as you also chose Open and Deactivated from the “Room Record Status” pull-down field. 

#3 - Search Results: All Time Periods

All Time Periods displays the complete history of how a room has been used regardless of fiscal year limitations, beginning with room use as of September 1, 2003.

Room Record Status

Rooms can be searched by selecting Open Records, Deactivated Records or both.   

#1 - Room Record Status: Open

Open rooms are room records which are active rooms in iSpace                                                    ** iSpace defaults to this
#2 - Room Record Status: Deactivated

Deactivated rooms are room records that existed in iSpace but are no longer operational.

#3 - Room Record Status: Both

Choosing "Both" will find room records which are either Open –or- Deactivated in iSpace.
Search By Location

Quad-Bldg-Floor-Room

A room ID is comprised of four components that represent the quad, building, floor, and room.  For example, the room ID 07-560-02-X214 means Quad 07, Building 560, Floor 02 and Room x214.  To find all rooms in every building in a quad you can use the wild (%) card as in 07%.  

Building (Name or ID)

To search by a Building Name or ID a user can type all or part of the building’s number, the official University name or the buildings alias.  For example a user could type “Medical School Office Building” (official name), “MSOB” (alias), “Med%” (partial name) or the building number.

Floor

The Floor field allows the user to locate room records by searching by Floor.  For Example, 01, 1, GR (ground) or 00 (basement).  This is helpful when only the rooms on a specific floor are needed.

Room (Name or ID)

Search by using room number (X241) or name of room (Munzer Auditorium).  Also, if a room received a plaque for donation contributions, the name of the donor could be attributed to the room and searched on.  See Room Attributes for more information on naming rooms.

Search By Codes 

Org Code or Dept Name

Searching by Organizational Code or Department Name generates results of all rooms assigned to a particular department.  For example, the departmental organizational code (VMTS) or Department Name (SOM/SA DEAN FIN & ADMIN OPER.)  If you need to see a list of choices, click on the magnifying glass next to the field to display a list of values (LOV) and make your choice from that list.

Parent Org Code

Searching using the Parent Organizational Code will allow users who are responsible for multiple divisions or departments to view all the results at once instead of searching for each code individually.   By typing in a parent org code, a user will get a result of all the rooms assigned to any child of that parent code.  If you need to see a list of choices, click on the magnifying glass next to the field to display a list of values (LOV) and make your choice from that list.

Room Type (Code or Description)

Searching by Room Type Code or Description generates all rooms of a particular type.  The user has the choice of entering either the code or the code name.  For example a user can type in either 313 or OFFICE% to get the same result.  If you need to see a list of choices, click on the magnifying glass next to the field to display a list of values (LOV) and make your choice from that list.

Functional Use Code

This search cannot be used on its own and must be used in conjunction with another field search (such as Org code or Room Type).  Functional Use codes are a one-character code that dictates the actual use of the room.  The user may enter either the code (ex: A) or the description (ex: Departmental Admin).  If you need to see a list of choices, click on the magnifying glass next to the field to display a list of values (LOV) and make your choice from that list.

Sub Department

A select few departments that need to track a specific unit within their department that does not have its own organizational code can use the Sub-Department field. For example:  SUBB. 

Search By Person 

Primary Individual (PI)

All space within the University needs to be assigned to either the faculty member responsible for it or the appropriate University or School Officer.  For example, “Doe, John” or “Doe%”,  “Chair, Chemistry” or “Provost”. 

Space Coordinator

This search will find all records associated with a particular space coordinator.  A user can search on either first or last name using the wild card (%)

Other Contact

The ‘Other Contact’ field will allow the user to retrieve contact information retaining to that room or building.  For example:  Building Manager (building only), Emergency Contact (building only), Chemical Contact (room only), Healthy & Safety, Building Assessment Team, STAR for telephones, FYI (individuals who are notified of room changes). 
Simple Search 

The Simple Search performs a global search of all data fields (except Research Explanation) to match whatever is typed in the box.  It is recommended that the wild card (%) be used when entering your search criteria.  Example:  %Engl%

Search Results Page
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About the Search Results Page

The Search Results page will display the room identifier (QUAD-BUILDING-FLOOR-ROOM), the building name, department code, department name, room type code, room type description, square footage, primary individual and function code.  Some rooms are allocated to multiple departments.  

