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Star�ng Check List 
This checklist offers a condensed summary of the primary steps and documents required to 
complete the Space Survey.  Prior to using this checklist, please review this training guide.    
 

1. Floor Plans - Review floor plans for your department’s space. Reference the Training 
Guide – Part 2 for instruc�ons on accessing floor plans in Planon.  If there are any 
changes, no�fy Planning, Design and Construc�on. 
 

2. Assigned Spaces and Upda�ng Space Informa�on - Review assigned spaces in Planon 
Space Survey by following the instruc�ons in this training guide. 

o Are all your department’s rooms accounted for, including leased space? Please 
contact Planning, Design and Construc�on with ques�ons or if you are missing 
spaces.  

o Review each room record and make any necessary changes in the Planon Space 
& Occupancy Survey form. 
 

3. Reports to Run Prior to Star�ng your Inventory: 
o Funding Sources for Semi-Monthly Employees - Run the effort cer�fica�on 

report for your department to obtain a lis�ng of chart strings funding the 
department's personnel.  See FAQ – Func�onal Use and Occupants #11 for more 
details. 

o Funding Sources for Bi-weekly employees - Run the labor distribu�on report for 
account 56100 to obtain a list of chart strings for personnel on wages (See this 
user guide - page 5). 

o Department Personnel – Please be sure that each person is accounted for in the 
space(s) they occupy. If needed, you may obtain a list of your department’s 
personnel from your HR representa�ve.   

o Department Room Summary Report – Run the room summary report at the 
start of the survey to know what data carried over from the previous survey and 
make notes of changes needed for the current survey period as you gather your 
informa�on on the space usage details. 

 
4. Reports to Run When Finalizing Your Survey: Reference the Training Guide – Part 9: 

Reports & Dashboards and/or the training video for instruc�ons on how to run reports. 
o Run the Department Survey Progress Report. 
o Department Room Summary Report 
o Perform QA on the reports’ output for completeness/correctness. 

 
5. Cer�fica�on – Once all spaces are in “Completed by Surveyor” or “Space Complete” 

status, the component can be marked as “Complete.”  A�er the Owner’s final review, 
they must transi�on the component to “Approved” cer�fying that all necessary space 
changes are reflected for the survey period.   

https://www.uvm.edu/sites/default/files/Division-of-Finance/UserGuides/queries.pdf
https://www.uvm.edu/sites/default/files/Division-of-Finance/UserGuides/queries.pdf
https://www.uvm.edu/finance/space-survey
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Part 1: Planon Naviga�on Basics 
 
Planon can be accessed at: htps://uvm-
prod.Planoncloud.com/home/BP/WebClient?3#0000002128 
 
Or from the Space Survey home page: htps://www.uvm.edu/finance/space-survey 
 
Or from the Facili�es Management home page: htps://www.uvm.edu/facili�es/planon  
 

Dashboard 

 
 
Property Por�olio 
 

 

https://uvm-prod.planoncloud.com/home/BP/WebClient?3#0000002128
https://uvm-prod.planoncloud.com/home/BP/WebClient?3#0000002128
https://www.uvm.edu/finance/space-survey
https://www.uvm.edu/facilities/planon
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Elements List 

 
 
Space Inventory 
Planon provides view access to all room data on campus. In the Naviga�on Panel, select the 
Space Overview dropdown and select Space Inventory. Select a property. A specific floor can be 
viewed by clicking Components. Rooms can be viewed by clicking Spaces.  
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Click Components and select a floor. There is a data view and floor plan view. 

 
 
Click Spaces and select a space. If one space is selected, that space is highlighted on the floor 
plan. Click “all” on the elements list to display room numbers for all rooms on the floor plan.  
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Part 2: Floor Plans 
 
Interac�ve and sta�c floor plans are available in Planon.  
 
To access interac�ve floor plans, click the Floor Plan Viewer widget on the Home screen. 
 

 
 
 
Select a property and floor by clicking on the blue arrow.  
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Use Search to look up and select a property. 

 
 
 
Select Floor 
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Once property and floor are selected, click Search.  

 
 
This will open the floor plan. By default, room numbers and square footage will be displayed for 
each room. The naviga�on bar on the right allows a user to scroll right, le�, up, down, zoom in, 
zoom out, zoom all, zoom selec�on, pan, and save to PDF.  A user can also pan and zoom by 
using the scroll wheel on the mouse (click to pan, roll up to zoom in and roll down to zoom out).  

