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Introductions

= F&A Survey Support

« Budget & Resource Management : Darryl Lim, Morissa Gleichenhaus,
Garret Jang

= Archibus Space System Administration

* Real Estate, Space Analytics Team: Ritesh Khanna, Lisa (Lettau)
Rolfsness, Bob Pizzi

» Dept Representation (responsible persons)

e Coordinators

« Other F&A Contacts: Dept Managers, Lab Managers, Financial
Managers, PIs, etc.

“The responsible persons should be familiar with the Cost Principles
academic functional definitions, have knowledge of the space and its
occupants and have knowledge of the funding sources for the room
occupants.”
-CAS Best Practices Manual and Review Guide January 2017
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Overview

= Objectives
= Facilities and Administration (F&A) Rate Proposal
= Space Survey Purpose

= Space Survey Population and Significant Dates (Schedule)
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Objectives

Develop a basic understanding of
*the value of the F&A Space Survey
and

*what is required to complete F&A
functionalization within Archibus

This training will provide:

* a Big Picture view of F&A

Approach *and a description of the concepts, terms and
operations included in the F&A portions of the
space survey
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Faclilities & Administrative (F&A) Survey

*What is an F&A Survey?

An F&A survey is a way to identify how space is used for
development of F&A rates.

*Why is an F&A survey needed now?
To collect data for the official (2019-20) based F&A proposal.
*Will this be done every year?
This year and next surveys are expected.

F&A functionalization is not expected to be included each
year, application will be strategically reviewed and
determined.
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Why is the F&A Survey important for UCSF

® UCSF receives reimbursement for space (facilities) and administrative
related costs based on a Facilities and Administrative (F&A) Rate

® F&A Rates base allocation of space (facilities) costs according to details of
how space is utilized

2016-17 2017-18

2018-19

¢ Space Allocation is based on either general department detail or specific
departmental assignment

® Recovered costs are used to support building debt payment, operations
and maintenance of facilities, sponsored project support and more

¢ Continued assessment of F&A space detail is necessary to optimize
campus F&A rate(s) and related recovery
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2019 F&A Survey Population

® Selected departments need to attend this session. Others are welcome,
but not required.

Division Division Abbrev Division Division Abbrev
1 102004 M_Anatomy 12 140020 M_Neurology
2 115001 M_Biochemistry and Biophysics 13 123010 M_ObGyn, Reproductive Sciences
3 104014 M Cardiovascular Research Inst 14 142060 M Pathology
4 106028 M _CMP (Cellular Molecular Pha) 15 136200 M_PEDIATRICS
5 128045 M Diabetes Center 16 133100 M _Psychiatry
6 112100 M_Epidemiology & Biostatistics 17 147100 M_Radiology
7 143100 M_HDF Comprehensive Cancer Ctr 18 114083 M_Regeneration Medicine
8 110058 M_IND (Neurodegenerative Dis) 19 148200 M_Surgery
9 138300 M_MEDICINE 20 334030 P_Bioengineering
10 129070 M_Microbiology and Immunology 21 333019 P_Pharmaceutical Chemistry
11 121085 M _Neurological Surgery
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Timeline for 2019 Space, F&A Survey

Space Survey

Sept 9" 2019 Annual Space Survey begins
Nov 4" 2019 Cut-off date for adding any new Space Coordinators
Nov. 22"4 2019 Annual Space Survey ends (Nov 1°' for SoM)
Dec 13" 2019 UCSF Space Data will be reported to UCOP

F&A Component
Sept. 9" 2019 F&A Survey begins on this day
Sept 12th & 17th 2019 F&A Town Hall @ Parnassus and Mission Bay
Oct — Nov 2019 F&A Dept meetings will be scheduled with BRM Team
Dec 13" 2019 F&A Survey Ends on this day for all end-users involved
Dec — Feb 28" 2020 BRM Team review of F&A Survey

Start early to allow time for discussion with your department
and any questions for System Admins and BRM Admins.
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F&A Process

= Big Picture
= Video

* Bringing it Home
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The Big Picture - Facilities and Administration

Research, Expenditures
: are classified
Teaching and as either Direct
Patient Care

Facilities &
happen- Money or Facliities
is spent Administrative

(indirect)

2 CFR 200
Uniform
Guidance
F&A Costs are
Reimbursement allocated to
is Recovered Direct
Functions

Rates are
computed and
Negotiated
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F&A Funding:
The Bedrock of Biomedical Research

= https://www.youtube.com/watch?v=0hDsWVbPMBO

= Note: While draconian federal limits are not currently impending,
the effects highlight the importance of optimizing return.
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https://www.youtube.com/watch?v=QhDsWVbPMB0

Negotiated F&A rates for Organized Research have
Increased, but are restrained by the administrative cap

70%

Negotiated Facilities & Administration Rates for
60% On-Campus Research 51 5%

50%

41.0%
40%

30% 26.0%

Capped Administration Rates for Off-Campus Research

0
20% 25.0%

10%
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The Big Picture - Facilities and Administration

Research, ~ :
Teaching and Expenditures are

UNIVERSITY OF CALIFORNIA, AN FRANCISCO
FYE JUNE 30, 2014
Resonciliation Scheduie 3

i classified as
hgan:r?.t ,\ﬁﬁﬂi either Direct or
™ Y Indirect (F&A)

is spent

2 CFR 200
Uniform

Guidance

Indirect Costs Facilities
are allocated to Costs
Direct Functions

Reimbursement
is Recovered

On-Campus

Rates are
THM16 - 6/30M7 58 5% Negotlated
THMNMT -6/30/18 59.5%
7/1/18 - 6/30/19 60.0%
T7M1/19 - 6/30/20 60.5%
7/1/20 - until amended 61.9%
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F&A Survey Particulars

» Responsible Parties

= Particular research units

= Research room types

» Reflecting FY 2019-2020 functional activity

= Resources

15 F&A Survey F&A Survey Particulars



F&A Responsible Persons

= Space supporting multiple functions requires informed review to
appropriately functionalize

= Organized research often utilizes high cost lab space more
Intensively than does instruction, patient care or other activity

= To optimize recovery UCSF requires your support to functionalize
campus multi-use research space.

» “The responsible persons should
» be familiar with the Cost Principles academic functional definitions,
= have knowledge of the space and its occupants and

» have knowledge of the funding sources for the room occupants.”

-CAS Best Practices Manual and Review Guide January 2017
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Departmental Resources /
Responsible Persons

Information for the space survey comes from those who are
familiar with the functional usage of the space:

« Department business managers
« Facility managers

« Department chairs and principal investigators may
provide information and approval

« Departmental Representative may need to gather
iInformation from the above resources in order to
complete the room survey.
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2019 F&A Survey Population

® Research Labs, Research Offices
® Research Support Rooms 1///%
Division Division Abbrev Division Division Abbrev
1 102004 M_Anatomy 12 140020 M_Neurology
2 115001 M Biochemistry and Biophysics 13 123010 M_ObGyn, Reproductive Sciences
3 104014 M_Cardiovascular Research Inst 14 142060 M_Pathology
4 106028 M_CMP (Cellular Molecular Pha) 15 136200 M_PEDIATRICS
5 128045 M_Diabetes Center 16 133100 M_Psychiatry
6 112100 M Epidemiology & Biostatistics 17 147100 M_Radiology
7 143100 M _HDF Comprehensive Cancer Ctr 18 114083 M _Regeneration Medicine
8 110058 M _IND (Neurodegenerative Dis) 19 148200 M Surgery
9 138300 M_MEDICINE 20 334030 P_Bioengineering
10 129070 M_Microbiology and Immunology 21 333019 P_Pharmaceutical Chemistry

[EEN
[EEN

121085 M_Neurological Surgery

Reflecting activity from July 1, 2019 through Jun 30, 2020
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F&A Space Functionalization Period

» Reflects activity between July 1, 2019 and June 30, 2020

= Start with year to date activity

= Consider future plans, new occupants, expected projects
— Record assumptions in F&A notes box in Archibus

= If room is in transition, record activity for room while in use

= If future Is not known report current use

19
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Resources

= This Training, Functional Definitions & FAQs will be
updated on the Archibus home page

= To support review BRM will provide Divisions

—In person meetings to review nuances and confirm
consistency in coding

— A list of active OR chartfields
— A Pl expenditure functional profile
— A list of potentially OR chartfields not yet coded

* BRM will review and follow up next year based on fiscal
year end result comparison to coding
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Cost Principles

= F&A Costs
= Academic and Non Academic Functions

= Academic Functional Definitions
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What are F&A Costs

*Depreciation related to facility *President’s Office

construction and renovation *Legal

*Cost to operate facilities (custodial, <Human Resources

utilities, security, repair and *Sponsored Programs Administration
maintenance, etc.) *Pre-award and Post-award Staff
«Capital Interest Expense *Department Administrators

Library Costs *Financial Officers

*Equipment Depreciation Clerical and Support Staff

«Campus Infrastructure -Data Management Professionals

A\

The Facilities component is the biggest
driver of the F&A rate calculation and is
highly dependent on the results of the
space survey.
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Academic and Non Academic Functions

Academic Functions Non-Academic Functions

* Organized Research (OR) « General Administration (GA)

« Clinical Research Center (CRC) « Special Service Facility (SSF)

« Service Center (SC) « Sponsored Projects Admin (SPA)

* Clinical Trials - Private (CT) « Student Services (SS)

« Other Sponsored Activities (OSA) « Library (LIB)

 Instruction and Department * Operations & Maintenance (OM)
Research (IDR) * Renovations (REN)

« Other Institutional Activities (OIA)
« Departmental Administration (DA)

*Note: You will not necessarily use all of these codes. Please review the following slides
for commonly used codes academic functions.
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Organized Research (OR) é})

» Formal research and development activities

Separately budgeted and accounted for with a distinct chartstring

» Requires chartstring(s) supporting the OR activity in the room
= Examples are:
— NIH RO1 awards are typical OR
— Office of the President funded AIDS research projects
— Tobacco-Related Disease Research Program research projects

— Research Evaluation & Allocation Committee (REAC) funded
projects

— Academic Senate Committee (ASC) funded research projects

— Clinical Trials Federal projects
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NOT coded Organized Research (OR)

= Instruction & Departmental Research (IDR):
» Research Training (such as NIH K, T & F Awards)

» Development and Scholarly activities

 Training or fellowship grants (Non-Federal)

» Departmental Research: Funds that are not “separately budgeted and
accounted for”

= CTSI Clinical Research Centers (CRC):

e Clinical Research Center funded research

25
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CTSI Clinical Research Centers (CRC)

» Separately budgeted and accounted for research activity funded by the
Clinical Research Centers portion of the Clinical and Translational Science
Institute

= These activities were previously referred to as General Clinical Research
Centers (GCRC)

= Requires chartstring(s) supporting the CRC activity in the room
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Instruction & Departmental Research (IDR)

= Teaching
= Training
= Course and curriculum development

= Academic advising and development

» Departmental research

« Research development and scholarly activities that are supported by
unrestricted funds, or funds that are not separately budgeted and
accounted for, are coded IDR

» Department research development (Discretionary funded)
= Research training (such as NIH K, T & F awards)
= Student services

» student records, student organizations, and student lounges
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Other Sponsored Activities (OSA)

= Allowable activities funded through UCSF ledger by an outside sponsor
not meeting the definition for Instruction, Organized Research, CRC, or
Clinical Trials (federal or private sponsor)

» Intergovernmental Personnel Act Agreements supporting UCSF Pl’'s working
with the VA and similar contract activity

= Other examples include health service projects, community service
programs, and State of California sponsored clinical trials
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Clinical Trials - Private (CT)

= Private sponsored clinical trials or drug studies

 State or local government sponsored clinical trials are Other
Sponsored Activities (OSA) for space purposes, not CT

« Federal clinical trials are organized research (OR) for space
purposes

« CT activities are normally related to FDA approval process

» Sponsor examples include commercial drug companies (Merck,
Lilly, Genentech), the American Heart Association, the Centers of
Disease Control (CDC) etc.