The Search Results page will display up to 100 records at a time.  The results come back sorted by Q-B-F-R but the entire search result set can be re-sorted by clicking any of the column headers. (To switch the sorting order [Z-A or 9-1] just click the column heading again.) At the top of the search results page, navigation links will give the user the ability to navigate directly to any of the 100 record sets found when a search is performed.  

The room id is clickable.  Clicking on the room id of any record will take the user to the room detail of that record.

The Search Results page will also provide a link to download the results to a file that can be imported into a spreadsheet program. 

Next Step

What do You Want To Do?

Your primary task is usually recording a change in the way a room is used.  You may also want to make corrections to previously entered information within a time period.

A user has three basic choices.  (1) When the use of the room changes they can add a new time period, (2) they can correct (change) a time period by over-riding the current data, or (3) they can insert a time period in between two existing time periods.  Only those time periods that have not been locked can be modified.  If a time period is locked, the ‘Update’ column will show a padlock icon.  If the time period is open for edits, then it will show a pencil icon.

Each time period can be selected by clicking on the ‘Effective From’ and ‘Effective To’ date values.  Each time period will have a functional use allocation that will be displayed below the ‘Time Period History’ section of the ‘Room Detail’ page.  When the time period is changed, the page will reload and display the allocation for the selected time period and the selected time period will be shown with a yellow highlight for easy identification.  

Add a New Time Period

The easiest way to add a new time period is for the user to click on the “COPY” button located to the right of the time period history table as indicated in the image on the next page.  Clicking this button makes an exact copy of the time period except that it will insert today’s date.  The user can then change any part of the new record by clicking on it and following the directions in the Data Entry section of this manual.

Correct a Time Period

If a time period is not locked, corrections can be made to a time period by simply overwriting the information contained within that time period.  To change the Department, the Primary Individual, the Functional Use, the Functional Use Attributes and/or any of the percentages allocated to them, click any of those items and follow the directions in Data Entry section of this manual.

To change the date, the room type and/or the existing comments, click on the ‘Update’ column on the far right of the ‘Existing Time Period’ table  (see screen shot on the next page) and follow the directions in Data Entry section of this manual.

Insert a Previous Time Period

Occasionally, to keep the use of a room accurate, there is a need to insert a time period in between two current time periods.  When this happens the start and end dates of the existing time periods need to be changed first to create a gap and then a time period is added to fill that gap.  To add a new time period, a user would click on the “Add a Blank Time Period” icon located above and to the right of the time period history table as indicated in the image on the next page.  Click this button to go to the Time Period Allocation page and follow directions in the Data Entry section of this manual.

Data Entry

Room Detail Page
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The Room Detail page displays detailed information about a selected room.  The page shows all the Time Period Allocations and will display lower level data for any allocation that is selected.  This page is the beginning point for updating or editing the room information.  Buttons access adding or copying a Time Period Allocation and the Maintain Current Room Attributes and Maintain Contacts pages.  Updating the highlighted allocation will send the user to the Time Period Allocation page to select dates and room type code.  The page allows direct access to Department, Primary Individual and Functional Use pages to update or add new information to the highlighted Time Period Allocation.

The ‘Room Detail’ page can show up to five (5) of the most recent time periods, with the ability to navigate farther back using navigation links similar to what can be found on the ‘Search Results’ page 

Each time period can be selected by clicking on the ‘Effective From’ and ‘Effective To’ date values.  Each time period will have a functional use allocation that will be displayed below the ‘Time Period History’ section of the ‘Room Detail’ page.  When the time period is changed, the page will reload and display the allocation for the select time period and the selected time period will be shown with a yellow highlight for easy identification

To edit a time period, a user would click on the ‘Update’ column on the far right of the ‘Time Period History’ table shown above.  Only those time periods that have not been locked can be modified.  If a time period is locked, the ‘Update’ column will show a padlock icon.  If the time period is open for edits, then it will show a pencil icon.

