Space Surveyor & Approvals

1. You will receive an email somewhat like the one below.
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(3) This sender noreply@assetworks.hosting s from outside your organization
You have been assigned to FY 24 Space Survey,

The purpose of the information is to verify the accuracy of the University’s Space Database. This process is conducted annually to ensure the accuracy of the database.

NOTE: To keep our records updated - please inform Rhonda Saxberg (rhonda.saxberg@und.edu) if there is a different person(s) in charge of this report in your department.

Please carefully review your department’s information to make sure all rooms are correctly assigned to your department. For any areas that are not listed, please add them in Summary tab.

«  For your research rooms please indicate the type of research it is (sp or or This will help for F&A reporting.

*  If you have any questions related to the space data or room type code issues, please contact our Space Manager, Craig Berntsen at craig.bernsten@UND.edu or 701.777.2895.
* If the contact person has changed since last year, please send the new name, phone number, and email address for future i of the person ing the review.
.

If you have questions related to how this data is used in MIRA, please contact Laura Thoreson at laura.thoreson@UND.edu or 701.777.3006.

«  Link to report and/or instructions

*  Click on this link to complete the Space Survey: test 6 - parking 12.12 - (3440 - PARKING SERVICES) - PARKING RAMP TOWER-PHASE 2 - Floor 05
test6- gark}&ll]ﬂ - (3440 - PARKING SERVICES) - PARKING RAMP TOWER-PHASE 2 - Floor 01

test 6 - parking 12.12 - (3440 - PARKING SERVICES) - PARKING RAMP TOWER-PHASE 2 - Floor 03

test 6 - parking 12.12 - (3440 - PARKING SERVICES) - PARKING RAMP TOWER-PHASE 2 - Floor 02

test 6 - parking 12.12 - (3440 - PARKING SERVICES) - PARKING RAMP TOWER-PHASE 2 - Floor 04
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2. Click on the link to log into READY to review the survey by building and by room.
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(@) This sender noreply@assetworks.hosting is from outside your organization,
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«  For your research rooms please indicate the type of research it is or or This will help for F&A reporting. =
»  If you have any questions related to the space data or room type code issues, please contact our Space Manager, Craig Berntsen at craig.bernsten@UND.edu or 701.777.2895.
* Ifthe contact person has changed since last year, please send the new name, phone number, and email address for future ions of the person the review.

» If you have questions related to how this data is used in MIRA, please contact Laura Thoreson at laura.thoreson@UND.edu or 701.777.3006.
o Link to report and/or instructions

Please complete your review and have any updates submitted to me no later than December 23, 2022. This database is a vital tool in keeping the space y accurate. Your in g the

Is greatly
appreciated. Again, if you have any questions, even just help migrating through the spreadsheet, please reach out to any of us for help.

What is this link? You Have been assigned to Space Survey - Dec 12 Test.
Click the link to take action

Click on this link to complete the Space Survey: Dec 12 Test - (3440 - PARKING SERVICES) - FACILITIES BUILDING - Floor 01




3. Here is what the survey will look like in READY.
&« C @ 3 https://undtest.assetworks.cloud/ready/api/space/screen/spaceSurveyRoomBrowse/KAT...  AY ¥ D = @ %

(3440 - PARKING SERVICES) - FACILITIES BUILDING - Floor 01 ]
Show Details Room(s) Analysis Add Room m
Show 10 ~ entries Start typing to search “

Status * Location Type * Locked * Organization ¥ Department * Usage Function =

[ ] Property Location Status Action
O 107 - FACILITIES BUILDING 100 - STAFF OFFICE AREA Pending Finalize
O 107 - FACILITIES BUILDING 101 - STAFF OFFICE Pending Finalize
O 107 - FACILITIES BUILDING 102 - STAFF OFFICE Pending Finalize
O 107 - FACILITIES BUILDING 109 - STAFF OFFICE Pending  Finalize

Showing 1 to 4 of 4 entries Previous Mext
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4. |If there is no change to the room you can just click on Finalize. This action will finalized
the room.
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(3440 - PARKING SERVICES) - FACILITIES BUILDING - Floor 01 b
-
Show Details F
(<]
Show 10 v entries Start typing to search n
w
Status v Location Type v Locked ¥ Organization ¥ Department v Usage Function ~
3
Location
o
O 107 - FACILITIES BUILDING 100 - STAFF OFFICE AREA Finalized N
O 107 - FACILITIES BUILDING 101 - STAFF OFFICE Pending Finalize
0 107 - FACILITIES BUILDING 102 - STAFF OFFICE Pending Finalize
O 107 - FACILITIES BUILDING 109 - STAFF OFFICE Pending Finalize
Showing 1 to 4 of 4 entries Previous Next
(a1]
@