ﬁ‘

» Often located in a clinical setting; either inpatient, -

outpatient, or medical office
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Service Center (SC)

= Space in academic units used by recharge activities

= Service centers are self-supporting centers with regularly
reviewed and approved rates. These operations charge users
directly based on actual use of services or sale of products

» Examples include special equipment use like MRI and copier
services or professional services like CPR training

» Requires the Service Center operating chartstring(s) be listed

= New this year a Service Center should be identified as a room PI
when service center activity exists

30
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Other Institutional Activities (OIA)

= Non-sponsored activities not associated with any other
defined Functional Use category

= Examples include: hospital activities, clinical activities (not
Including clinical trials/drug studies), auxiliary enterprise
activities, HHMI, etc.

= Also includes fund raising/development activities

= Nonpaid activities
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Departmental Administration (DA)

» Departmental/divisional administration, operations supporting
multiple functions (e.g. Instruction, Research, Patient Care, etc.)

= Activities not directly related to a specific project or a direct
activity

= Examples of DA include an appropriate portion of:

« Departmental office space -0 0

« Departmental service areas ﬁ Ez
= DA will be associated with all the functions of the Department
= EXCEPTION: Administrative activities NOT considered DA:

« Support directly charged to a sponsored project fund
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Renovation (REN)

= REN i1s 100% or 0% for rooms

* For rooms being renovated during the full fiscal year and
occupied for less than 6 months, code the space 100% REN
and make note in FA Notes:

— expected renovation mo/yr & expected occupancy mo/yr

— expected occupancy department & anticipated functional
use

* For rooms being renovated during the full fiscal year and
occupied for 6 months or more, do not use REN, instead code
the space according to its use during the base year and make
note in FA Notes:

— renovation mo/yr & occupancy mo/yr

33
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Special Considerations

Hightlight of F&A proposal space survey ‘Hot Topics’
= Space to Base

* Funding & Occupants

= Students

= Support Space and Block Coding

= 100% Organized Research Space

34
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Space to Base

= Dollars: F&A function codes are assigned to every chartstring
with expenditures.

= Space: Space Functions correlate the activity conducted within
each room to the supporting funds through the space survey.

= Dollars and space

« The Space Function code(s) assigned to a room must reflect
the function code(s) of the chartstring(s) supporting the
activities in the room.

« The ratio of space to dollars may not be a one-to-one
relationship.

« The Space Function percentages should reflect the activities
performed in each individual room.
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Funding and Occupants

a) How would space used for research funded through start-up
funds be treated?

b) How would space used by visiting faculty paid from their home
Institution or country be treated?

c) How would space used by emeritus faculty be functionalized?

d) How would Organized Research (OR) or Other Sponsored
Activity (OSA) activity funded through departmental funds
iIncluded as cost sharing within the award be coded?

VSO F0 YO St pFeme o) oY1 P2Iea7) 9q OS[e P[NOYs A1ande umreys 1s0d paprwwo)  (p
A3[NDBJ SMIIFOWD 93 JO WLV 93 JUIWNIOP

01 SNQIYDIY Ul XOq 910U Y29,] oY asn 3sed[J (V) SORIARdY [euonminsu] a0 (0
A3[noey SUNISIA 9Y3 JO JWEU U} JUIWNIOP

01 SNQIYOFy UI XOq 910U Y29,] 93 9sn 3sed[ *(VI() SORIARDY [eUOnmMnsul PO (9

D yoreasay 1uownredo(y pue uononnsu] (e
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Students

Organized Research (OR) space only if the student is funded from
OR grants.

If any students are being funded through departmental funds,
related activity should be coded as Instruction and Department
Research (IDR).

If any students not being paid, that space should be coded as
Instruction and Department Research (IDR).

If students use the space to do homework or to work on their thesis
(where not paid from OR grants) that space should be coded as
Instruction and Department Research (IDR)

Note of number or type of students using the F&A note box Iin
Archibus when not included in occupants.
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Support Space & Block Coding

« Research Support rooms (closets, cold rooms, storage,
dark rooms etc.) may be specifically identified or may
follow the functionalization of the supporting lab(s) and
office(s).

« A copy function is available for use where appropriate
and supportable.

« While similar codes are expected in localized lab areas or
clusters, too much similar coding within a given
department will lead to audit.

« Consideration needs to be given to each room.
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100% Organized Research

Initial instinct is 100% Organized Research (OR), but...

Are there other activities taking place in the lab that are not related
to research?

Are there students doing instructional activity in the lab?

Are there individuals that work in the lab not funded from a
sponsored research award?

Are there individuals that work in the lab that are not paid from
University funds (visiting professors, emeritus professors, etc.)

Space should only be considered 100% OR if everyone is fully

funded from OR grants for work performed in that room

Where minimal other activity may be conducted use an appropriate

Increment to address potential other use. Increments as small as 1%
may be assigned
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Example #1

= Two research assistants share a lab, each spending equal amounts of
time in the room.

= One research assistant is highly paid and working on a large
Organized Research grant with large amounts of supplies. Costs
incurred = $300,000.

= The other research assistant is paid less and is working on a small
Department Research project. Costs incurred = $100,000.

Research Assistant #1 (OR) Research Assistant #2 (IDR)
Space 50% 50%
Dollars 75% 25%

Answer: 50% OR, 50% IDR
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Example #2

= Aresearch assistant is the sole occupant of a lab.

= The lab is used for work on NIH Research awards ABC and
XYZ.

= The occupant is paid 25% from ABC and 25% from XYZ for
work in this lab, and 50% from departmental operating funds for
work in other space.

Answer: 100% OR
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Example #3

= Four research assistants occupy a lab.

= The only activities taking place in the room are Organized
Research (OR) and Department Research (IDR).

= Consider that three of the RAs are funded from an OR grant,
one is funded by the department, and all use the lab equally.
What would be an appropriate allocation?

Answer: 75% OR, 25% IDR

= Maybe your review of the lab showed that it was not used
equally and that the one IDR-funded RA spent considerable
less time in the lab. What would be appropriate now?

Answer: Use your judgment. A
percentage between 75% and 95% for
OR would be reasonable.
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Operations (Using Archibus)

* Demo
= Check out Rooms
» Complete F&A Functionalization
— Confirm Room Detail “Space Surveyed”
— Functionalize Room
— Log Supporting Information
— Update Status

— Keep records
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DEMO 1 Fundamental F&A

Tinyurl.com/ucsfstage

= Confirming Room Detail — Space Survey

» Functionalizing Space — Functionalization form
= Supporting Detail — F&A contact, chartfields

= Status updates

= Completion Activities — Keep records

* BRM Review
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F&A Status flow during Survey

* Rooms are ready to be Surveyed
* Action: Check out Room

» Space is surveyed and ready for F&A functionalization

|n Progress « Partial detail may be included

» Department may move between In Progress and Surveyed

* F&A functionalization is complete including supporting notes

* All rooms must be in surveyed status for F&A survey to be
completed

« Action: select the ‘Complete F&A Survey’ button
* F&A Status will turn green

CompletEd * Detail not available for departmental edits,

* F&A Survey is final and detail turned over to campus

Com ple ed- BRM « BRM review: No department action

= F&A is not available until basic space detail has been surveyed

= Upon Completion users are certifying data and are advised to make and keep copies
of records

= Copy Err and Chartstring Err will show if F&A copy caused an incomplete record
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Completing the F&A Survey

= Upon completion, you will get a confirmation and prompt to record
your submission.

Confirm

L) By clicking CONFIRM, the records assigned to you will be updated to the F&A Status of
\7/ “COMPLETED?" This status verifies that you along with the F&A contact noted in each record
are familiar with the space, occupants and functions assigned. A system-generated email will be sent  §
to you validating confirmation. After confirmation, you may generate 'F &A Status by Department
Report’ for your records.

Confirm Cancel

» Generating the F&A Status by Department report will secure the
data you have submitted for your records.

= An email will also be sent from the system documenting your
completion.
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Other Space Survey ltems

Demo
» Shared Space
= Copy Functions

= Reporting Tools
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DEMO 2 — F&A’s Finer Points

Tinyurl.com/ucsfstage

» Shared rooms — status at lowest level

= Built in logic notes and Prior Survey

= Copying

= Reports

» F&A Tools and Training Resources — Archibus Home Page
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F&A Reports

¢ COORD1 ~ Sign Out
‘%J ARCHIBUS Coordinator Home Page

Tasks
Space Update Form Annual Space Update Process Submit Feedback

Space Request Form Space Update Status by Division Training Resources

View All Space Requests Space Update Status by Department Campus Planning Wehsite
Space Console F&A Reports F&A Tools and Training

F&A Status by Department
F&A Status by Division

F&A DP/P| Exception Report
F&A Survey Exception Report

F&A Status by Department Report can be saved when complete to
record submitted detail
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Reports

Division Report shows the status of rooms where F&A Req = YES, which
F&A Status by Department ’ means detailed functionalization by the Space Coordinator is
Department, .
required.
Report shows the status of rooms where F&A Req = YES, which
F&A Status by Division Division means detailed functionalization by the Space Coordinator is
required.
Building, Floor, Report for all rooms where F&A Req = YES and one or both of the
F&A DP/PI Exception Report Division, Department or Pl info is missing as a guide for which rooms need
Department to be flagged and corrected.
. Building, PI Code, . N
F&A Survey Exception Division, Report shows F&fi. recor.ds where no Functionalization has
Report Department occurred yet but is required.
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Report