Time Period Allocation Page
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The Time Period Allocation page is accessed from the Room Detail page and allows a user to update several fields of data for the selected (highlighted) Time Period Allocation.  These fields include the beginning and/or ending dates of the Time Period Allocation and the Room Type Code for the period.  In addition, any applicable comments from the Space Coordinator are captured here (Do NOT use this field for the Research Explanation, see the Functional Use Attributes page).

Each time period will have a functional use allocation showing the percent usage associated with a department, primary individual and function.  Each of the three allocations levels must independently add up to 100% usage.  For instance, if a room is allocated to two departments and Dept A is allocated 45%, then Dept B must be allocated the remaining 55%.  Within the department allocations, the primary individual allocations must also sum up to 100%.  The same is true for the functions within the primary individual allocation.

This relationship will be presented on the ‘Room Detail’ page by using a hierarchical tree display showing the branches and their corresponding percent allocations graphically.

The tree will show fully expanded as in the example below.  Each element in the tree is a link to drill into the edit capabilities of iSpace, allowing a user to quickly make modifications to a specific allocation.

Effective From Date

This is the date the change took place.  Enter the desired Effective From date.  Leave this field blank if you do not want to set the Effective From date.  Leaving this field blank will not change existing values in any rows.

Effective To Date 

If the rows for group allocations all have EFFECTIVE_FROM and EFFECTIVE_TO dates of January 1, 2003 through December 31, 2003, while the two rows that identify space sub-categories have an EFFECTIVE_FROM date of January 1, 2003 but no EFFECTIVE_TO date, then these rows are two different allocations.    Leaving an EFFECTIVE_TO date blank is the same as “TO PRESENT.” Typically, rooms should have a blank EFFECTIVE_TO date in the most current time period.

Another consideration is the possibility of creating “holes” between allocations.  For example, let’s say the active allocation for a given room is effective from January 1, 2002 to November 30, 2002.  If you establish the EFFECTIVE_FROM date on a Room Allocation to be January 1, 2003, there will be a period of time (December of 2002) that will not be allocated when the new Room Allocation is created.  In certain situations, this may be desirable, however, precaution should be taken so that this condition is not created when it is not desired. See policy documentation to determine when this is allowed.

Room Type

The Room Type field is a three-character code that describes the type of room.  The source of these codes are from the PostSecondary Education Facilities Inventory Classification Manual and fall into room categories.  For a complete list of the codes that Stanford uses, see the Stanford University Space Inventory Instructions  -  Specific Coding Issues.
Comments

The Room Type Comments field is used to insert information about the room.  NOTE:  Functional Use ‘R’ comments are not to be placed here but in the ‘RE’ comments field located at the Functional Use level.

Edit Department Page
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A time period’s allocation tree can be edited by clicking on any level of the allocation.  There are four allocation edit pages; ‘Edit Department Allocation’, Edit Primary Individual Allocation’, Edit Functional Use’ and ‘Edit Functional Use Attributes’.  All of these pages have a similar interface.  

The Edit Department page allows a user to add or delete departments that are occupying the room during the displayed Time Period Allocation.  In addition, the percentage of occupancy (based on time or space) can be adjusted for each department.  The departments available in the list of values include Delphi Organization Codes that are used to carry space data for a given department.  If you want to move rooms to an organization code not on the list, please contact iSpace Support – see For More Information and iSpace System Support under What is iSpace?
How to Edit a Department

A user enters a Department Code or part of a Department Name  in the ‘Add Department’ section and pushes the ‘Search’ button.  This will either add the department to the list of departments allocated to this room on a percentage basis, or bring up a pick list.  When you choose a department from the list it will add the department to the list of departments allocated to this room on a percentage basis.

Edit Primary Individual (PI) Page
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The Edit Primary Individual (PI) page allows a user to add or delete individuals that are responsible for the occupancy of the room during the displayed Time Period Allocation for each department.  In addition, the percentage of occupancy (based on time or space) can be adjusted for each individual within the department.  The list of values is all Faculty at Stanford University and special school and department representatives (For example: Deans, Chairs and Vice Provosts).