5. If you have a change to the room, click on the location link.
< C M {3) https://undtest.assetworks.cloud/ready/api/space/screen/spaceSurveyRoomBrowse/KAT... AY 17 D &= @ ¥

(3440 - PARKING SERVICES) - FACILITIES BUILDING - Floor 01 ¥
Show Details Room(s) Analysis Add Room
Show 10 v entries Start typing to search n

Status v Location Type v Locked ¥ Organization ¥ Department v Usage Function ~

Location
a 107 - FACILITIES BUILDING 100 - STAFF OFFICE ARG\ Finalized [N
00 107 - FACILITIES BUILDING 101 - STAFF OFFICE Pending  Finalize
O 107 - FACILITIES BUILDING 102 - STAFF OFFICE Pending  Finalize
O 107 - FACILITIES BUILDING 109 - STAFF OFFICE Pending Finalize

Showing 1 to 4 of 4 entries Previous Next

Q



6.

If you need to make a change to a room you need to fill out the following three items.

a. Putacomment at the top for the approver on what is being changed.

b. Inthe location Note, you need to state what is the percentage change and the end date
of the old percentage. If you know who is occupying the change you can state that as
well.

c. Fillin the end date of the current percentage.

) .

Location Facts

Primary Room Type 319 OFFICE-WAITING RECEPTION
PolySqft 852
ACTIVE ACTIVE
300 OFFICE FACILITIES
STAFF OFFICE AREA
Description
Location Note I
Department
Department / Organization % Start Date End Date

3180 - AVP FACILITIES ad H 10/25/2023 {:

3440 - PARKING SERVICES

Once all the rooms are finalized and you have no more changes you can select all rooms
and click apply action.

(3440 - PARKING SERVICES) - FACILITIES BUILDING - Floor 01
Show Details

4 Rooms Selected

Status » Locgg@fipe ~ Locked ~ Organization » Department v Usage Function ~

Location
107 - FACILITIES BUILDING 100 - STAFF OFFICE AREA Finalized
107 - FACILITIES BUILDING 101 - STAFF OFFICE Finalized
107 - FACILITIES BUILDING 102 - STAFF OFFICE ndin Finalize
107 - FACILITIES BUILDING 109 - STAFF OFFICE Pending Finalize



8. You will need to click submit once all rooms are finalized.

(3440 - PARKING SERVICES) - FACILITIES BUILDING - Floor 01

Show Details

Room(s) Analysis JECERELL

Show | 10 v entries

Status ~ Location Type ~ Locked ~ Organization ~
[ ] Property
(m] 107 - FACILITIES BUILDING
a 107 - FACILITIES BUILDING
(m] 107 - FACILITIES BUILDING
[m] 107 - FACILITIES BUILDING

Showing 1 to 4 of 4 entries

Department ~  Usage Function ~

Start typing to search

Location Status

100 - STAFF OFFICE AREA Finalized
101 - STAFF OFFICE Finalized
102 - STAFF OFFICE Finalized
109 - STAFF OFFICE Finalized

Action




Approvers steps

1. The approver will receive an email like the one below. Click the link to start the survey.

Space Survey: Dec 12 Test - PARKING SERVICES

noreply@assetworks hosting
To

(@) This sender noreply@assetwarks.hosting is from outside your organization.

Laura Nelson,

I

You have been assigned the task of Finance Survey Approval for Space Survey - Dec 12 Test - PARKING SERVICES.