F&A Status by Department

1. F&A Status by Department

F&A Status by Department FEIXLs
Department Total Survey Total In Total Copy - Total
Division Code Division Name Code Department Name Records Total Ready % Ready Progress % In Progress Error % Copy - Error Total Surveyed % Surveyed Complet
143100 M_HDF Comprehensive Cancer Ctr 143100 M_HDF Comprehensive Cancer Ctr 285 206 72.28% 0 0.00% 1] 0.00% 79 27.72% 0
<
Department Detail EIXLS | 2% v
Building Code: 2[282] 3[3] AlLIZ85]
Department
Building Code Building Name Room Code Room Category .. Room Type Room Area ft? Room Notes Business Unit Name Division Code Division Name Code L
2316 Helen Diller Family Cancer Research 236 C-WETLAB SUP  WET LAB SUP 101.11 Hot room M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 3
2316 Helen Diller Family Cancer Research 255 C-WETLAB SUP  TISSUE CULT 100.98 Tissue Culture Rm M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 )]
2316 Helen Diller Family Cancer Research 255 C-WETLAB SUP  TISSUE CULT 100.98 Tissue Culture Rm M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 ]
2316 Helen Diller Family Cancer Research 346 C-WETLAB SUP  WET LAB SUP 101.67 Film Processor Recharge M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 )]
2316 Helen Diller Family Cancer Research 206 C-WETLAB SUP  WET LAB SUP 101.11 Dark Room M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 »
2316 Helen Diller Family Cancer Research 222 C-WET LAB WET LAB 5,168.10 including lab benches, equipment and additional... M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 ]
2316 Helen Diller Family Cancer Research 244 C-WETLAB SUP  WET LAB SUP 114.85 Film Processor Recharge M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 13
2316 Helen Diller Family Cancer Research 245 C-WETLAB SUP  WET LAB SUP 200.63 Procedure Rm - Hemavet M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 L3
2316 Helen Diller Family Cancer Research 322 C-WETLAB SUP  WET LAB SUP 5,168.17 West Wing Open Lab Benches M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 13
2316 Helen Diller Family Cancer Research 422 C-WET LAB WET LAB 5,168.44 M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 13
2316 Helen Diller Family Cancer Research 425 C-WETLAB SUP  WET LAB SUP 60.80 Shared copier. M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 ]
2316 Helen Diller Family Cancer Research 440 C-WETLAB SUP  WET LAB SUP 39153 M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 »
2316 Helen Diller Family Cancer Research 208 C-WETLAB SUP  WET LAB SUP 214.16 M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 ]
2316 Helen Diller Family Cancer Research 208 C-WETLAB SUP  WET LAB SUP 214.16 M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 »
2316 Helen Diller Family Cancer Research 245 C-WETLAB SUP  WET LAB SUP 200.63 Procedure Rm - Hemavet M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 ]
2316 Helen Diller Family Cancer Research 250 C-WETLAB SUP  WET LAB SUP 302.40 Linear Equipment Room M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 L3
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Report 2: F&A Status by Division

F&A Status by Division

F&A Status by Division EXLs
Total
Total Survey Total In Total Copy - Total Completed - % Coi
Division Code Division Name Records Total Ready % Ready Progress % In Progress Error % Copy - Error Total Surveyed % Surveyed Completed % Completed BRM BRM
143100 M_HDF Comprehensive Cancer Ctr 285 206 72.28% 0 0.00% 0 0.00% 79 2772% 0 0.00% 0 0.00%
<
Division Detail XS 2 -

Building Code: 212821 3[3] All[285]

Department
Building Code Building Name Room Code Room Category Room Type Room Area ft? Room Notes Business Unit Name Division Code Division Name Cage L
2316 Helen Diller Family Cancer Research 236 C-WETLAB SUP  WET LAB SUP 101.11 Hot room M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 I
2316 Helen Diller Family Cancer Research 255 C-WETLAB SUP  TISSUE CULT 100.98 Tissue Culture Rm M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 ]
2316 Helen Diller Family Cancer Research 255 C-WETLAB SUP  TISSUE CULT 100.98 Tissue Culture Rm M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 F
2316 Helen Diller Family Cancer Research 346 C-WETLAB SUP  WET LAB SUP 101.67 Film Processor Recharge M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 ]
2316 Helen Diller Family Cancer Research 206 C-WETLAB SUP  WET LAB SUP 101.11 Dark Room M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 ]
2316 Helen Diller Family Cancer Research 222 C-WET LAB WET LAB 5,168.10 including lab benches, equipment and additional... M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 3
2316 Helen Diller Family Cancer Research 244 C-WETLAB SUP  WET LAB SUP 114.85 Film Processor Recharge M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 r
2316 Helen Diller Family Cancer Research 245 C-WETLAB SUP  WET LAB SUP 200.63 Procedure Rm - Hemavet M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 r
2316 Helen Diller Family Cancer Research 422 C-WET LAB WET LAB 5,168.44 M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 r
2316 Helen Diller Family Cancer Research 425 C-WETLAB SUP  WET LAB SUP 60.80 Shared copier. M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 ]
2316 Helen Diller Family Cancer Research 440 C-WETLAB SUP  WET LAB SUP 391.53 M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 r
2316 Helen Diller Family Cancer Research 322 C-WETLAB SUP  WET LAB SUP 5,168.17 West Wing Open Lab Benches M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 ]
2316 Helen Diller Family Cancer Research 461 C-WETLAB SUP  WET LAB SUP 495.66 M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 r
2316 Helen Diller Family Cancer Research 325 C-WETLAB SUP  WET LAB SUP 254.52 Glasswash Autoclave Recharge M_School of Medicine 143100 M_HDF Comprehensive Cancer Ctr 143100 ]
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Report 3: F&A DP/P| Exception Repor

F&A DP/PI Exception Report

F&A DP/PI Exception Report
Building Code: 2[521] 3[118] A[([635]

Building Code

2274
2274
2252
2252
2252
2252
2252
3001
3001
3001
3001
2252
2252
2252
2252
2252
2252
2252
2252
2252
2252
2252
3042
3042
3042

Building Name

Moffitt Hospital

Moffitt Hospital

Medical Science Building
Medical Science Building
Medical Science Building
Medical Science Building
Medical Science Building
Rock Hall

Rock Hall

Rock Hall

Rock Hall

Medical Science Building
Medical Science Building
Medical Science Building
Medical Science Building
Medical Science Building
Medical Science Building
Medical Science Building
Medical Science Building
Medical Science Building
Medical Science Building
Medical Science Building
Sandler Center

Sandler Center

Sandler Center

Floor Code

14
08
12
12
10
02
02
01
01
01
01
04
04
04
06
06
06
06
06
06
06
07
02
02
02

Room Code

M1476
M876
1231
1250
1050
216
216A
190
190G
190H
190K
4478
447D
447G
672
6728
672E
672G
672H
6721
672K
750
217
217A
2178

Room Type

OFFICE

OFFICE

ADMN OFF sUP
ADMIN OFFICE
ADMN OFF SUP
ADMN OFF 5UP
ADMN OFF 5UP
ADMN OFF sUP
ADMN OFF sUP
ADMN OFF SUP
ADMN OFF 5UP
ADMIN OFFICE
ADMIN OFFICE
ADMIN QFFICE
ADMIN OFFICE
ADMIN OFFICE
ADMIN OFFICE
ACAD OFFICE
ADMIN OFFICE
ACAD OFFICE
ACAD OFFICE
ADMN OFF sUP
ADMIN OFFICE
ADMIN OFFICE
ADMIN OFFICE

BU Code

100000
100000
100000
100000
100000
100000
100000
100000
100000
100000
100000
100000
100000
100000
100000
100000
100000
100000
100000
100000
100000
100000
100000
100000
100000

BU Name

M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine
M_School of Medicine

Division Code

132050
132050
106028
106028
122000
122000
122000
122000
122000
122000
122000
129070
129070
129070
140020
140020
140020
140020
140020
140020
140020
140020
140020
140020
140020

Division Name

M_Otolaryngology
M_Otolaryngology

M_CMP (Cellular Molecular Pha)
M_CMP (Cellular Molecular Pha)
M_Dean’s Office

M_Dean’s Office

M_Dean’s Office

M_Dean’s Office

M_Dean’s Office

M_Dean’s Office

M_Dean’s Office

M_Microbiology and Immunclogy
M_Microbiology and Immunology
M_Microbiology and Immunology
M_Neurology

M_MNeurology

M_Neurology

M_Neurology

M_Neurology

M_Neurology

M_MNeurology

M_Neurology

M_Neurology

M_Neurology

M_Neurology

Department Code

132071
132071
106028
106028
122000
122000
122000
122000
122000
122000
122000
129070
129070
129070
140020
140020
140020
140020
140020
140020
140020
140020
140020
140020
140020

Exs | @
Department Name

M_Oto-General OHNS
M_Oto-General OHNS
M_CMP (Cellular Mole
M_CMP (Cellular Mole
M_Dean's Office
M_Dean's Office
M_Dean's Office
M_Dean's Office
M_Dean's Office
M_Dean's Office
M_Dean's Office
M_Microbiology and |
M_Microbiology and |
M_Microbiology and |
M_Neurology
M_Neurology
M_Neurology
M_Neurology
M_Neurology
M_Neurology
M_Neurology
M_Neurology
M_Neurology
M_Neurology
M_Neurology
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Report 4: F&A Survey Exception Report

F&A Survey Exception Report Show © Clear = @
Building Code Pl Code Division Code Department Code
F&A Survey Exception Report Exs @
Sum Of
F&A Status Primary Strategist Primary Coerdinator Percentages CRC Charstrings CRC Percentage OR Charstrings OR Percentage SC Charstrings SC Percentage F&A Notes F&A Contact
v

Ready Suzanne Murphy Kirstie Applen|Kirk Hudson|Ruth Pacquing 0.00 0 0 0

Ready Suzanne Murphy Kirstie Applen|Kirk Hudson|Ruth Pacquing 0.00 Q 0 0

Ready Suzanne Murphy Kirstie Applen|Kirk Hudson|Ruth Pacquing 0.00 0 0 0

Ready Suzanne Murphy Kirstie Applen|Kirk Hudson|Ruth Pacquing 0.00 0 0 0

Ready Suzanne Murphy Kirstie Applen|Kirk Hudson|Ruth Pacquing 0.00 0 0 0

Ready Judy Fuller Shauna Strong 0.00 0 0 0

Ready Suzanne Murphy Kirstie Applen|Kirk Hudson|Ruth Pacquing 0.00 0 0 0

Ready Suzanne Murphy Kirstie Applen|Kirk Hudson|Ruth Pacquing 0.00 0 0 0

Ready Suzanne Murphy Kirstie Applen|Kirk Hudson|Ruth Pacquing 0.00 0 0 0

Ready Suzanne Murphy Kirstie Applen|Kirk Hudson|Ruth Pacquing 0.00 0 0 0

Ready Suzanne Murphy Kirstie Applen|Kirk Hudson|Ruth Pacquing 0.00 Q 0 0

Ready Suzanne Murphy Kirstie Applen|Kirk Hudson|Ruth Pacquing 0.00 0 0 0

Ready John Ewers|Karin Wong Adele Dow 0.00 0 0 0

Ready John Ewers|Karin Wong Adele Dow 0.00 0 0 0

Ready Suzanne Murphy Timothy OrozcolRuth Pacquing 0.00 Q 0 0

Ready John Ewers|Karin Wong Christine Razler 0.00 0 0 0

Ready John Ewers|Karin Wong Maria Novelero|Christine Razler 0.00 Q [} [}

Ready John Ewers|Karin Wong Maggie Millett 0.00 0 0 0

Ready John Ewers|Karin Wong Adele Dow 0.00 0 0 0 .
4 »
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F&A Resources - Archibus Homepage

* F&A Focus Group training presentation

= Functional definitions

= Chartstring lookup link

Submit Feedback

- FAQS Training Resources

Campus Planning Website
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F&A Space Component Recap

» Focus Group Training Objectives
» F&A Survey Key Points
» Follow up/ Next Steps

56 F&A Survey Recap



Objectives

» Develop a basic understanding of
*the value of the F&A Space Survey
and
*what is required to complete F&A functionalization
within Archibus

= This training will provide:

* a Big Picture view of F&A
Approach * descriptions of the concepts, terms and
operations included in the F&A portions of the
space survey
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Key Points

* Professional judgment is the key; an “exact science” will
become too complex

« First-hand knowledge is required

 Visiting professors and emeritus faculty activities cannot be
100% Organized Research (OR)

« Seed money, general funds supported, discretionary funds
supported activities are not OR

« Pay attention to graduate research assistant, students in the
space, and how they are funded

« If sponsored activity is supported with departmental funds
documented as cost sharing the related portion of space
should be coded like the activity as OR or OSA

* Note questions and review with BRM Support
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Follow Up Plan — What's Next?