 
 
 
 

Naviga�on Bar 



Planon Space Survey User Guide 

 

Last updated: April 2023  Page 10 of 54 
 

If room numbers are too small, zoom in and double click one room number. This will open a 
resizing box. Stretch the arrows in the lower right of the box to the right. This will increase the 
size of all room numbers at once.

 
 
Currently, graphic reports from the widget are s�ll in development. However, graphic reports 
can be accessed in Space Inventory. 
 
Click Space Overview>Space Inventory>select a property>click Components>Floors>Select a 
floor. Click the CAD Integrator buton. 

 
 
 
 
 
 

Resize room numbers 
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Click Spaces. Select “All” and all spaces will be displayed on the floor plan. 
 

 
 
Expand the CAD Integrator arrow, select space mapping, and choose a parameter. In this 
example, “Department” is selected. The floor plan will be shaded with different colors by 
department and a legend will be displayed. Click “Clear Mapping” to clear the graphic report.  
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Sta�c PDFs and DWGs of the current layouts are also available to download. Go to Space 
Overview>Property Por�olio>Select a property>select Property Details>Docs and Com Logs. 
Select the desired drawing set in the Elements list and click download in the Data Panel next to 
Document Secure. The PDF set will download all floors of a building as one file. 
 

 
 

  

Download PDF 

Docs & Com Logs 
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Part 3: Space and Occupancy Survey 
 
In the Naviga�on Panel, click on Space Audits and select Space & Occupancy Survey. In the 
Elements list, select the current fiscal year Space Survey. 
 

 
 
Click Survey Component. This will list all the departments that are assigned to you that need to 
be surveyed. Select a component in the Elements List. In the data panel, the owner and space 
surveyors will be listed for each component.  
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Select Space & Workspace, select a room, change status to “In Progress,” and click on the 
Survey Form to make changes to the room. 

 
 
 
The Survey Form is where changes are made to spaces, including space type, departments, 
func�on use, principal inves�gators, occupants, and chart strings. 
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Space Type Changes: 
 
There should only be one Space Type designated per room. If the room has more than one, 
choose the primary use. See the Space Use Code descrip�on (PDF) for details of each Space 
Type. If you are unsure of a space type, please contact Michael Richards or Joanna Birbeck in 
PDC. 
 
To change the Space Type, click on the list of values icon and select the new primary space type 
for the fiscal year being surveyed. 
 

 

 

https://www.uvm.edu/sites/default/files/Division-of-Finance/space_equipment/Room_Use_Code_Definitions.pdf
mailto:Michael.A.Richards@uvm.edu
mailto:Joanna.Birbeck@uvm.edu
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Department Space Usage Details: 
 
Space that is transferred between departments within Responsibility Centers or within Support 
Centers does NOT require a Space Request form. Users who have access to the Dean’s 
department in a college can change/transfer departments that roll up to their college. (For 
example, 55000 LCOM Dean’s Office can change/transfer 55520, 55650, etc.) 
 
Since the implementa�on of IBB, all space releases and transfers between Responsibility 
Centers or between Responsibility Centers and Support Centers must be approved by the 
Provost and Vice President for Finance and Administra�on through the Space Request Form 
(PDF). Please contact the Campus Space Manager (Joanna Birbeck) with any ques�ons. 
 
Department space usage details must total 100.00% and represent the appropriate por�ons of 
space per department for shared spaces. The correct percentage breakdown between 
departments is important. 
 

 
 

 
 
 
  

https://www.uvm.edu/sites/default/files/Facilities-Management/pdf-docs/forms/Final_Space_Request_Form.pdf
mailto:Joanna.Birbeck@uvm.edu
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Person/Occupant Details: 
 
Please list all occupants that used the space during the fiscal year being survey, including 
terminated employees. Click the “Add Occupant” buton, click into the “Occupant” field to open 
a text box, and type the occupant’s last name into box to bring up a list to select from. 

 
If there are mul�ple individuals listed with the same name or you are unsure of the correct 
occupant to select, then click on the list of values icon to open the search feature. The search 
feature defaults to a search by occupant’s last name and you will find more details for the list of 
occupants, such as employee ID (Code), email address, department, etc.  Locate and click on the 
correct occupant then click on the “Ok” buton to add the occupant to the survey. 
 