Click the link to review it and take action.

undefined

Dec 12 Test - PARKING SERVICES

This notification template is called: Space Survey - Notifications

2. This is what the screen looks like when you click the link.

Request
0 T

Awaiting Your Review

Workflow

Dec 12 Test - (3440 - PARKING SERVICES) -

Your Open Requests 0
1015 Jennifer Duffy

Your Watch List

Your Closed Requests

All Requests

Space

Awaiting Your Review 1]

Submitted

Your Closed Requests

All Requests

FACILITIES BUILDING - Floor 01

12/12/2023

5 Reply

- Forward | | i@ | | +**

Tue 12/12/2023 11:05 AM

<) Reply All

Summary Changes@) NoChanges@ Added@ Excuded@ Error@
Summary Report
Survey Details
Survey Title: Dec 12 Test
Survey ID: 1015 Number of Properties: 1
Survey Period: Number of Rooms: 4
1 November 2023 - 2 November Rooms with Changes: 1
2023 Rooms with no Changes: 3
Segment: Rooms Added: 0

(3440 - PARKING SERVICES) -
FACILITIES BUILDING - Floor 01

Room(s) Analysis

Workflow History

» Finance Survey Approval LN Click to enter

Rooms Excluded: 0
Rooms with Errors: 0

Comments

Surveyors
JENNIFER DUFFY
BRIAN DOTY
Submitted By:
Jennifer Duffy - 12/12/2023 11:04
AM

comment



3. Each tab will show you what is happening to each item in the survey. You will need to
click on each tab to view each room. The changes are going to be rooms that the
surveyor changes. The No Changes are rooms with no changes.

Request Fiter iting o Redee RS

. . Today i
Awaiting Your Review o] Workflow

o Dec 12 Test - (3440 - PARKING SERVICES) -
YourOpen Requests FACILITIES BUILDING - Floor 01
PRSI Send Back for Revision
1015 Jennifer Duffy 12/12/2023 /

Your Watch List

Your Closed Requests Summary Added@ Excuded@ Error@
All Requests Summary Report
Survey Details Surveyors
Space Survey Title: Dec 12 Test JENNIFER DUFFY
Survey ID: 1015 Number of Properties: 1 BRIAN DOTY
Awaiting Your Review 0 Survey Period: Number of Rooms: 4 Submitted By:
1 November 2023 - 2 November Rooms with Changes: 1 Jennifer Duffy - 12/12/2023 11:04
Submitted 2023 Rooms with no Changes: 3 AM
Segment: Rooms Added: 0
(3440 - PARKING SERVICES) - Rooms Excluded: 0
Your Closed Requests FACILITIES BUILDING - Floor 01 Rooms with Ervors0
Room(s) Analysis
All Requests
Workflow History Comments
» Finance Survey Approval LN Click to enter

4. If you want to edit a room you will need to click on edit.

O ——
Request e T
Awaiting Your Review @ [Pw a Workflow
a Dec 12 Test - (3440 - PARKING SERVICES) -
Your Open Requests 5
FACIL”IE‘S BUILDING - Floor 01 PP <cnd Back for Revisi
1015 Jennifer Duffy 12/12/2023
Your Watch List
Your Closed Requests Summary Changes@) NoChanges@ Added@ Excuded@ Error@
All Requests Survey: (1015) Dec 12 Test - (3440 - PARKING SERVICES) - FACILITIES BUILDING - Floor 01
Segment: (3440 - PARKING SERVICES) - FACILITIES BUILDING - Floor 01
Space Survey Period: 1 November 2023 - 2 November 2023
Submitted By: Jennifer Duffy - 12/12/2023 11:04 AM
Awaiting Your Review 0 Room 1of 3
L Edit Next
Submitted

107 - FACILITIES BUILDING - 100 - STAFF OFFICE AREA
Your Closed Requests

Original Changes
All Requests

Location Facts

Primary Room 319 - OFFICE-WAITING RECEPTION

Type
polySqft 852
locStatus ACTIVE - ACTIVE

locTypeGroup 300 - OFFICE FACILITIES

description STAFF OFFICE AREA



5. If you need to make a change to a room you need to fill out the following three items.

a. Put a comment at the top for the approver on what is being changed.

b. Inthe location Note, you need to state what is the percentage change and the end date
of the old percentage. If you know who is occupying the change you can state that as
well.

c. Fillin the end date of the current percentage.