» Department Support documents will be provided
* Organized research chartfields
* PI fund profile
* Non coded chartfields
» Schedule target follow up meeting
« BRM team is available when you are
« Schedule working and update meetings in October and November

* Department Schedule worksheet in Box

« -or email BRM / Garret Jang with requested day and time slot
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Department Scheduling Tool

2019 F&A Space Meeting Schedule - October

Date

-

U

Day of
WeekfTimesla -1

Division (1) -

Primary Contact (1)

Additional Representatives

b

Location (1) -

MNotes (1) -

sample

M_MEDICIME

Alyssa Tecklenburg

Izlhmy Alkbarian, Brooks Bigart

HSW

See Amy for rm

Tues 10-12

Tues a-3pm

Tues 3-5

Weds 10-12

Enter
Coordinator
Mame

Weds 1-3pm

Weds 3-5pm

Thurs 10-12

Thurs 1-3pm

Thurs 3-5pm

Fri 10-12

Fri 1-3pm

Mon 10-12

Mon 1-3pm

Mon 3-5pm

Tues 10-12

Tues 1-3pm

[ e T T T e R T Y o WY Y WY N R e N ]

Tues 3-5pm

Weds 1-3pm

16

Weds 3-5pm

17

Thurs 10-12

17

Thurs 2-3pm

7

Thurs 3-5pm

dy

all day

ERM

Morissa Gleichenhaus

Garret Jang and Darryl Lim

(@ 654 minn

BRM no mtg

October

Novmber | USEGTBaparmEs |

Strategist and Coordinators

Sheet1 |

®
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Support Team

* BRM F&A Team (F&A component)
« Darryl Lim (darryl.lim@ucsf.edu)

* Morissa Gleichenhaus (magleichenhaus@ucsf.edu)

« Garret Jang (garret.jang@ucsf.edu)

« Carol Luong (carol.luong@ucsf.edu)
« Edel Alon (edel.alon@ucsf.edu)

» Space Analytics team (system operations)
« Ritesha Khanna, Lisa Lettau, Craig Culver, Bob Pizzi

* Archibus-support@ucsf.edu
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Money is spent in support of Mission ,

» Research, Teaching and Patient Care occur NS
» Financial Statements are produced

« Space related expenditures include Depreciation and OMP

17. Operating Expenses by Function

Operating expenses, by functional classification, for the years ends

{in thousands of dollars) 2017 2016
Instructicn $347,232 %384 083
Resaarch 1,058,394 1,109,712
Public service 132,405 125,986
Academic support 333,464 48,103
Student services 27,238 29,191
Institutional support 208,052 243.072
Operations and maintenance of plant TT418 77,831
Student financial aid 20,987 20,208
Medical centar 3,788,235 3.421,859
Auxiliary entarprises 32,736 36,513
Dapreciation 342,716 335,259
Impairment of capital assats 653 545
Total operating expenses $6.371,530 $6,201,356
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Expenditures are classified as Direct or Indirect (F&A)

Expendit
ures are
classified
as cither
Direct or
Facilities
&

= Building Depreciation and Interest and [ =)

5 3

» Financial Statement Functions are restated into Federally N .7
defined Direct Bases and Indirect Pools

8. Land, Infrastructure, Buildings, Equipment, Libraries and Collections
UCSF's capital asset activity for the years ended June 30, 2014 and 2013 is as follows:
(in thousands of dollars) 2012 Additions Dispozals 2013 Additions Dispozals 2014
ORIGINAL COST
Land $ 255524 % A07  § - § ;58§ 3§ - § 255867
fmf“_------‘-1_--'--'J--.l“--------j_-
Buildings and improvements 3,554,077 147,863 (0.499) 9,603,341 88,754 (11200 3,780,075
Equipment 671,830 73,088 (36,775) 708,143 46,071 (28561) 726,553
t G A M BN B B S S S YR N S - -(MF D G N N, — *6“]- L_ )
Librarizs and collections 86,743 187 4610 82,320 144 82) 2,402 UNIVERSITY OF CALIFORNIA, SAN FRANCISCO
Special collactions 24,423 - ® 24415 = &)} 24,344 FYE JUNE 30, 2014
Construction in progress 854,602 225,206 (60,180} 010,718 376,610 - 1,208,337 Reconciliation Schedule 3
Capital assats, at original cost $5,498,132 $583,002 S(118,068) $5,963,156 $515.473 $(56,229)  $6,422,400 T F B N _F B _N_ B B FF - r-r 5 §F ¥ §F B N B B N N B N B N ¥ ]
T Researzh Pub Sue Aead Spt 88 st Spt OMP  SFA Auy Med Cors Tetal
]
PER RECOMNZ 4EE14TTS  ELBS01ATE RG0S5 4TASE0302 30906455 (AGIZRMMT 77234 25407723 1829213434 3545485108
’m\---------------------------------
CISTRIBUTE To 1
l £20 - CpscaMam il B1161 TREG5 623 1,127 TLHI5E5
| =2 Cpeotions & Mun 23S0 REIES 22 36 868,628
025 - Casaral Adsin | zreeso zmezs axmoe TsoaTs 33372 TATEIE0 487414 1,338,228 BTOEAG4  G0081,052
I 030 - Depatmant Admin 8,541,358 858 385 43 r35E1 45 BT GADEE4 48 7B, 120
I 35 . Spoesemed Proj Admin I 178 16,727,820 16,728,107
I 0 - Suden Sves S admin | a0l A G256 182005 0250360 128,670 23,200,050
045 - Library 7,250,370 7,260,370
I D50 - Irsr & Dapt Risch I 205, 282.89¢2 175,230,331 114,995 TA07T.RES 83,730 £54 705,748
085 - Crganized Fmsaarch WEG08  BSTEEESL 3 41,228 386403,75
| L 553 B850 7,066 B.255,138
060 - Cthwr Spensored et | zoemess  7amaent emssimen  aTmeT 3E83eS 5203 5307 147,210,527
I DB . a0 Fason Agr ER20E 1,596 659 76, &0 2. 140,580
I OEE  Oifver Insdicl Aok I 25, 734705 E164355 1070406 2,168,057 477362 4607565 1,268 157 24053 548 B2 IR ETO
06T - Hompial 1 13 12395 1 5078 1822457560 1,832 475 457
| oo Practice Fians - 2REE 138683 347,383,250 347,473,420
\ TOTAL U JEEETATTS  BEESINATE  TRE0SIGE  4TASEN3I3 20006455 14512237 TT112345 0 25407723 1829213434 3545465108
- s
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Indirect Costs are allocated to Direct Functions

2 CFR 200 - Uniform Administrative Requirements,

Cost Principles, and Audit Requirements for Federal Awards

= Allocations must be based on approved methods, r | | \
supportable and reasonable

are allocated
rrrrrrrrr
Functions

 Cost Based
e FTE

* Via Survey

Direct Bases

Instruction and JOrganized Other (Public Service/ Health)
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The Space Surveys inform Facilities allocations

» Space data allows allocation of costs by multiple methods:
« Campus, Building, Department, Room Type, and Room
-------------------------- Space Statistics by Room -----------=---mmmmmmmeem oo

Bldg Dept Room # | Room Room Desc
Type

Smith  CVRI Rsch Lab 90% 10%
Smith - CVRI  110a 255 Rsch Lab Service 95 90% 10%
Smith CVRI 120 310 Office 150 25% 75%
Smith CVRI 130 210 Class Lab 450 0% 100%

------------------------ Summary Space Statistics ----------------==---mm-mmmmmo—-

Allocate by Summary Statistic m

Campus Total for all buildings and all departments 8% 92%
Building Total for Smith (all departments in Bldg) 70% 30%
Department Total CVRI (all rooms with CVRI) 65% 35%
Room Type Total for Research Labs and Lab Services 90% 10%
Room Individual Research Room #100 90% 10%
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( \
Rates are computed and Negotiated ~:~

Negotia
ey

COLLEGES AND UNIVERSITIES RATE AGREEMENT
UNIVERSITY OF CALIFORNIA, SAN FRANCISCO
FYE JUNE 30, 2014 EIN: 94-5036493 DATE:11/27/2017
Rate Schedule By Direct Group, Indirect Group Report
ORGANIZATION: FILING REF.: The preceding
Direct Cost Group: 055 - Organized Research University of California (UCSF) agreement was dated
San Prancisco Campus 05/23/2012
Indirect Cost Group Base Base “'m:"m Rate C’Pﬁz €54 Minnesota Street, 2nd Floor
I— San Francisco, CA 94143
025 - General Admin All 201,279,611 31,415,340 8.03
D030 - Depanment Admin All d@n.zraen 82,735,705 2113 The rates approved in this agreement are for use on grants, contracste and ether
035 - Sponsored Proj Admin Sponsar 372,481,260 11,735,768 3.15 agreemente with the Federal Govermment, subject to the conditions in Sectien III,
040 - Student Svcs & Admin All 201,279,811 3,819,362 0.88
Subtotal For Administrative 128.720.203 331 2000 SECTION I: Facilities And Administrative Cost Rates
Facilities RATE TYPES: FIXED FINAL PROV. (PROVISIONAL} PRED. (PREDETERMINED)
005 - Buildings On Campus 320,706,059 43,274 583 13.13
010 - Interest On Campus 320.706.059 27422313 8.32 EFFECTIVE BERIOD
015 - Equipment On Campus 329,706,058 7524515 228
022 - Operations & Maint On Campus 320,706,050 54225773 16.45 EEE FROM RATE H ] LOCATION
045 - Library On Campus 320,706,050 8,114,080 1.85 Io w
Subtotal For Facilifies J—— w203 w20 PRED. 07/01/2016 06/30/2017 58.50 On-Campus Org. Research
on Campus Rate: 521 - PRED. 07/01/2017 06/30/2018 5%.50 On-Campus Org. Research
PRED. 07/01/2018 06/30/20189 60.00 On-Campus Org. Research
Add: Utility Allowance 1.30 130
PRED. 07/01/2019 0&/30/2020 60.50 On-Campus Org. Research
On Campus Rate: oes e PRED. 07/01/2020 06/30/2021 61.50 On-Campus Org. Research
Off Campus Rate: e 2800 PRED. 07/01/2016 06/30/2021 26.00 O£f-Campus Org. Research
0 -C FRED. 07/01/2016 06/30/2017 44 .00 On-Campus Instruction
n-Lampus BRED. 07/01/2017 06/30/2018 45.00 On-Campus Instruction
ERED. 07/01/2018 06/30/2021 46.00 On-Campus Instruction
S d R h PRED. 07/01/2016 06/30/2021 26.00 Off-Campus Instruction
ponsored rhesearc PRED. 07/01/2016 06/30/2017 34.00 On-Campus (a)
PRED. 07/01/2017 06/30/2018 35,00 On-Campus (A)
ERED. 07/01/2018 06/30/2021 37.00 On-Campus (B}
7116 - 6/3017 58.5% PRED. 07/01/2016 06/30/2021 26.00 Off-Campus (A}
7/1/17 - 6/30/18 59 59 PRED . 07/01/2016 06/30/2017 27.40 On-Campus (B)
- - PRED. 07/01/2017 06/30/2018 28,40 On-Campus {B)
?f'”'l B 51’3[”19 ED 0{}, ERED. 07/01/2018 06/30/2021 29.40 On-Campus {B)
- ST PRED. 07/01/2016 06/30/2017 19.70 Off-Campus (B}
7/1/19 - 6/30/20 60.9%
= g 1]
Page 1 of 5
7/1/20 - until amended 61.5%
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Understanding F&A Calculation