 
 
Be accurate when comple�ng the percent occupancy per department for each occupant as this 
is a cri�cal component in the func�onal-use calcula�on for each department in a space.   
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• The start and end date fields in the Person/Occupant occupancy details sec�on are not 
being used at this �me since the survey is for all occupants of the space during the 
en�re fiscal year and need to total 100%. This allows Planon to automa�cally calculate 
the func�onal use. Allowing the start date to default to the current date is ok. 

• The total occupant percentage must add up to 100% for each department. 
• Enter “Yes” or “No” in the PI column. Anyone entered as “Yes” will automa�cally be 

inserted into the Principal Inves�gator sec�on. 
• Each occupant must be assigned to one of the departments in the space. This is not the 

occupants home department. Only the departments listed in the “Department Space 
Usage Details” sec�on of the survey will be available to be selected here. 

o There is a “Sort by Department” buton to see all occupants listed in department 
order to help add all occupants up to 100%. 

• For unfunded occupants or no assigned occupants (income/expense spaces), please 
select from the following: 

o Student, Unfunded 
o Org Employee, Affiliated 
o Recharge Center, UVM 

• Chartstrings need to be added for each occupant. 
 
To remove an occupant, click “X” on the le� and adjust percentages accordingly before saving 
the survey. 
 
Chartstring Occupancy Details 
 
There are three different ways to add the occupant chartstrings to the survey form.   

• Add all chartstrings that funded the occupant. 
• Add a selected chartstring that funded the occupant. 
• Manually add a chartstring 
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The first op�on is to click on the “Add All Chartstrings” buton.  This will bring all chartstrings 
that the occupant had been paid from in the past 18 months.   
 

 
 
The following types of chartstrings may appear on the full list and should be removed: 

• Funded ac�vity in a previous fiscal year 
• Department suspense chartstrings 
• Leave of absence related chartstrings (905 func�on code) unless it is for a faculty’s 

sabba�cal and that faculty member did use the space during that �me (requires manual 
func�onal use calcula�on). 

• Funded ac�vity that did not occur in the space that is being surveyed. (For example, the 
Space Type being surveyed is a “250, Research/Non-class Laboratory” and the occupant 
has chartstrings that contain the following func�on codes: 

o 201 - Instruc�on  
o 291 – Department Research 
o 311 – Organized Research 
o 312 – Organized Research 
o 505 – Faculty Admin Assignments 

Confirm if only the chartstrings with func�on codes 291, 311 and 312 funded the 
occupant’s use of the research laboratory and whether 201 & 505 func�on code 
ac�vi�es occurred in other spaces and should be removed from the laboratory space 
being surveyed.   
 

The second op�on is to click on the “Add Chartstring” buton and then click on the select a 
value icon. From here, a surveyor can open the list of values icon to “Select from available 
chartstrings.” All chartstrings that funded that occupant will be listed. Click on one chartstring 
and click on the “Ok” buton. Repeat if addi�onal chartstrings funded their ac�vity in the space 
being surveyed. 
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The third op�on, manually adding a chartstring, is to click on the “Add Chartstring” buton then 
select the radio buton for “Create new chartstring.” Type the appropriate data into each 
chartstring field.  Account code, Project-PC business unit, and Project ID are not required. This 
manual chartstring op�on is great for the following purposes, which allow the system to 
automa�cally calculate the department’s space func�onal use: 

• Unfunded Students (their por�on of the space usage should be assigned as 
“Instruc�on”). 

• Upcoming summer effort for 9-month faculty if the chartstring is not set up yet, but the 
department knows the chartstring func�on code. (Ex. 311 for organized research). 
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Be accurate when comple�ng the percent per chartstring for each occupant as this is a cri�cal 
component in the func�onal-use calcula�on for each department in a space. The chartstrings 
need to add up to 100% per occupant.  
 
The “Assign % evenly” buton should ONLY be used when: 

• There is only one chartstring to quickly enter in 100%. 
• When all the chartstrings have the same func�on use ac�vity. See the func�onal use 

defini�ons list with space func�onal use codes and their matching PeopleSo� func�on 
codes. 