Every room in iSpace now requires a responsible faculty member to be associated with the allocation of the room.  A user can type all or part of the PI name and then click the Search button.  

Departments sharing space with another department must still specify the Primary Individual for their department (as opposed to using the name “Shared”). Space occupied by post docs and/or visiting scholars should be coded to the Primary Individual to whom they report or who is associated with the room. Administrative use areas are usually associated with the Chair of the department (ex: Chair – Chemistry or SoM Chair – Pathology).  

How to Edit a Primary Individual (PI) 

A user enters a PI (or part of a PI’s last name)  in the ‘Add a Primary Individual’ section and pushes the ‘Search’ button.  This will either add PI to the list of PIs allocated to this room on a percentage basis or bring up a pick list.   When you choose a PI from the list it will add the PI to the list of PIs allocated to this room on a percentage basis.  Once a user is finished adding a PI, they click on the edit icon on the far right column of the department table and go down to the next level:  Functional Use Codes.

[image: image23.wmf] 

Edit Functional Use Page

The Edit Functional Use page allows a user to add or delete functional use codes for the activities of each individual occupying the room during the displayed Time Period Allocation.  In addition, the percentage of use (based on time or space) can be adjusted for each of the Functional Use Codes appropriate for the Primary Individual.  The list of values includes all Functional Use Codes.  For more information, please use the link to the “Space Inventory Instructions” which contains detailed information on each code.

How to Edit Functional Use 

A user enters the desired Functional Use Code in the ‘Add a Function’ field and pushes the ‘Search’ button.  This will add it to the list of Functional Use allocated to the room on a percentage basis.  For a list of Functional Use Codes, click on the Search button.  Once a user is finished adding a Function, they save and go to either Update Attributes if using Function R or add a sub-department or they return to the room detail page.   NOTE:  If the Functional Use code is ‘R’, the system will not allow you to submit the record without entering the supporting research comments in Functional Use Attributes section.

Edit Functional Use Attributes Page
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The Edit Functional Use Attributes page allows a user to add or edit additional information about the Functional Use of the room.  The most important of which is the Research/Use Explanation that justifies the space coded to Functional Use Code 'R' (Organized Research) as required by the Cost and Management Analysis Department (in the Office of Research Administration).  This field can also be used to gather information about other Functional Use Codes.  The other available field is for Sub-Department used in rare cases to further identify space within a given department/organization code.

Submitting Your Changes

Confirmation Page
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The Confirmation page shows that the change is about to be processed and displays the room ID you are changing, the effective date of the change, any comments the Space Coordinator placed in the room record, and the name of the people being sent an FYI.  If you wish to add to the notification list, or make other additional changes to the room record, the page gives you the opportunity to not submit your changes by clicking on the Back To Room Detail Page Button.  

Other Room Information
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Contacts’ Page

The Contacts page allows a user to view and/or update the appropriate contact information for a variety of contact types.  These currently include:  Space Coordinator, Building Manager, Emergency Contact, Health and Safety, Chemical, and FYI for room coding changes.  These contacts may be selected from the list of values that includes appropriate employees of Stanford University.  Some may not be editable by space coordinators because they are integrated with other Stanford systems. This page will also provide the ability to delete a contact if the contact type allows it.

	MY DIVISION’S CONTACTS:
	Name
	Phone / Email

	DEPARTMENT CONTACT
	
	

	DFA / FINANCE MANAGER
	
	

	STAR FOR PHONES
	
	

	LOCAL NETWORK ADMIN
	
	

	HEALTH AND SAFETY
	
	

	EQUIPMENT RELATED
	
	

	ROOM SCHEDULAR
	
	

	BUILDING MANAGER
	
	

	EMERGENCY CONTACT
	
	


Room Attributes Page

The Room Attributes page allows a user to view and/or update certain attributes associated with the room.  These include adding a room name where appropriate (ie Amy Blue Room), entering the number of benches used in a lab, listing the type of lab the room is (wet, dry), listing whether the space is owned or leased, etc..  The attributes available for display and/or update varies depending on the room type you have open.