Indirect Costs

Costs are identified as are allocated to

either Direct or

Rates are
computed and
Negotiated

Reimbursement
is Recovered

Indirect (F&A) Fu[?]'?ffé%s

» The F&A Rate is the mechanism used to reimburse the University for the
Infrastructure support costs as well as the administrative costs associated
with sponsored research and other sponsored projects

Building Interest Equipment Depreciaton ~ OMP including Utilities ~ General Admin including Accounting & Finance
Building Depreciation Deferred Maintenance  Library Sponsored Project Support Departmental Administration

Allocable F&A Costs
= F&A Rate

Applicable Modified Total Direct Costs

Organized Research Intergovernmental Personnel Act Agreements Other Institutional Activities (e.g. Medical Center)

Other Sponsored Activities (e.g. Public Service) Clinical Research Centers Departmental Research and Instruction

» The F&A rate is essentially an overhead rate. Itis calculated as a
percentage of overhead associated with, an allocable to, sponsored research

and other activities, divided by the direct costs of sponsored research and
other activities
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Reimbursement is Recovered vl

» UCSF recovers significant costs based on negotiated rates with
sponsors to reimburse expenditures spent on related facilities
and administration

» Recovered costs are used to support building debt payment,
operations and maintenance of facilities, sponsored project
support and more

» Continued assessment of F&A space detall is important to
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F&A Operations
UCSF Demo 1
Basic functionalizaiton




Accessing the Space Update Form

wArLIL T

ARCHIBUS Coordinator Home Page

Space Update Form Departments/Occupancy Submit Feedback
Space Request Form Department By Building Training Resources
View All Space Requests Building By Department Campus Planning Website
Space Console Space Assignment and Occupancy by F&A Tools and Training
Department
Pls By Department
View All Rooms
Occupancy
Motifications

Welcome to the Archibus Space Management System!
For updates and revisions to Space Survey, please attend the
AMNMUAL SPACE SURVEY TOWMN HALL - 2019
on Thursday, September 5th from 10:00 - 11:30 AM at HSW 303
Please clear your browser cache & cookies weekly to avoid any lag in System Updates.

For guestions/comments please contact: Archibus-Support@ucsf.edu
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Finding Space Update Detalls

(ﬂ ARCHIBUS Coordinator Home Page Tasks~

My Room List = Active Space Update Room List = Hoom Detalls All Rooms

Show @Clear @

Division Code Department Code

Req

T o 1

* S\ithdraw Complete Annual Space Survey B+ X3 ]

e Roont Taramnatian T T T snamannns C IR

mBuilding Code: 2B471 3131 All[350]
"

Subm

& Space suveyed |

s Space Update  Space Floor - Room Area 5q
. Status Surveyed? FA Status FA Reg Plan  Building Code .. Building Name Fioor Code Room Code BU Name Division Name Department Name Principal Investigator Room Category . RdBm Type 3
. (]
. =
" w
a [ Ready No Ready No £ 2018 Mt Zion Bldg A o7 AT-15A M_School of M_HDF Comprehensive M_HDF Comprehensive Pl Assignment Pending C-DRY LAB DRY LAB SUP 1
- Medicine Cancer Ctr Cancer Ctr :
.
: D Ready No Ready No E 2018 Mt Zion Bldg A 07 A709 M_School of M_HDF Comprehensive M_HDF Comprehensive David Donner CADMIN AWIN QFFICE 7
M Medicine Cancer Ctr Cancer Ctr L]
. "
M D Ready No Ready No @ 2018 Mt Zion Bldg A 07 A710 M_School of M_HDF Comprehensive M_HDF Comprehensive C-ADMIN ADMIN OFFICE 7
L4 Medicine Cancer Ctr Cancer Ctr :
"
o [ Ready No Ready No 57 2018 Mt Zion Bldg A o7 AT12 M_Schoal of M_HDF Comprehensive M_HDF Comprehensive C-ADMIN AN OFF suP 2
- Medicine Cancer Ctr Cancer Ctr -
. ]
2 [ Rready No Ready No 57 2018 Mt Zion Bldg A o7 AT1S M_School of M_HDF Comprehensive M_HDF Comprehensive C-ADMIN AQGHIN OFFICE 32
L] Medicine Cancer Ctr Cancer Ctr =
. =
=[] ready No Ready No 57 2018 Mt Zion Bldg A o7 AT1T M_Schoal of M_HDF Comprehensive M_HDF Comprehensive Rahul Aggarwal C-ACAD OFC AGD OFFICE 22
. Medicine Cancer Ctr Cancer Gir a
»
2 [ Reagy No Ready No 57 2018 Mt Zion Bldg A o7 A720A M_Schoal of M_HDF Comprehensive M_HDF Comprehensive C-ADMIN AGHN OFF SUP 2
- Medicine Cancer Ctr Cancer Cir el
" .
- D Ready No Ready No @ 2018 Mt Zion Bldg A 07 AT21A M_School of M_HDF Comprehensive M_HDF Comprehensive C-ADMIN AWN OFF SUP 2
b Medicine Cancer Ctr Cancer Ctr -
.
: D Ready No Ready No @ 2018 Mt Zion Bldg A 07 A723 M_School of M_HDF Comprehensive M_HDF Comprehensive Robert Warren C-ADMIN ALYIN OFFICE 20
L] Medicine Cancer Ctr Cancer Cir -
. .
L] D Ready No Ready No @ 2018 Mt Zion Bldg A 07 AT2TA M_School of M_HDF Comprehensive M_HDF Comprehensive Robert Warren C-ADMIN ADMN OFF SUP 2
: Medicine Cancer Ctr Gancer G .
2 [ Reaay No Ready No 21 2018 Mt Zion Bldg A o7 A724 M_Schoal of M_HDF Comprehensive M_HDF Comprehensive Eric Nakakura CADMIN AIMIN OFFICE 20
L] Medicine Cancer Ctr Cancer Cir -
. ¥
Y ramy B EEEE Ry wsnnnnnnnnihommn T Ry . . RN NN NN RN RN NN REGEEN Y E N B TR iem m R EEEEE e = RDMN OFF SUP 2
Medicine Cancer Ctr Cancer Cir
D Ready No Ready No @ 2018 Mt Zion Bldg A 07 A725 M_School of M_HDF Comprehensive M_HDF Comprehensive Insoo Suh CGADMIN ADMIN OFFICE 20
Medicine Cancer Ctr Cancer Cir
D Ready No Ready No @ 2018 Mt Zion Bldg A 07 A725A M_School of M_HDF Comprehensive M_HDF Comprehensive Insoo Suh CGADMIN ADMN OFF SUP 2
Medicine Cancer Ctr Cancer Cir
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AL ARCHIBUS

Space Update Form
My Room List ~ Active Space Update Room List

Coordinator Home Page

How to Update Space

#Show OClear O

Building Code Division Code Department Code
Pl Name
Room Information #)Download XLS ' Update Rooms ' £+ @
Building Code: 20201 3119 Aul139]

o ) - » » _ Number of »
Space Update Status Floor Plan  Building Code . Building Name « Floor Code Room Code BU Name Division Name . Department Name Principal Investigator Room Category = Room Type Room Area 5. Ft.— Stations Availability Edit Note
[ [ il [ il ] [ i [ J il J [ |
In Progress E 2280 UC Hall 03 300 F_Finance & Administration F_Real Estate F_RE Projects Cary Kraft C-WET LAB WET LAB 2,773.32 4 1 2
In Pragress 2 2
nemees Space Update Form ——
- P P .
In Pragress 0 0
In Pragress B 2280 N . . . 5 5
e = My RoomList Active Space Update Room List oo Details All Rooms 0 A
In Progress £ 2280 14 14
In Progress B9 2280 6 6
In Progress &9 2280 6 6

[ Ready HY 2280 7 3

[ Ready BT 2280 ADMIN OFFICE 119.87 1 [

[ Rready BT 2280 ADMIN OFFICE 156.21 1 1

[ Ready £ 2280 4DMN OFF SUP 85.29 1 1

[ Ready BT 2280 JMN OFF SUP 39.75 0 -1

[ Ready £ 2280 ADMN OFF SUP 7426 0 0

[ Ready B9 2280 CONFRNCE RM 249.42 10 10

[ Ready g 2280 ADMN OFF SUP 9.83 o 0

[ Ready BT 2280 UC Hall B 803 F_Finance & Administration F_Real Estate  F_RE Projects C-ADMIN ADMN OFF SUP 1,186.71 0 0

[] Ready E7 2280 UC Hall B B804 F_Finance & Administration F_Real Estate  F_RE Projects C-ADMIN ADMN OFF SUP 170.47 0 0

[ Ready BT 5043 654 New Name 02 201 SHARED SHARED SHARED C-ADMIN CONFRNCE RM 107.38 4 2

[ Ready BT s043 654 New Name 02 204 SHARED SHARED SHARED C-ADMIN CONFRNCE RM 537.44 0 30

[ Ready g 3043 654 New Name 02 205 SHARED SHARED SHARED C-ADMIN ADMN OFF SUP 303.65 o 0

[ Rready T s0us 654 New Name 02 207 F_Finance & Administration F_Real Estate  F_RE Projects C-ADMIN ADMN OFF SUP 206.06 1 1

[ Ready E 3043 654 New Name 02 209 F_Finance & Administration F_Real Estate F_RE Planning C-ADMIN ADMN OFF SUP 310.03 o 0 -
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F&A Overview Step 1 — Space Attributes

= Coordinator

= Verify the physical attributes of each room such as building
name, room number, room type, Pl, Occupants and approximate

square footage for accuracy

@cancel % O

Edit Rooms Space Update Queue Room Details = View Rooms
Room Information ©OraAAccept S ompare | Msave
Floor
Edit tatus Space Surveyed? FA Status FA Flag Plan | Modified By Building Code Building Name Floor Code Room Code Division Name Department Name Room Category
In Progress Yes Ready Yes @ Adrian Miu 2316 Helen Diller Family Cancer Research 03 322 SHARED SHARED CG-WETLAB SUP \
»
Department/Pl Splits (1]
Delete Edit Status Modified By Division Name Department Name Pi Name Loaned From Division Name Is Banked Is Hotel Percentage of Spa
In Progress Adrian Miu M_MEDICINE M_MED-HMON-CORE Eric Collisson M_HDF Comprehensive Cancer Ctr No No
In Progress Adrian Miu M_HDF Comprehensive Cancer Ctr M_HDF Comprehensive Cancer Ctr Pl Assignment Pending M_HDF Comprehensive Cancer Ctr No No -
3
Occupancy (1)
No records to display.
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F&A Overview Step 2 — Functional Activities