 
Principal-Inves�gator Space Usage Details 

 
• All Principal-Inves�gators (PI) need to be listed in this sec�on of the survey for each 

laboratory and laboratory service space.   
• PI entries will automa�cally populate from the occupant detail data if the “Is PI?” field is 

marked “Yes.”  
• Addi�onal PIs may be manually added if necessary. (For example: A PI has shared 

equipment in the space, but no longer oversees the laboratory).   

https://www.uvm.edu/sites/default/files/Division-of-Finance/space_equipment/func_codes.pdf
https://www.uvm.edu/sites/default/files/Division-of-Finance/space_equipment/func_codes.pdf
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• Removing an occupant row does not automa�cally remove the related PI. 
• PIs must total 100% but the percentage breakdown is not important, so click on the 

“Assign % evenly” buton. 
 

Part 4: Classifying Func�onal Space Usage 
 

Importance 
It is crucial that you be as accurate as possible in func�onalizing your unit’s space. The space 
survey provides a basis for alloca�ng selected Facili�es & Administra�on (F&A) costs including 
building and equipment deprecia�on and opera�on and maintenance (O&M) costs. F&A costs 
are those that are incurred for common or joint objec�ves and therefore cannot be iden�fied 
readily and specifically with a par�cular sponsored project or ac�vity. The facili�es cost groups 
of the F&A rate are allocated based on the results of the space func�onal usage (i.e., square 
footage sta�s�cs). Federal regula�ons require the alloca�on of facili�es costs to be based on 
the func�onal use of space and require the alloca�ons be “appropriately documented in 
sufficient detail for subsequent review by the cognizant federal agency.” The space survey in 
Planon facilitates these alloca�on and documenta�on requirements. 
 
Proposed F&A rates are nego�ated with a Federal Government agency. As part of the 
nego�a�on process, a Federal Government representa�ve conducts a site review of the space 
to validate the integrity of this inventory. Any discrepancy found during the review will provide 
the Federal nego�ator with jus�fiable data to nego�ate a lower F&A rate as well as lowering 
UVM’s credibility in defending our F&A rate proposal. 
 

Basics 
The key principle in func�onalizing space is that a room’s space func�onal classifica�on aligns 
with the func�onal descrip�on of the chartstrings funding the ac�vi�es in a room. Func�onal 
classifica�on of a person’s funding is typically an important considera�on, but how the space is 
used is the true indicator of how to code the space. 
 

Cri�cal Success Factors 
1. Work with the individual(s) who have first-hand knowledge of how the space was used 

during the en�re fiscal year. 
2. Knowledge of the occupant(s) and their (FTE) in a room during the fiscal year. 
3. Determine the func�onal ac�vi�es performed in the room. 
4. Access to informa�on on funding sources related to the ac�vi�es for the space (grants, 

contracts, departmental funds, etc.). 
5. Space to Base Match – The classifica�on of space in a room must be aligned with the 

chartstrings funding the ac�vity(s) in the room. 
6. The func�onal usage defini�ons list with the space func�on codes and their matching 

PeopleSo� func�onal codes. 

https://www.uvm.edu/sites/default/files/Division-of-Finance/space_equipment/func_codes.pdf
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7. Retain any documenta�on such as logs, room assignment lists, and interview notes used 
to assign func�onal usage to a room. This is especially true of rooms coded 100% 
Organized Research, which must pass a higher level of scru�ny than other rooms. 

8. See the Part 10: Inventory Checklist for addi�onal useful resources to help you get 
organized. 

Occupant Impacts 
1. All occupants of a room during the fiscal year must be iden�fied and used in assessing 

the func�onal usage of the space including unfunded occupants. 
2. Space occupied by employees should be func�onalized based on the func�onal ac�vi�es 

performed in the room. 
3. The func�onal values of the chartstrings funding the individuals in a room must support 

the func�onal ac�vi�es of the room. 
a. For example, if a room is classified as 50% Organized Research, then some 

occupant(s) must be funded by a chartstring which has an organized research 
func�onal value of 311, 312, 313, and/or 320. 

4. When space is occupied by mul�ple occupants, each occupant’s �me spent throughout 
the fiscal year should be factored in the space alloca�on to each func�onal use. 

5. Faculty offices typically include assignments to Instruc�on, Department Research, 
Organized Research, Department Administra�on, and/or other sponsored ac�vi�es. 
Confirm with the individual(s) who have first-hand knowledge of how the space was 
used, which may be different than that individual’s funding breakdown. 

6. If unfunded students use the space, then an appropriate percentage of space must be 
coded as Instruc�on (space code 10). 