)| S |

Location Facts

Primary Room Type 319 OFFICE-WAITING RECEPTION
PolySqft 852

LocStatus ACTIVE ACTIVE

LocTypeGroup 300 OFFICE FACILITIES

1 STAFF OFFICE AREA /
Jescription

Location Note

Department

Department / Organization % Start Date End Date

3180 - AVP FACILITIES 40 | 10/25/2023 :

3440 - PARKING SERVICES

6. WARNING:

Property: 107 - FACILITIES BUILDING

Room: 100 - STAFF OFFICE AREA &
11/01/2023 - 11/02/2023 -

Comments
LN k to enter comment You must hit enter on your
keyhoard for this comment to ¢
LN Laura Neison Save
4
Location Facts
Primary Room Type 319 OFFICE-WAITING RECEPTION

PolySqft 852



7. Once you have made the change and the comment is saved, you can click on save.

Property: 107 - FACILITIES BUILDING
Room: 100 - STAFF OFFICE AREA &

11/01/2023 - 11/02/2023 -

Comments

LN } k to ent

Laura Nelson
LN

test comments notes

4
Location Facts
Primary Room Type 319 OFFICE-WAITING RECEPTION X~
PolySqft 852
LocStatus ACTIVE ACTIVE
LocTypeGroup 300 OFFICE FACILITIES

8. To get back to the survey, you can click on notifications.

Property: 107 - FACILITIES BUILDING
Room: 100 - STAFF OFFICE AREA &

11/01/2023 - 11/02/2023 Edit
Comments
LIN N ) ; -
p.

Laura Neison
LN

test comments notes

Location Facts

Primary Room Type 319 - OFFICE-WAITING RECEPTION

oea



9. Then click on view request on the survey you are trying to complete.

Notifications

D

D

D

10. Then click on the survey.

Request

Awaiting Your Review
Your Open Requests
Your Watch List

Your Closed Requests
All Requests

Space

Awaiting Your Review
Submitted

Your Closed Requests

All Requests

Jennifer Duffy

A comment was added to 1014: Test Survey 2 - 11.29.23 - (3430 - TRANSPORTATION) -
TRANSPORTATION/GROUNDS BUILDING - Floor 01

test

Jennifer Dutfy
A workflow action was taken on 1014: Test Survey 2 - 11.29.23 - TRANSPORTATION
Resubmit

2023 02:40 PM

= —

Jennifer Duffy

A comment was added to 1014: Test Survey 2 - 11.29.23 - (3430 - TRANSPORTATION) -
TRANSPORTATION/GROUNDS BUILDING - Floor 01

Did you mean room 110? I've updated to 75%.

2023 02:38 PM

= -

Filter Aw: g Your m

0 Ty

o FACILITIES BUILDING - Floor 01

ennifer Duffy

Dec 12 Test - (3440 - PARKING SERVICES)

P



11. After reviewing all the rooms and making any changes you can click on approve.

_Q e -

Request TeE—— atei

Awaiting Your Review @ B A Workﬂoy
Dec 12 Test - (3440 - PARKING SERVICES) -

Your Open Requests 0 - Revisi
FACILITIE‘S BUILDING - Floor 01 Send Back for
1015 Jennifer Duffy 12/12/2023
Your Watch List
Your Closed Requests Summary Changes @ Noéyunqps B Added@ FExcuded@ Error@®
All Requests Summary Report
Survey Details Surveyors
Space Survey Title: Dec 12 Test JENNIFER DUFFY
Survey ID: 1015 Number of Properties: 1 BRIAN DOTY
Awaiting Your Review [1] Survey Period: Number of Rooms: 4 Submitted By:
1 November 2023 - 2 November Rooms with Changes: 2 Jennifer Duffy - 12/12/2023 11:04
Submitted 2023 Rooms with no Changes: 2 AM
Segment: Rooms Added: 0
Your Closed R (3440 - PARKING SERVICES) - Rooms Excluded: 0
u s t x
our Closed Requests FACILITIES BUILDING - Floor 01 Rooms with Errors: 0
Room(s) Analysis
All Requests
Workflow History Comments

» Finance Survey Approval LN Click to enter comment

12. The surveyor will receive an email when it is completed.
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1015: Dec 12 Test - PARKING SERVICES
€ Repl % ReplyAll | —> Forward
noreply@assetworks.hosting pakinaicc 2 WY, 2 %
To Tue 12/12/2023 11:15 AM

(i) This sender noreply@assetworks.hosting is from outside your organization.

Dec 12 Test - PARKING SERVICES

A workflow action was taken on Space Survey: Dec 12 Test - PARKING SERVICES

Approve

This notification template is Space Survey - Workflows




13. If you decide to send the survey back to the surveyor, you will click Send Back for
Revision, add a comment on why it is being sent back, and click save.