= Coordinator with F&A Contact

» Record F&A Contact if assistance was provided

= [dentify the activities which took place in the room during base

year

Functional Use Survey

M Neurqlogy e oo wom smm wew  William A. Weiss  Helen Diller Family Cancer

[
l

EXPECTED - ACADEMIC
OR |0
CRC |0
5C |0

(Private) |0
F

0sA |0
IDR O
OlA |0
DA |0
SPECIAL - NON-ACADEMIC
55F |0
55 |0
LIB O
GA |0
oM |0
S5PA |0
REM O

FA SF1
FA_SF2
FA_SF3
FA_SF4

toeooEOECE

OB OE

ChartString(s)
OR Chartstrings x
lR( Chartstrings X
I SC Chartstrings x

P'or Survey Functionalization
Survey Year F&A Function Contact Name OR % OR Cha

2!8 0.00
2018 Pl Bluestone 9000 SFCHMP
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F&A Overview Step 3 — Supporting Detall

= Coordinator with F&A Contact

= |[dentify the projects/grants that are funding the activities taking
place in the room

» Record notes including additional personnel who were working in
the space during the fiscal year other than occupants and Pl

ChartString(s)
OR Chartstrings ¥ ¥

CRC Chartstrings X X

SC Chartstrings ¥ ¥

Fé&A Contact
F&A MNotes
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Supporting Detalls (cont.) Chartstrings

* Room functions with OR, CRC, or SC require chartstring(s)

" In the Select Chartstring pop-up window, the chartstring will be
displayed with an F&A code. This will assist in confirming
functional alignment.

= Quality Assurance— If chartstring function and space function do
not align, the system will generate a warning. However, it will not
prevent you from submitting. These items will be reviewed by
BRM. Notes gqualifying rationale are appreciated.

» For support with chartstrings outside the tool see:
https://www.cpfm.ucsf.edu/space/sis/chartstrings.cfm

Chartstring Lookup Space@UCSF
Enter Filter Criteria ParentDeptID: SpeedType: Exclude Zero YTD/Prior:
Filter
Clear | Chartstring F&A Fund Dept Fn Project PI YTD$| Prior$
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https://www.cpfm.ucsf.edu/space/sis/chartstrings.cfm

F&A Overview Step 4 — Update Status

= Coordinator with F&A Contact
» Surveyed status identifies state of specific room, department, Pl

= Completed status identifies all department rooms are surveyed

unctional Use Survey

Provide an instruction panel (verbiage TBD by UCSF) that alerts the user that they are responsible for the Space Data as well as the F&A data being accurate

v_HDF Comprehensive Cancer Ctr Pl Assignment Pending  Helen Diller Family Cancer Research - 01 - 137 Copy to Other Rooms * Previous
EXPECTED - ACADEMIC ChartString(s)
OR 0 L% OR Chartstrings
CRC 0 @ CRC Chartstrings
SC 0 2 SC Chartstrings
CT (Private) 0 “
0SA 0 o , — /= 0/ 0 )N
IDR 0 y
oA 0 9 F&A Contact I F&A Status In Progress v I
DA 0 ¥} F&A Notes
SPECIAL - NON-ACADEMIC Surveyed I
SSF 0 @ l
ss 0 s @ - — L= - - - ==
LB 0
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F&A Overview Step 5 — BRM Review

* BRM F&A Team

= Conduct review of the coding, comparing space usage to payroll
data, known as “space to base”

» Research Chartstring mismatches
= Verify 100% OR rooms
» Review Block coding

= Review high dollar organized research chartstrings without space

80
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F&A Operations
UCSF Demo 2
The Finer Points




Performing the F&A Survey

Shared Rooms and F&A Status

Space Update Form

My Rgom List | Active Space Update Room List Details All Rooms
Building Code Division Code Department Code
Pl Name FaAReq v
Active Room Information @Complete F&A Survey | @Space Surveyed | = Submit
Building Code: 21501 311 AUS]  Page1of1
Floor
Space Status FaAReq F&A Status Plan  Compare  Modified 8y Building Code Building Name Fioor Code Room Code BU Name Division Name Department Name
Ves shared
In Progress Yes Reacy 2 &% Adrian Miu 3034 Byers Hall o4 411 SHARED SHARED SHARED
In Progress Yes Ready i1 &% Adrian Miu 3034 Byers Hall 04 4104 SHARED SHARED SHARED
In Progress Yes Reacy i) &% Aarian Miu 3002 Genenech Hall 04 N426 SHARED SHARED SHARED
In Progress Yes i) &% Adrian Miu 3001 Rock Hall 03 3484 SHARED SHARED SHARED
In Progress Yes Ready /] LU EINNEY Space Update Form
In Progress Yes Reacy &% sashaMortez, MyRoom List | Active Space Update Room List | Room Details | All Rooms
In Progress Yes Ready &% sashaMoriez, Room Information
S = Ready &5 Sesha Mortez Space F&A FaA Fioor Modified  Building Building Floor Room Division Department
Edit | Status - Surveyen? Status Flag Plan By code Name Code code Name: Name
[T HIEER e Ready SashaMortez.  ,* 1y progress Yes Ready Yes ] Agrian Miu 3001 Rack Hall 03 3438 SHARED SHARED
In Progress Yes Ready i1 asha Mortez;
In Progress Yes Ready )
In Progress Yes Ready 9 .
Department/PI Splits
(I e e Reauy & Delete Edit Room Split Update Status Modified By Division Name Department Name Pl Name:
In Progress Yes Ready iH] & X # InProgress Adrian Miu M_Anatomy M_Anatomy
" In Progress Adrian Miu M Physiolot M_Physiolo Zachary Knig|
X [ 9 | Physiology _Physiolagy ry Knig
display.
Room Functionalization
£dit | Copy  [JJFah Status | Name Division Name Department Neme Use and Percentage = CRC Chartstrings
v
s [® surveyed JFachary Knight 1_Physiology M_Physiology 05A- 100.00%
ra k Ready M_Anatomy M_Anatomy
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Performing the F&A Survey

Copying Data from Room To Room

Space Update Form M
My Room List = Active Space Update Room List |~ 100 = AllRooms
#show €Clear @
Building Code Division Code Department Code
Pl Name F&AReq v
Active Room Information @ Complete F&A Survey @ Space Surveyed | = Submit  =Withdraw - @
Building Code: 21101 ALLT0]
Floor

Space Status F&4 Req F&A Status Pian  Compare  Modified By Building Code Building Name Floor Cade Room Code BU Nome Division Name. Department Name Room Category Room Type 4

In Progress Yes Surveyed @ 5’5 2252 Medical Science Building 00 016D E_Executive Vice Chancellor E_Student Academic Affairs E_Stdt Information Systems C-ADMIN ADMIN OFFICE

In Progress Yes Ready BY &% 2252 Medical Stience Building 00 o1ec E_Executive Vice Chancellor E_Student Academic Affairs E_Sidt Information Systems C-ADMIN ADMIN OFFICE

In Progress Yes Ready BY &% 2252 Medical Science Building 00 oles E_Executive Vice Chancellor E_Student Academic Affairs E_Sidt Information Systems C-ADMIN ADMIN OFFICE

In Progress Yes Ready B9 % 2252 Medical Science Building 00 ol6A E_Executive Vice Chiancellor E_Student Academic Affairs E_Stdt Information Systems GADMIN ADMN OFF sUP

In Progress Yes Ready @ % 2252 Medical Science Building 00 016 E_Exacutive Vice Chancellor E_Student Academic Affairs E_Stdt Information Systems C-ADMIN ADMN OFF SUP

In Progress Yes Space Update Form

In Progress Yes
[ — ver My Room List = Active Space Update Room List = Room Details = All Rooms k
n Progress Yo Room Information |
JHEES b Edit | Status ;Z:::‘yed? ;i?us Ei:; iigzr :J'?GWEU ?gggmg Building Nome ?;;g ?ZZJ: Divisian Name Department Name i;?g;ﬂry Room Type'
£ Progress Yes Surveyed  Yes @ 2252 Medical Science Building 00 016D E_Student Academic Affairs E_Stdt Information Systems C-ADMIN ADMIN OR
Department/Pl Splits
Delete Edit Room Split Update Status Modified By Division Name Department Name P Name Loaned From Division Name
X # I Progress E_Student Academic Affairs E_Stdt Information Systems
Occupancy
Name - Full Email Address Primary Emplc
v
Robert Turbyfill Robert Turbyfill@ucsfedu Yes
Room Functionalization
Edit Copy F&A Status Pi Name Division Name Department Nome Use and Percentage CRC Chartstrings OR Chartstrings SC Chartstrings
v
ra K Surveyed E_Student Academic Affairs  E_Stdt Information Systems  IDR - 35.00%|05SA - 65.00%
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Performing the F&A Survey

Copying Data from Room To Room (cont.)

Space Update Form

My Room List = Active Space Update Room List = Room Details = All Rooms

&
&
Copy Functionalization
Room(s) to Copy FROM how Matching Records ~ (
O Function % and  Floor Percentage of Assigned
F&A Status Chartstring Plan  Building Code ~ Building Name Floor Code Room Code Space Department Name Room Type Room Area ft* = Department Code . Assigned Department Name PIt
Surveyed 2281 Mission Hall Building 06 6560 100.00 M_HDF Comprehensive Cancer Ctr DRY LAB 4001 143100 M_HDF Comprehensive Cancer Ctr Pl /
<
Room(s) to Copy TO Copy to Selected Room(s) ~ {=Show All - @
[ chartstring | L] F&A Function % | L] F&A contact | L] F&A Notes | FaA status
Function % Room
Space and Floor Percentage of Department
F&A Status Surveyed? Chartstring  Plan  Building Codt ilding Name Floor Code Room Code Space Department Name Room Type Room Area f® ~ Code Room Departrr
[ I il J [ [ il
O Ready | Yes ET 2087 Canc ch Bldg 01 5172 100.00 M_HDF Comprehensive Cancer Ctr WET LAB SUP 112.95 143100 M_HDF Co A
O Ready |Yes H7 2037 Cancer Rest [ s161 100.00 M_HDF Comprehensive Cancer Ctr WET LAB SUP 94,56 143100 M_HDF Co
| Ready |Yes E7 2037 Cancer Research 04 s476 500N M WNE Camarshanciva Cancer (tr WET | AR SHID 10R 80 SHAREN SHAREN
O Ready |Yes H1 2087 Cancer Research Bldg 04 s473 View F&A Contact, Percentages, Chartstring, F&A Notes
O Ready |Yes E7 2037 Cancer Research Bldg s461 F&A Contact Massi Coe
O Ready |Yes E1T 2037 Cancer Research Bldg 5349
O Ready B8 EY 2037 GanceResearchlBlig 03 B3 CRC Percentage 0 OR Percentage 0 SC Percentage 0
O Ready |Yes HT 2037 Cancer Research Bldg 02 262
CRC Chartstring 1 OR Chartstring 1 SC Chartstring 1
| X CRC Chartstring 2 OR Chartstring 2 SC Chartstring 2
M e S S a g E CRC Chartstring 3 OR Chartstring 3 5C Chartstring 3
CRC Chartstring 4 OR Chartstring 4 5C Chartstring 4
CRC Chartstring 5 OR Chartstring 5 5C Chartstring 5
Update
successful
CT Percentage 0 DA Percentage 0 GA Percentage 0
SUWEYEU“ 9 IDR Percentage 35 LIB Percentage 0 OlA Percentage 0

o
o
&

o

OM Percentage OSA Percentage REN Percentage

o
o

SPA Percentage S5 Percentage S5F Percentage 0

F&A Notes Completing Su

oK
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Performing the F&A Survey