7. Funded students should be treated as employees for func�onal use and they should be 
listed as occupants in Planon Space Survey. 

a. Study �me in a room is considered an instruc�on ac�vity (space code 10). 
8. Space used by Affiliated Organiza�onal Employees or other non-UVM occupants must 

have the appropriate percentage of space coded as Non-Ins�tu�onal Agency (space 
code 72).   

 
Chartstring Requirements 
Certain chartstrings are required to be entered into Planon Space Survey depending on the 
func�onal ac�vity in the room and related func�onal use code(s) for that space. Planon makes it 
easy to pull in the specific chartstrings that funded each occupant and will automate the space 
func�onal usage calcula�on in most cases. Therefore, it is recommended to include chartstrings 
for all occupants in all room types. However, some rooms, such as classrooms (10-Instruc�on) 
or conference rooms may not have funded occupants and manual func�onal use calcula�ons 
and entry are required.  Please see func�onal use examples and guidance on manual func�onal 
use entry for more details. 
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There are eight scenarios when you must enter chartstrings in the Planon Space Survey: 
1. Organized Research – Any room classified with organized research space must include 

ALL chartstrings funding any of the room ac�vi�es. 
a. Organized research chartstrings in PeopleSo� include func�on code 311, 312, 

313, or 320. 
b. Func�onal Usage Details sec�on must have a corresponding space func�onal use 

code of 22.  
2. VCHIP Sponsored Agreements - Any room classified with VCHIP funds must include ALL 

chartstrings funding any of the room ac�vi�es. 
a. VCHIP sponsored agreement chartstrings in PeopleSo� have a program code of 

0601. 
b. Func�onal Usage Details sec�on must have a corresponding space func�onal use 

code of 24. 
 

3. Experiment Sta�on Research Funded Space – Enter any sponsored experiment sta�on 
related chartstrings. 

a. Experiment sta�on research chartstrings in PeopleSo� include func�on code 351 
or 352. 

b. Func�onal Usage Details sec�on must have a corresponding space func�onal use 
code of 28. 
 

4. Public Service Funded Space – Enter any sponsored public service related chartstrings. 
a. Public service chartstrings in PeopleSo� include func�on code 411, 412, or 413. 
b. Func�onal Usage Details sec�on must have a corresponding space func�onal use 

code of 30. 
 

5. Extension Research and Extension Service – Enter any sponsored extension research or 
extension service related chartstrings. 

a. Extension Research: PeopleSo� chartstrings with a func�on code of 361, 362 
b. Extension Service: PeopleSo� chartstrings with a func�on code of 421, 422 
c. Func�onal Usage Details sec�on must have a corresponding space func�onal use 

code of 38. 
 

6. Income/Expense Ac�vi�es (Auxiliary) – Enter the fund 150 chartstring(s) funding the 
room. 

a. Func�onal Usage Details sec�on must have a corresponding space func�onal use 
code of 60. 

b. NOTE: Assign “Recharge Center, UVM” as the occupant place holder for 
Income/Expense spaces without assigned and manually add the fund 150 
chartstring. 
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7. Sponsored Instruc�on – Enter any sponsored instruc�on chartstrings. 
a. Sponsored instruc�on chartstrings in PeopleSo� include func�on code 211, 212, 

or 213. 
b. Func�onal Usage Details sec�on must have a corresponding space func�onal use 

code of 10. 
c. NOTE: Not all func�onal use code 10 requires a chartstring, such as classrooms. 

Many spaces have non-sponsored Instruc�on.  
 

8. Department Research – Enter any department research chartstrings. 
a. Department research chartstrings in PeopleSo� include func�on code 291.  

Addi�onally, some func�on code 905 should be manually accounted for as 
department research when it relates to faculty sabba�cal with use of space. 

b. Func�onal Usage Details sec�on must have a corresponding space func�onal use 
code of 11. 

c. NOTE: Not all func�onal use code 11 requires a chartstring, such as classrooms. 
Many spaces have non-sponsored Instruc�on.  

 

Shared Space 
1. For shared spaces, each department is responsible for surveying the rooms on their 

departmental list. 
2. When a room is shared and assigned to mul�ple departments for the same �me frame, 

the func�onal classifica�on should be based on the space used by each department.  
a. The func�onal percentage for each department’s area must equal 100%. 
b. Departments should not be deleted from a room in the Planon Space Survey. If 

departments within a room have changed, please contact Planning, Design and 
Construc�on. 