Room Attributes in this release are editable for the current time period only. Once a new time period has been created, changes to attributes for previous time periods may only be made by contacting iSpace Support – see For More Information and iSpace System Support under What is iSpace?
iSpace Reports

[image: image6.wmf]
The Reporting page allows a user to access the iSpace reports developed for viewing and printing the detailed information about rooms in the database.  These reports allow a user to search for a room or group of rooms on a myriad of criteria.  A user can enter data in just one field; enter data in multiple fields; or enter multiple data in multiple fields.  For example, a user can enter just a room number in the ROOM ID field or they could enter several quads in the Quad-Bldg-Floor-Room field (07%, 09%) along with an org code in the ORG CODE field to get all the rooms associated with that org code in those two quads.  The default on this page is to search for current records only as well as open records only but a user can change either of those defaults in their search.  

The following reports are available within the iSpace application.

Search Result

The Export to Excel button downloads the eight columns of data (Q-B-F-R, Building Name, Dept Code, Department Name, Rm Type, SQFT, PI Name, and Function Code) for the entire search result.

Room Detail Report (Excel) aka “Walking Report”

The Room Detail Report exports to Excel.  The use and square footage is based on your search result.  Some of the column headings are as follows:  

Room Id, Room Type Code,  Room Type Description, Start Date, Stop Date, Dept%, Dept,  Department Name, PI%, Primary Individual, FUNC%, FU, Calc SQFT, PI Subtotal, Assn SQFT, Temp Unassn, Cust/Mech, Circ Const, total SQFT, Research/Use Explanation

Certification Report (PDF) 

The Certification Report is run annually by each department or business unit after all room updates have been made for the most recently closed Fiscal Year. A copy of the report is printed out and signed by the Business Manager and kept as a record of their Space Certification.

ReportMart Reports

The following reports are available in 'ReportMart1' under the Space Management category. NOTE:   The granting of access to ReportMart1 is the same for iSpace as all other applications. 

Primary Individual (PI) Report


The Primary Individual (PI) Report provides space information by 
Primary Individual. The data is retrieved by Primary Individual Name within 
a date range.  To capture a snapshot at a particular point in time, enter 
the same date for both the Start and Stop dates.  Only data matching the PI 
name, date range and room status will be selected.

Primary Individual (PI) Report - Shared Data


The Primary Individual (PI) Report- Shared Data is identical to the Primary Individual (PI) Report except that it includes information on PIs that share space with the targeted search criteria. 

Download Report


The Download Report provides detailed information at the room level 
for occupancy and use.  The data may be retrieved by Department, Building, 
Primary Individual, or a combination of these criteria for a selected date 
range or a single day.  The detailed data is included in the "Download for 
Export" which may also be viewed on-screen.  Use of the Pivot reports 
provides selected summary views of the data.

Download Report Shared Data


The Download Report Shared Data is identical to the Download Report except that it includes information on any space shared with the targeted search criteria.

Useful Information

Useful Links

The following sites are related to space management:

School of Medicine - OFPM Web Page 

http://medfacilities.stanford.edu/
Facilities Home Page

http://facilities.stanford.edu/
Maps and Records Home Page (A department within Facilities Operations)

http://maps.stanford.edu
Facilities Information Management System (FIMS)

http://fims.stanford.edu/ 

ORA Policies

http://ora.stanford.edu/space/default.asp 

http://ora.stanford.edu/supporting_files/space_manual.pdf 

ReportMart

https://reportmart1.stanford.edu/
Department of Capital Planning Policies

http://cpm.stanford.edu/DCP_Policies.html
Searchable Campus Map

http://campus-map.stanford.edu/
STARS Training - accessible via the Axess Portal

http://axess.stanford.edu
Citrix (for Mac Users)

Info:  http://www.stanford.edu/services/citrix/   Access: https://myapps.stanford.edu/

How do Mac users login?
All Mac users access ReportMart1 using Citrix via http://connect.stanford.edu. Connect is the Citrix environment that ReportMart1 users now use instead of MyApps. For more information on Connect, see the FAQ on the Connect site. 

