
Space Survey 2016  
– New Web App Instructions- (v2.0) 

Introduction 
Last year we started using AiM for Space Management. The Space Survey in AiM created extra effort on the 

Space Reps with regards to entering the pertinent space data. This year we have developed a new method of 

entering your space survey data and hope that you find it very user friendly and helpful in you completing the 

task at hand. 

The data collected during the survey will be used to serve you better. Your part is pivotal and we 

appreciate your efforts. 

Navigating to the new web interface for Your Space Surveys 
Link to the web interface for Your Space Surveys: 

  https://www.auburn.edu/administration/facilities/webapps/space-survey 
 

For Testing and Training the link is:  

 https://www.auburn.edu/administration/facilities/webapps/space-survey 

 

Login 

You will be prompted to login. Use your auburn id and password. 

 

 

https://www.auburn.edu/administration/facilities/webapps/space-survey
https://www.auburn.edu/administration/facilities/webapps/space-survey


Your Space Surveys 

Your Space Surveys – displays a listing of the surveys that are available for your 

data input.  
 These are listed by Building. Each survey is related to the building and your college. 

 Search and filter the list by entering text in the text fields of “Building”, “Status”, “Survey ID”, or “Last 

Updated” 

 
 

 To select a survey, double-click the survey, or click the Expand button (the right arrow) to the left of the 

survey in the list. 

Maintain Space Survey 

Maintain Space Survey – displays a listing of the rooms that are available for your 

data input.  
 The building for the survey is listed at the top.  

 he space survey with the rooms listed down the page in a data sheet layout.  



 

 

You can filter the listing of the rooms by keying in the open fields at the top of the view: “Floor”, “Room Nbr”, 

“Room Type”, “Room Status”, “Organization”, “Usage”, “Occupant”, “Department”, “Survey Status” 

For example, if you want to filter to a specific room number, key in the room number and the data sheet view will 

update to show you only the row for that room. 

 

To view the data for room 104, key in 104. 

You now see only the row of data for room 104. (See picture below) 



 

 

 

How to update the data 

To make a change to the data, click in the row and make a new choice. Once you leave that field/cell then you 

will have updated the information. In turn, the buttons on the left will change color. 

 The green and red buttons on the left show you the status of the line item. 

 At this point, you have the options on the Left hand menu to go back to “Your Space Surveys”, the listing, 

or you can use the drop down listing of the “Pick Building:” and choose another survey (by building). 

  

 



earch for the applicable Space Survey 

Enter your criteria to find the Space Survey  

Click the Execute button to view all of the surveys (results are filtered based on the criteria you 

entered in the search screen and also filtered by your user security rights) 

 



From the Search Results Screen, click on the Space Survey. 

 

  



For example, Click on the Space Survey “120-CASICGRANT” 

 

  



From the Space Survey screen, Click the Edit button 

 



Click on Room Number 

 

 

  



 
Review of the Survey Location: 

In the top left hand section, the screen contains hyperlinks to different sections of the survey. We 

are asking you to review/revise 3 sections: Location Data, Organizational Occupancy, and 

Occupants. The Program Location ad Grant sections are not required at this time. 

Section One: Location Data 

 Location Type / Room Type:  

If the existing value is incorrect, use the magnifying glass to select the appropriate room 

type. 

 Space Type:  

You should not modify this field. 



 Primary Usage:  

You should not modify this field. 

 Location Status: 

If the existing value is incorrect, use the magnifying glass to select the appropriate status. 

 Capacity: 

You should not modify this field. 

Section Two: Organizational Occupancy 

 



 Organization: 

To make a change to either the Organization number or the room Usage, the procedure 

will be similar: 

1. Click Add, and Enter the Organization number either a new Org number or the same number as listed 

before clicking “Add”. In this example, enter 120701 in the Organization field (outlined in red for edit 

mode). 

2. Then, click the magnifying glass. 

 

 



 

Pictured above, notice the Percent field is highlighted in red but there is no value. This is a required field, so 

you do need to enter 100 in the field. Be sure to enter 100 for the Percent field. 

 Usage: 

Next, Notice the Usage section of the screen. Here you will need to enter the room usage. Click Add. 



  

Click the magnifying glass next to Usage to see the list of available codes.  

 



 

Usage: The new system has the ability to track multiple Usage codes per room. If the room is being used for 

more than one purpose, please use the Change section to fill in the correct data. For example, 50% 

Instruction and 50% Departmental Research. 

Be sure to enter the Percentage for the Usage. 

 

 

 



Then click the Done button to confirm the change for the Usage. And click Done button again to confirm 

Organization. 

------------------------------------------  

Next Click Occupants 

Note: We have preloaded occupant data from the OIT phone system. 

If the occupant is correct, no action is required on your part. 

If the occupant data is not accurate, please correct. First remove the old occupant and add the new 

occupant. 

For example: 

#1scenario: Mary was in the office before and her name is listed. We need to update it to Joe. You can 

just Add Joe. It will “change” occupant from Mary to Joe. 

#2 scenario: If you want to Add Joe and keep Mary as an occupant as well, then you will “Load” Mary 

and “Add” Joe. For a total of two occupants in the same room. 

#3 scenario: The room was occupied by Mary but is now unoccupied. Then, you can “Load” Mary and 

add an End Date. 

 

 

After completing the 3 sections (Location Data, Organizational Occupancy, and Occupants) the room 

survey is complete. 

You are now finished with the room survey. Click the Done button. 

And notice the Survey Location has a Status now of “Changed” 

Complete the same process through the room locations. For some rooms, you can simply change the status 

to “Verified” – this means that there are no changes and the data remains unchanged. 

When you are finished with the survey of the building, change the survey status to “Submitted” 

Then, notify CPSM and they will review and change the status to CPSM Approved, and then final step is for the 

Dean’s approval.  

The Dean approval requires opening the survey and click Edit to change the status from CPSM Approved to 

Dean Approved. 

 

Please note, the space survey can be completed from a mobile device, and is compatible with any browser. 

If you would like to check out an iPad from Facilities Management in order to complete your survey, please 

contact Hongbiao to schedule. If you require technical support when completing the survey, you may 

contact Facilities IT support: 

Ellen Doyle 4-9169 

Or Shanda Foster 4-9505 

 