3. If a department moves out of the room during the year, the department leaving the 
room must inventory the room before it is removed from their list. 

a. Upon comple�on of the inventory for the room, add the message “Relocated out 
of room as of mm/dd/yyyy” to the comment field for that space. 

b. If you moved into a room during a year and the room is not on your 
departmental room list, contact Planning, Design and Construc�on. They will add 
it to your list. 

  

mailto:Michael.A.Richards@uvm.edu
mailto:Michael.A.Richards@uvm.edu
mailto:Michael.A.Richards@uvm.edu
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Research Labs 
1. Enter the assigned PI(s) for each lab and lab service coded room.  
2. Solicit feedback from the assigned PI(s) on func�onal usage and occupants for their 

assigned room. 
 

Research Lab Examples:  
• Two staff people, one at 40 hours/week, paid from Organized Research, one at 20 

hours/week, paid from Departmental Research funds. 
 

o Func�onal Space = 67% Organized Research, 33% Department Research. 
 

• One PI, a lab tech, and two graduate research assistants occupy the lab and are all paid 
from Organized Research funds. The graduate research assistants occasionally use the 
lab for studying (approximately 5% of the use of the room). 
 

o Func�onal Space = 95% Organized Research, 5% Instruc�on (for the study 
�me).Lab Service Rooms: 

1. Enter the assigned PI(s) for lab service rooms.  
2. Typically, the lab service room serving a lab cluster is func�onally classified with the 

same func�onal ac�vi�es and percentages as the lab(s) it serves.  
3. Shared lab service rooms, used by mul�ple lab clusters, are func�onalized based on the 

func�on use classifica�on(s) of the labs it serves.  
4. Enter occupants and chartstrings into shared lab service rooms based on the lab clusters 

using the space.  For lab service rooms with a cluster, see Part 7: Room Clusters (Bulk 
Space Survey Updates) for �ps on bulk updates within a cluster. 

5. An analysis summary must be entered in the comment box of shared lab service rooms. 
 

Lab Service Room Example:  
• The first lab is 100% Department Research (100 square feet) 
• The Second lab is 100% Organized Research (200 square feet) 

 
o Func�onal Space = 33% Department Research, 67% Organized Research 

 
Addi�onal Examples 
Conference Room 

• Your department conference room is used primarily for mee�ngs for department 
personnel. However, a faculty member regularly hosts a sponsored conference on 
stopping smoking for the local community. 
 

o Func�onal Space = 80% Departmental Administra�on, 20% Public Service 
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Income/Expense Space 

• The room’s one occupant is a staff member whose one ac�vity in that room is to provide 
an income/expense service. The staff member’s salary is funded by two chartstrings. The 
first chartstring has a char�ield fund value of 150. The second chartstring has a chart 
field fund value of 100 and func�on 201. 
 

o Func�onal Space = 100% Auxiliary for the room since the only func�onal use of 
the room is for Income/Expense. 
 
 NOTE: This staff member may appear in another room in the space 

survey since their funding supported other ac�vi�es.  However, those 
other funded ac�vi�es did not occur in the income/expense space and 
should not be included in the func�onal breakdown of that room. 

 
Non-Ins�tu�onal Agency Occupant: 

• A non-UVM paid visi�ng professor uses a UVM research lab to collaborate with one 
UVM researcher during the fiscal year who works on Organized Research. These two 
occupants share the research lab equally during the fiscal year.  
 

o Func�onal Space = 50% Organized Research, 50% Non-Ins�tu�onal Agency 
(space code 72). 
 

 NOTE: UVM is subject to post-issuance bond compliance requirements 
because of its outstanding tax-exempt bond issues. One such 
requirement is a Private Business Use (PBU) compliance, which includes 
an annual repor�ng of PBU in UVM facili�es. It is important that the 
space func�onaliza�on include Non-Ins�tu�onal Agency (space code 72) 
for any space with PBU on that annual report and that records are 
retained for the PBU evalua�on.  Please refer to the PBU website for a list 
of bond financed spaces, policies, guidance and more. 