Additional Tools

Functional Use Survey =113
Provide an instruction panel (verbiage TBD by UCSF) that alerts the user that they are responsible for the Space Data as well as the F&A data being accurate -
E_Laboratory Animal Rsch Pl Assignment Pending Rock Hall - 01 - 133 Copy to Other Rooms “Previous Room = * Next Room ™Save % Close ©
EXPECTED - ACADEMIC ChartString(s)
OR |75 Lt OR Chartstrings SFCMP-4000-136224-44-123521A
CRC 25 Y CRC Chartstrings | SFCMP-4002-135123-44-127552L
sC 0 (¥ SC Chartstrings
CT (Private) O Y@
0SA 0 @
IDR O @
F&A Contact Ritesh Khanna F&A Status | Surveyed v
0lA |0 LV
DA 0 o F&A Notes This is where the user can place notes to make sure they are justifying the data provided against the room if necessary.
SPECIAL - NON-ACADEMIC
SSF 0 @
P
550 (]
LB 0 @
GA 0 (7}
0 ) . . o F
oM ¥ Prior Survey Functionalization (1]
SPA 0 9 suvey  oR CRC cr 054 IDR olA DA sCsc SSF |ss
REN 0 @ Year % OR Chartstring % CRC Chartstring Percentage = Percentage Percentage Percentage Percentage % Chartstring % %
Total 100 2018 0.00 45.00 SFCMP-4002-135118-44-H19683G 0.00 0.00 0.00 0.00 55.00 0.00 0.00
2018 0.00 FICHO-5070-851050-47-1000000  0.00 0.00 0.00 0.00 0.00 000 0.00 .00 e
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F&A Operations
Appendix
JLL basis




Performing the F&A Survey

Marking Space as Surveyed

A very big part of the F&A Survey process [T — A
is ensuring that the Space Data is accurate W@' Active Spac Lpdate Room List Al Rooms o
. 8 Show Clear | @
and up to date. For this reason UCSF has a
implemented a tool that allows surveyors to e raatel
signify they have reviewed the Space data Active Room Information © Complete F&A Survey | @Space Surveyed | =Submit || =withdraw | [T &+ ©
. Building Code: 2[266] 3047 AUD313]  Pagelof4 Next>>
before moving on to the F&A data. oor
Space Stotus F&A Req F&A Status Pign  Compare  Modified By Building Code Building Name Fioor Code Room Code BU Name Division Name Department Name
. In Progress @es In Progress E ::- First Admin 3042 Sandler Center a5 5934 SHARED SHARED SHARED
1 : Na\”gate to the Space Update Form In Progress N/A N/A E ::- 2932 Z5FG Building 5 a5 5HOG M_School of Medicine M_MEDICINE M_MED-HOSP-SF(
2. |f the room hasn’t yet been Checked n Progress No Ready [¥] & 2274 Moffitt Hospltal 14 M14958 M_School of Medicine M_MEDICINE M_MED-HOSP-SF(
. In Progress No Completed - BRM E ::- 2274 Moffitt Hospital 14 M14954 M_School of Medicine M_MEDICINE M_MED-HOSP-SF(C
OUt It mUSt be Checked OUt from the In Progress No Ready E "; 2274 Moffitt Hospital 14 M1495 M_School of Medicine M_MEDICINE M_MED-HOSP-SF(C
B In Progress N/A N/A E "; First Coordinator 3045 Smith Cardlovascular Res 01 161 SHARED SHARED SHARED
My Room LISt tab In Progress N/A N/A i¥] & 2932 Z5FG Building 5 03 3A34 M_School of Medicine M_Urology M_Uro-Adult-SFGH
3. Navigate to the Active Space In Progress N/A N/A it/ o) 2932 Z5FG Building 5 03 3826 M_School of Medicine M_Urology M_Uro-Adult-SFGH
. In Progress N/A N/A ik & 2932 Z5FG Building 5 03 3A20 M_School of Medicine M_Urology M_Uro-Adult-SFGH
Update Room LISt and use the In Progress N/A N/A i} -r) 2932 Z5FG Building 5 03 3A1B M_School of Medicine M_Urology M_Uro-Adult-SFGH
T In Progress N/A N/A i8] -r) 2932 Z5FG Building 5 03 3A16 M_School of Medicine M_Urology M_Uro-Adult-SFGH
filters to locate the room.
4 C| k h h kb h | ft f In Progress N/A N/A i8] e 2932 Z5FG Building 5 03 3A10 M_School of Medicine M_Urology M_Uro-Adult-SFGH _
. ick on the checkbox to the left o
the room.

5. Click SPACE SURVEYED.

6. The Space Status will now be
highlighted green to signify the
space has been surveyed and the
F&A process may begin.




Performing the F&A Survey

Performing Functionalization

Space Surveyors needs to pay close
attention to the F&A Req field as this value
directs that at what needs to be done as a
part of the F&A Survey for each room. As
arule F&A Req = Yes means that data is
needed from them for that room. To
Functionalize the Room the user must:

1. Verify the Space Status is
highlighted in green.

2. Verify the F&A Req = Yes

3. Click on the Space Status which will
launch the Room Details tab.

4. Note the Room Functionalization
Panel which is now present.

5. Note that if the user is actively
working on the Space Survey, they
can also click Space Surveyed on
this tab as well to expose the Room
Functionalization Panel (it will be
hidden while Space Surveyed =
NO).

Space Update Form =TT
My Room List = Active Space Update Room List = Room Details = All Rooms 6
Room Information @5pace Surveyed  Sompare  @Save | =Withdraw | =*Submit @Cancel %~ O
Room
Space F&A F&A Floor Building | Building  Floor  Room Roam Room  AreaSq.  Number of Date Date
Edit  Stotus Surveyed? = Status Flog = pan  Modified By Code Name Code = | Code = Division Name Department Nome Category = Type Ft. Workstations = Availability = Modified = Started w Starte
#" In Progress Yes In Progress Yes T First Coordinator 3001 Rock Hall 01 133 E_Vice Chanc Research E_Laboratory Animal Rsch C-WET LAB WET LAB 21519 0 0 7/25/2018 6/25/2018 First(
»
Department/Pl Splits Add New @
Delete Edit Room Spllt Update Status Modified By Division Name Department Name P! Name Loaned From Division Name Is Banked is Hotel Percentage of Space Loan info
X # In Progress First Coordinator  E_Vice Chanc Research  E_Laboratory Animal Rsch Pl Assignment Pending No No 100.00 =
Occupancy Add New Remove @
No records to display.
Room Functionalization @ o
Use and
Edit  Copy F&A Status PI Name Division Name Department Name Percentage CRC Chartstrings = OR Chartstrings SC Chartstrings F&A Notes Surveyed By Last Updated By = F&AC

In Progress Pl Assignment Pending E_Vice Chanc Research E_Laboratory Animal Rsch OSA - 100.00%

First Coordinator -




Performing the F&A Survey

Performing Functionalization (cont.)

Once the user is ready to start capturing T 1
the F&A data they will do so on a detailed My Room List | Active Space Update Room List | Room Details | All Rooms
. T ra (] Sompare  @Save | =Withdraw =*Submi n -
functionalization screen created specifically | Reom nfermation Space Suveyed ) B ompar | @seve | “Wiirow | 2 obrit | Bt [0
tO help Captu re the data by Edit  Status §Tn:yeaz ;::uj i:u: ;fzo.r Modified By ?i:j:mg i‘:femg if; ?:«:: Division Name Deportment Name ?Zf!}’w iyﬂ;: ﬁfﬂ o P;f:?;i;zagrs Availability ia;ﬁeu ?:;:red Starte
s, In Progress Yes In Progress Yes E First Coordinator 3001 Rock Hall 01 133 E_Vice Chanc Research E_Laboratory Animal Rsch C-WET LAB WET LAB 215.19 0 0 7/25/2018 6/25/2018 First €
6. Click on the Edit Pencil within the )
Department/Pl Splits AddNew @
Room Functiona”zation pane| Detete Edit ‘Room Spilt Update Status Modified By Division Name Department Name PI Name Loaned From Division Name Is Banked Is Hotel Percentage of Space Loan info
. . X Ll Space Update Form LT
(USGFS will onIy be able to edit oce My Room List | Active Space Update Room List | Room Details | ALl Rooms
upancy %
records they own). =
. . No records to display. bkt A
7. Function Codes are prowded to Room Functionaliz; ©7°"/c an instruction panei (verbiage T8D by UCSF) that afers the userthat they oe responsibl for the Space Data as well as the F&A data being accurate 5
. E_Laboratory Animal Rsch Pl Assignment Pending Rock Hall - 01 - 133 Copy to Other Rooms # Previous Room ~ * Next Room = ™Save  *Close | @
which percentages can be Eat oy FEA EXPECTED . ACADEMIC T
. ] “ hartstrings
associated 1 - pi—
8. Chartstring Lookup Fields are @ gl @ P
provided (5 each) for Function - N
H 0A 0 @ F&A Contact Féa Status | In Progress v
Codes that may require them to N g Featas @
back up the work being done in the e
550 ("}
room. o o
GA 0 v
9. F&A Contact and F&A Notes can be oM o R N
Captured SPA |0 9 suvey  oR CRC a 054 I0R ol DA s sc SSF |85
. REN |0 @ Yeor % OR Chartstring % CRC Chartstring Percentage = Percentage = Percentage = Percentage = Percentage = % Chartstring = % %
10.  The F&A Status can be updated so T e e - Sy - B— . W— W 1 oo -
that the room is IN PROGRESS
while working and marked
SURVEYED when all data is
captured.




Performing the F&A Survey

Function Code Percentages

Now that we have discussed the data to be
captured, lets talk about how to complete Provide an instruction panel (verbiage TBD by UCSF) that al
each value starting with the Function Code E Laboratory Animal Rsch
Percentages. =
EXPECTED - ACADEMIC
OR 0 LY
1. The Surveyor is responsible for cre [d 9
entering the percentage of work sc o o
done against each Function Code CT (Private) |0 .,
for the room split (shared) or room. 0SA 100 @ e
Those percentages are entered in IDR |0 7
the box to the right of the proper OlA [0 *)
Function Code. L4y 0 e
2. At the bottom note the Total for SPECIAL - NON-ACADEMIC
Function Code percentage. The Sz; E :
record can only be marked Le o U
SURVEYED when that total = 100% o o
and is green, otherwise it will be red om o o
and will only allow the user to save spa [0 .,
IN PROGRESS status for the REN O 7
record. Total 100 (2)
3. Saving IN PROGRESS will retain
any of the updates that have been
made up to this point for further
work.




