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To modify an existing room (from prior surveys), select usage from the provided pull-down.  Specify
the appropriate cost pool, user, and account (FAS).  Click APPROVE when all changes are made.
If the room is no longer used by your department, click DELETE.

This may be properly regarded as your department’s Master Listing page.  Select individual rooms
from your specific department listing.  Click on Detail to look at or modify the room’s designated usage
(HEGIS, cost pool, account, and designated user(s)).

Every 3-4 years, the College must prepare a proposal to be submitted to the federal government that is used to 
set our Facilities and Administrative Cost Rates (Indirect Costs). Fiscal Year 2007 is the base year for this 
proposal and the Office of Sponsored Projects will review building space on campus in order to identify the use of 
that space.  The survey will need to be completed by May 31, 2007.  
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REMEMBERREMEMBER: All recorded room usage, regardless of total area or number of users, must equal to 100%.

To add a new room, select Add New Room from your department’s Master Listing page.  Select 
the appropriate campus building from the Which Building? page.

Click “Add” on the corresponding room number you wish to add.  The word “Add” will disappear 
from the room listing.

The room will now appear on your department’s Master Listing page.  You can now click on Detail
to make the appropriate modifications. 
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