 
  

https://www.uvm.edu/finance/private-business-use
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Offices 
• A faculty professor teaches two courses, has four sponsored grants, and provides some 

public service. A�er interviewing the professor, you discover most of their office �me is 
for research and their salary distribu�on is reflec�ve of their func�onal use of their 
office. 
 

o Func�onal Space = 80% Organized Research, 15% Instruc�on and 5% Public 
Service. 

o  
 NOTE: This professor may also have a lab where they only work on 

their Organized Research, but no other functions in that space. They 
should be listed in both rooms and the lab space would not include 
Instruction or Public Service since the lab was not used for those 
functions. 
 

• A Department Chair has two posi�ons. 
o Position #1 (0.2 FTE): Professor Position, which is 50% funded by 

Organized Research (OR) and 50% funded by Department Research (DR). 
o Position # 2 (0.8 FTE): Department Chair position, which is funded 100% by 

Department Administration. 
 Firsthand knowledge: The Department Chair states that they use their 

space for all their funded ac�vi�es. The alloca�on should NOT be 100% 
Dept Admin. 
 

o Assessing func�on usage of their office space: 

# of Months FTE Function Dist % Yearly View 
12 0.2 OR 50% 10% 
12 0.2 DR 50% 10% 
12 0.8 Dept Admin 100% 80% 

   200% 100% 
 

o Func�onal Space = 10% Organized Research, 10% Department Research, and 
80% Department Administra�on. 
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Inac�ve Space 
1. If space has been inac�ve for the en�re fiscal year, please code the space appropriately 

– func�on 81-inac�ve. 
2. If your unit is looking to vacate the space permanently and have it removed from your 

space inventory, please contact Planning, Design and Construc�on 
(Joanna.birbeck@uvm.edu).  

3. Spaces that were inactive for only a portion of the year should be functionalized based 
on how the space was used for the active portion of the year. See the example below: 
 
• A room is ac�ve for five months only. Four months were used for Organized 

Research and one month was used for Department Research. 
 

o Func�onal Space = 80% Organized Research, 20% Department Research. 
 

  

mailto:Joanna.birbeck@uvm.edu


Planon Space Survey User Guide 

 

Last updated: April 2023  Page 30 of 54 
 

Frequently Asked Ques�ons – Func�onal Use & Occupants 
 

1. Do we need to list work study students at our front desk? 
Yes, please include those students in the Occupant sec�on in Planon. 
 

2. How do we designate/code student workspace, including graduate students? 
a. Funded Students: If they are funded, add each one as an occupant of the room.  

Func�onalize the space based on their ac�vity in the room.   
b. Non-Funded Students: Add “Student, Unfunded” in the occupant sec�on (only 

once). If all occupants are non-funded students, the assump�on is they are 
studying and func�onalize the space as space func�on code 10 for instruc�on.  

c. For work study students – look at funding and code appropriately.  
d. Reminder: Include students from other colleges working in your space. 

 
3. Do former employees who le� during the fiscal year need to be counted?   

Yes, account for the �me the person used the space during the fiscal based on their 
func�onal use of that space for the dura�on of their employment during the fiscal year. If a 
new employee was hired and used the space later in the fiscal year, then list both 
employees and prorate the func�onal use between the two. 

4. Do you need to list employees for conference rooms, lunchrooms, and storage rooms? 
No, it is not necessary to list employees in these types of common areas.   
 

5. What is the difference between Department Research and Organized Research?  
Department research is not sponsor funded research and will have a chartstring with 
func�on code 291 (space func�on code 11). If you refer back to the Func�on Usage 
Defini�ons, you’ll see that chartstring func�on codes 311-313 are Organized Research 
(space func�on code 22), chartstring func�on codes 351-352 are Experiment Sta�on 
Research (space func�on code 28), and chartstring func�on codes 361-362 are Extension 
Research (space func�on code 38). 
 

6. What if you have a vacant office because you have an unfilled posi�on? 
a. If the space was used for part of the year look at how the space was used by that 

occupant and func�onalize it for the dura�on of the fiscal year that it was used. 
b. If the space was vacant for the en�re fiscal year with no occupant assigned to the 

space, then list that space as func�on “81-inac�ve” and remove all occupants from 
the space. 

c. Room use should remain as office. 
 

7. Do PIs need to be added to all of their labs and lab services rooms? 
Yes, the responsible PI needs to be listed for the labs and lab service rooms they oversee.  
The cognizant federal agency will ask for space reports based on PIs.  

https://www.uvm.edu/sites/default/files/Division-of-Finance/space_equipment/func_codes.pdf
https://www.uvm.edu/sites/default/files/Division-of-Finance/space_equipment/func_codes.pdf
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8. Do Occupants and Chartstrings need to be entered for lab service rooms? 