Request Filter Awaiting Your Revi E - Aol v

Awaiting Your Review 0 T = Workflow Z
test 6 - parking 12.12 - (3440 - PARKING
YourOpen Requasts O SERVICES) - PARKING RAMP TOWER-PHASE
2 - Floor 05
Your Watch List 1016 Jennifer Duffy 12/12/2023
send comment revise percentage for 030 to 0 percentage
Your Closed Requests \

All Requests

Space
Awaiting Your Review 0 Summary Changes@ No Changes@ Added @ luded @ Error @
Survey: (1016) test 6 - parking 12.12 - (3440 - PARKING SERVICES) - PARKING RAMP TOWER-PHASE 2 -
Submitted Floor 05
Segment: (3440 - PARKING SERVICES) - PARKING RAMP TOWER-PHASE 2 - Floor 05
Your Closed Requests Survey Period: 1 December 2023 - 2 December 2023
Submitted By: Jennifer Duffy - 12/12/2023 11:19 AM
All Requests Room 10of 5

o

097 - PARKING RAMP TOWER-PHASE 2 - 510 - MECHANICAL ROOM
Original Changes

Location Facts

14. The surveyor will receive an email like below with the comment and a link to go back
into the survey for review.

SRENG e

File Message Help Acrobat
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1016: test 6 - parking 12.12 - PARKING SERVICES

R % ReplyAll | = F
noreply@assetworks.hosting € Reply €) Reply orward [
To

Tue 12/12

(@) This sender noreply@assetworks,hosting is from outside your organization.

test 6 - parking 12.12 - PARKING SERVICES

A workflow action was taken on Space Survey: test 6 - parking 12.12 - PARKING SERVICES

Send Back for Revision

send revise ige for 0300 O p L

This notification template is Space Survey - Workflows



15. The comments on the summary page will come to surveyor or approver.

_Q i

Request

Awaiting Your Review
Your Open Requests
Your Watch List

Your Closed Requests
All Requests

Space

Awaiting Your Review
Submitted

Your Closed Requests

All Requests

Older

test 5 - bldg 104, floor 1 - (2380 - MUSIC) - HUGHES
FINE ARTS CENTER - Floor 01

1010 Jer

ifer Duffy

Workflow

Finance Survey Approval since 12/12/2023 11:30 AM

hanges @) No Changes@ Ad

<@

Survey Details

Survey Title: test 6 - parking 12.12
Survey ID: 1016

Survey Period:

1December 2023 - 2 December 2023
Segment:

(3440 - PARKING SERVICES) - PARKING
RAMP TOWER-PHASE 2 - Floor 05
Room(s) Analysis

Workflow History

Finance Survey Approval

A tofl v

Excluded [ Error @
Summary Report
Surveyors
JENNIFER DUFFY
Number of Properties: 1 BRIAN DOTY
Number of Rooms: 5 Submitted By:

Rooms with Changes: 1
Rooms with no Changes: 4
Rooms Added: 0

Rooms Excluded: 0

Rooms with Errors: 0

Jennifer Duffy - 12/12/2023 11:19 AM

Comments

(D)

Jennifer Duffy

test comment on summary page

com

» Revise and Resubmit Resubmit

» Finance Survey Approval Send Back for Revision

/ Workflow Comment: send comment revise percentage for

030 to 0 percentage

12/12/2023 11:20 AM

Click to enter comment

16. The comments below on an initial room, are not emailed to anyone, you will need to
look to see if there are any comments.

Request

Awaiting Your Review
Your Open Requests
Your Watch List

Your Closed Requests
All Requests

Space

Awaiting Your Review
Submitted

Your Closed Requests

All Requests

Filter Awaiting Your Review E

Older
test 5 - bldg 104, floor 1 - (2380 - MUSIC) - HUGHES
FINE ARTS CENTER - Floor 01
1010 Jennifer Duffy 10/25/2023

Location Facts
Primary Room Type
polysqft

locStatus
locTypeGroup
description

Location Note

Original

030 - MECHANICAL AREA

12

ACTIVE - ACTIVE

000 - UNCLASSIFIED FACILITIES

MECHANICAL ROOM

Department Department
Department/Organization % Start End Department/Organization % Start End
3180 - AVP FACILITIES 3180 - AVP FACILITIES
3440 - PARKING SERVICES  100.00 05/01/2022 3440 - PARKING SERVICES  50.00 12/01/2023
Comments &, Shmci
ream of comments about this room.
Click to enter comment R R

mment on the changes/no changes page

3 11:29 AM

A toft v

Changes