Which Mac browsers may be used to access Connect?
The following Macintosh browsers may be used to access Connect: Safari (highly recommended - works the best), Internet Explorer, Netscape, and Firefox. 

If you are experiencing problems using the Citrix local client, please upgrade to the latest version here. Remember, that you must uninstall older versions of the Citrix client prior to installing the most recent version. Citrix. 

If you need additional assistance with setting up Citrix on your computer, please click here: HelpSU
Icons

The following icons (graphics) appear in iSpace:

Magnifying Glass



  Click on this button to open of the List of Values (LOV) that contains all the possible choices for this field.

Update and/or Change



  Click this button to change the start or stop date, the room type, or the comments for this row.

Copy



  Click this button to make an exact copy of  the time period except for the starting date which will now be today (and is changeable).

Submit



  Click this button to submit the changes on this row

Delete and/or Cancel



  Clicking on this button will remove the row of data associated with it

Insert a Blank Time Period

[image: image12.png]


  Click this button to add a start date and stop date, the room type, and comments.  (This is usually done when inserting a time period in between two existing time periods.)

Search

 [image: image13.png]


  Clicking this button will take the user to the original search results prior to selection a room record.

Return to Search Results

[image: image14.png]


 Clicking this button will take the user to the original search results prior to  selecting a room record.

Error

 [image: image15.bmp]  There is an error with the data you are trying to submit.

Lock



The time period is locked and not available for updating, usually because it belongs to a previous fiscal year that has been certified and closed.  

Data Dictionary

Benches………………………..Number of benches for researchers in a lab
Building Address…………….
Official University Street Address
Building ID……………………Quad - Building Identifying Code (e.g. 07-560)
Building Name Alias…………Other name building is known as (e.g. Mem Chu)
Building or Building Name…Official University building name (e.g. Memorial Church)
Contact Type………………….The various contacts at both the Room and Department levels
Date Last Modified…………..
Actual date any room information was last changed (modified)
Department Name……………The Department Name associated with the Delphi four letter org code
Department……………………Department assigned to the Room
Effective From………………...Beginning date for an assigned use of the room
Effective To……………………End date for an assigned use of the room (often left blank or “open”)
Empl ID………………………..Stanford University Employee ID number (upper left hand corner of SU Card)
Floor…………………………….Floor level in a building for a room
Functional Use Attributes……Fields containing further description or explanation of the selected Function Use Codes applied to the Primary Individuals (e.g. Research Explanation, Sub Department)
Functional Use Code…………Code for funding of activities in the room
Functional Use Description….Description of the Functional Use Code assigned to the space
Last Modified by………………Person who last modified the room record
Org. Code………………………The Delphi four letter code for a department
Parent Org (Name) …………..Organization name one level above owning Department
Parent Org. Code……………..The Delphi four-letter code associated with the organization name one level above owning Department
PI………………………………..Primary Individual listed as responsible for the space.  Limited to University Officers, School Officers and Faculty
Primary Individual………..…
Primary Individual listed as responsible for the space.  Limited to University Officers, School Officers and Faculty
Quad-Bldg-Floor-Room…..…
University Codes for location of Buildings (e.g. 07-560-02-X214)

Research/Use Description
Defines the activities occurring in the room during the highlighted time period allocation, for example an SPO number.
Room (Name or ID) ………….Room number (132) or the name of the room (Amy Blue)
Room Attributes………………Additional features of the room type that further describe its use
Room ID………….……………Quad-Building-Floor-Room identification of the room (e.g. 07-560-02-X214)
Room Name……………………Name of room (if applicable).
Room SQFT……………………Size of the room in square feet
Room Type Code…………..…The numerical code for each Room Type. (e.g. 251 - Research Lab)
Room Type Description…..…
Official University description of the Room Type (Office Service - file room, copy room, etc)
Space Coordinator……………Individual appointed by the department to manage the department’s allocated space
Sub Department / Sub-Dept..
An Attribute Field that can be used for further definition of who is using the room. Used to distinguish divisions within a department that does not have their own org. code.

Notes:

Notes:
Notes:
iSpace


Reference


Manual
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