Performing the F&A Survey

Function Code Percentages (cont.)

If the user applies 100% of the space
against the OR (Organized Research) this
value is likely to draw scrutiny downstream
so the system will ask for verification that
this is correct upon SAVE.

1. The Surveyor enters 100% against
OR.

2. The Surveyor provides at least one
Chartstring.

3. The user clicks SAVE.

4, The message is displayed from
which the user can choose
CONFIRM to save the record or
CANCEL to move back and make
additional adjustments.

oo

My Room List  Active Space Update Room List

Pravide an instruction panel (verbiage TBD by UCSF) that ale

E_Laboratory Animal Rsch
EXPECTED - ACADEMIC

CRC 0

SPECIAL - NON-ACADEMIC

oM |0
SPA |0

REN |0

Room Details = All Rooms

ris the user that they are responsible for the Space Data as well as the F&A data being accurate
Medical Science Building - 03 - 386A

ChartString(s)
ngs |SECMP-43

Copy to Other Rooms

CMP-4300-140024-44-115838A

F&AStatus | Surveyed ¥

X

Confirm

9 Percentage for OR is 100. This makes this room highly Llikely for audit. Please confirm or
‘-:/ modify as appropriate.

Confirm Cancel

Prior Survey Functionalization
Survey Year OR %

OR Chartstring CRC% CRC Chartstring a% OSA % IDR % OIA % DA % SC% SC Chartstring




Performing the F&A Survey

Entering Chartstrings

If OR, CRC and SC are used in
Functionalizing the room supporting
Chartstrings are required (at least 1 and up
to 5).

1. If the user enters a percentage
greater than 0% at least one
supporting Chartstring is required.
If the user tries to save the record
with Status of SURVEYED and
there are none the user will receive
an error message.

My Room List

Provide an instruction panel (ve

E_Laboratory Animal Rsch

EXPECTED - ACADEMIC

OR |75

CRC

CT (Private)

EEEEREEE

SPECIAL -

Flo

0
0

OR Chartstrings
CRC Chartstrings

SC Chartstrings

F&A Contact
F&A Notes

NON-ACADEMIC

Active Space Update Room List =~ Room Details = All Rooms

iage TBD by UCSF) that alerts the user that they are responsible for the Space Data as well as the F&A data being accurate

Pl Assignment Pending Rock Hall - 01 - 133 Copy to Other Rooms Previous

ChartString(s) Message

Functions CRC, OR, SC with percentages greater than 0 must have a chartstring. Please add
supporting chartstring to complete room survey.

OK@

F&A Status | Surveyed v




Performing the F&A Survey

Entering Chartstrings (cont.)

Once the user has percentages against the
proper Function COdeS’ if Chartsmngs are ge TBD by UCSF) that alerts the ¢ wat they are responsib r the Space Data as well as the F&A data bein
required the populate them by: E_Laboratory Animal Rsch Pl Assignment Pending Rock Hall - 01 - 133 Copy to Other Rooms
EXPECTED - ACADEMIC ChartString(s)
1. Click on the ... button to launch the OR 75 OR Chartstrings
Chartstring lookup pop-up. e O GE E:er:ztrmgs
sC S 1aristrinas
2. Note that the Space F&A CD T (Private) ~ o
column matches the Function Code 05A| Select Chartstring @:=shovrt @
agamst Wh|Ch the user |S trymg to DR Charistring Tree String Business Unit Department Code Space F&A CC
. = OIA
enter the Chartstring and the initial DA SFCMP-4000-136224-44-123 999999-100000-136200-136224- SFCMP 136224 M_PEDS-GENERAL PEDIATRICS ~ OR @
list shows those Chartstrings SF(MP—43017136224744—12@ 999999-100000-136200-136224- SFCMP 136224 M_PEDS-GENERAL PEDIATRICS ~ OR
iated with th rrent P SSF SFCMP-4000-148223-44-125452A 999999-100000-148200-148222-148223- SFCMP 148223 M_Surg-Pediatrics-Core Or
associated wi e curre ' oo SFCMP-4000-148223-45-125452A 999999-100000-148200-148222-148223- SFCMP 148223 M_Surg-Pediatrics-Core OR
3. When you find the Chartstring |5 SFCMP-4000-148233-44-125452A 999999-100000-145200-143232-148233- SFCMP 148233 M_Surg-Vascular-Core or
needed simolv click on it t | SFCMP-4100-148223-44-121482A 999999-100000-148200-148222-148223- SFCMP 148223 M_Surg-Pediztrics-Core OR
eeded simply click on it 1o " SFCMP-4300-148223-44-129543A 999999-100000-148200-148222-148223- SFCMP 148223 M_Surg-Pediatrics-Core OR
populate it to the field. OM' SFCMP-4301-148223-44-128187A  999999-100000-148200-148222-148223- SFCMP 148223 M_Surg-Pediatrics-Core OR
4 If the Chartstring to b dfall SPA| SFCMP-4300-138376-44-126327A 999999-100000-138300-138337-138365-138570-138376- SFCMP 138376 M_MED-CORE-HMON-ONCO-THOR  OR
: € Lhartstring to be used ralls REN SFCMP-4300-138423-44-126327A 999999-100000-138300-138337-138365-138370-138423- SFCMP 138423 M_MED-CORE-HMON-ONCO-GEN ~ OR
under another Space F&A CD the Total SFCMP-4301-120083-44-128425A 999999-100000-120077-120081-120083- SFCMP 120083 M_EM-General-ZSFG OR
user can click SHOW ALL to see all SFCMP-4301-138377-44-122655A  999999-100000-138300-138439-138377- SFCMP 138377 M_MED-ZSFG-HMON Or
Chartstrings.
“Note — If a Chartstring with a mismatch
Space F&A CD is used the user will be
propmpted to verify this is correct.




Performing the F&A Survey

Entering Chartstrings (cont.)

If the user, after entering a Chartstring, S ©)
needs to remove it for any reason they can ———— & ; z z E
do so by: 3¢ charisings X [ G i chring x x x x
1. Click on the x to the right of the RN e suvered

populated chartstring field.
2. This will clear the selected ’

Chartstring from that field.
3 C||Ck SaVe. Wendell Lim  Byers Hall - 04 - 411 Copy to Other Rooms | 4 Previous Split | » Next Split » Next Room | BSave  ®Close | @

Chartstring(s)

OR Chartstrings x x x x x
CRC Chartstrings @ x x x x x

SC Chartstrings x x x x x

F&A Contact F&A Status | Surveyed ¥
F&A Notes

*Note — If the user needs to select a
different Chartstring than the one currently
selected, they can simply use the ... to
select the proper Chartstring and it will
overwrite the existing value once selected.




Performing the F&A Survey

F&A Notes, F&A Contact and Status

Once the Function Codes and Chartstrings
(if applicable) have been captured, the user
can enter any notes as well as an F&A
Contact, who will be the person responsible
for the data should there be any questions.
The user can then update the status to
SURVEYED. This is accomplished by:

1. Click within the F&A Contact field
and enter the name of the person.

2. Click within the F&A Notes field and
enter any required notes.

3. Update the F&A Status to
SURVEYED.

. Click SAVE.

5. Note that within the Prior Survey
Functionalization panel the user can
see data from previous Surveys.

Functional Use Survey
Provide an instruction panel (verbiage TBD by UCSF) that alerts the user that they are responsible for the Space Data as well as the F&A data being accurate

E_Laboratory Animal Rsch
EXPECTED - ACADEMIC

Pl Assignment Pending Rock Hall - 01 - 133

ChartString(s)

Copy to Other Rooms

« Previous Room  * Next Room | ™Save = *Close (1]

OR 75 (3 OR Chartstrings SFCMP-4000-136224-44-123521A
CRC 25 v CRC Chartstrings SFCMP-4002-135123-44-1275521
sC 0 (] SC Chartstrings
CT (Private) O @
0sA 0 v
IDR O
F&A Contact Ritesh Khanna F&A Status | Surveyed v
QA 0 o
DA 0 F&A Notes [This is where the user can place notes to make sure they are justifying the data provided against the raom if necessaryj
SPECIAL - NON-ACADEMIC @
S5F 0 (¥}
55 0
ue 0 (¥}
GA 0 o
oM 0 w " " = : -
Prior Survey Functionalization i ]
B0 Y Survey orR CRC (ag 054 IDR (e} DA 5C 5C SS5F 55
REN 0 @ Yeor % OR Chartstring % CRC Chartstring Percentage = Percentage Percentage = Percentage Percentage = % Chartstring = % %
Total 100 2018 0.00 45.00 SFCMP-4002-135118-44-H19683G 0.00 0.00 0.00 0.00 55.00 000 0.00
2018 0.00 FI CHD-5020-851050-47-1000000 0,00 000 0,00 0.00 n.00 0,00 0.00 n.oo -




Completing the F&A Survey

Space Coordinator or Space Strategist

The F&A Survey requires all records to be
moved to a Surveyed Status. Once that
F&A Status is present for all owned records
the Coordinator can complete their part of
the F&A Survey by:

1. Navigate to the Active Space
Update Room List tab.

2. Verify that all F&A Status Records
are Surveyed with the exception of
those records where F&A Req =
N/A or No.

3. Click on COMPLETE F&A
SURVEY button.

4, Click CONFIRM on the pop-up
message.

5. The F&A Status will then update for
all.

*Note — At this complete stage the user will

also receive an auto-generated email from

the system confirming completion and
giving them a record of the data/time.

Space Update Form

My Room List | Active Space Update Room List

.

Active Room Information

All Rooms

G HHHY

| Confirm

S}

LTS




Completing the F&A Survey

Space Coordinator or Space Strategist (cont.)

If the user clicks on the Complete F&A
Survey button before all records are in a

Surveyed status, the user will get a pop-up Records Incompletely Surveyed Cancel BE

alerting them to the records which are not The records assfgneg‘ to you have not been updated to the status Completed.
The rooms below still need to be surveyed.

=8

in the proper status. When this record is F&A I 111555] 9I56S] AWS25]  Page 10726 Next>>
seen, no records will be moved to Building Cade Building Name Floor Code Room Code
Completed status. This button is all or o
none in function. 2037 Cancer Research Bldg 00 5071
2037 Cancer Research Bldg 03 MN331
2037 Cancer Research Bldg 03 M331
2037 Cancer Research Bldg 03 MNZ50
2037 Cancer Research Bldg 03 M350
2037 Cancer Research Bldg 03 MZ62
2037 Cancer Research Bldg 03 MN362
2037 Cancer Research Bldg 03 M365
2037 Cancer Research Bldg 03 5361
2037 Cancer Research Bldg 03 5361
2037 Cancer Research Bldg 03 5363
2037 Cancer Research Bldg 03 5363
2037 Cancer Research Bldg 04 5463
2037 Cancer Research Bldg 04 5463 -

Pagelof26 MNext>>