Yes, UVM will view lab and lab service rooms for a PI and their research team(s) as a lab 
cluster which aligns with how the cognizant federal agency evaluates space.  Follow the 
instruc�ons in Part 7: Room Clusters (Bulk Space Survey Updates) for guidance on this 
approach and upda�ng mul�ples spaces for the cluster at one �me.  Be sure to include 
comments in all spaces to list which rooms are included in the cluster. 
 

9. What is the difference between space func�onal use code 50 vs 56? 
a. 56-department administra�on is for academic department use 
b. 50-general administra�on is for central University offices, such as Human Resources, 

Financial Analysis and Budge�ng, Payroll Services, etc. 
c. See link to Func�on Code Defini�ons. 

 
10. How do I func�onalize a conference room that is used for part instruc�on (thesis defense) 

and part conference room (for general purposes)? 
Break down the func�onal use; thesis defense would be space func�on use code 10-
Instruc�on and general conference room use would be space func�on use code 56-
Department Administra�on. 
 

11. What is the best way to run the effort cer�fica�on reports for a department to obtain a 
lis�ng of chartstrings funding the department’s personnel?   
Log into PeopleSo�-HR and go to the NavBar>UVM Reports>Commitment Account>Effort 
Cer�fica�on Form and then select an exis�ng run control or set up a new one if one does 
not exist.  The report can be run by EmplID or DeptID, but not both. Please keep in mind this 
only contains what has been paid in the fiscal year to date. It will not account for any 
addi�onal payments for June for summer effort for 9-month faculty who will work on 
sponsored projects outside of their academic year contract and must be accounted for 
manually.   
 

12. Do we functionalize spaces based on a person’s salary distribution? 
a. Not necessarily. A person often occupies multiple spaces during the fiscal year and 

should be listed in each space. The functional use of each space should only reflect 
what occurs in that space, which may not include all activities on their distribution 
form. 

b. Have a conversation with the occupants about how they are using each space to 
ensure accuracy and that the space is properly inventoried and functionalized. 

 

  

https://www.uvm.edu/sites/default/files/Division-of-Finance/space_equipment/func_codes.pdf
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13. How do we inventory an office when a faculty member goes on sabbatical for the year?  
What about a single semester sabbatical? 

a. If the faculty member is on sabbatical for the full fiscal year and did not use that 
office space, then their space should be coded as 81-inactive. If the faculty member 
is on sabbatical for the full fiscal year and did use their office during the sabbatical, 
please inventory the space based on their functional activity in that space. 

b. For a single semester sabbatical, inventory the space as it was used for the portion 
of the time it was used. You do not need to list any portion of the year as inactive, 
just inventory how it was used when it was used. 
 

14. Why is PeopleSoft function code 905 not mapping to a space functional use code in 
Planon? 
Function code 905 has multiple uses all of which do not map to the same functional use 
code. Please see the options below: 

a. Faculty on sabbatical will be allocated to a function 905 chartstring. If they are 
using space for their sabbatical research, then this should be manually coded as 
space functional use code 11 – Department Research. 

b. Employees on certain leave of absence may be distributed to a function 905 
chartstring. These chartstrings should not be included in Planon as they are not 
funding activity in UVM space. 

c. Some employees whose central tasks include UVM benefit administration may 
be allocated to a function 905 chartstring. Their use of space should be coded as 
50 – General Administration. 
 

15. How do I enter the required chartstring in Planon to avoid a validation issue for space 
functional use code 60-Auxiliary if my Income/Expense (fund 150) space does not have an 
assigned occupant (ex. Davis Center ballrooms)? 
In the occupant section add a placeholder of “Recharge Center, UVM” as shown below and 
follow the instructions to manually add a chartstring for your fund 150 activity in that space. 

 
 
16. Our department has some “touch-down” or “hoteling” spaces that can be used as 

needed by employees who mostly work remotely, but need a place to work when they 
are on campus. Do we include these employees in the survey form? 
Yes, include the employees who are known to use the space throughout the year and 
allocate the percent usage among those occupants as best as you can.  
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Part 5: Func�onal-Use Space Usage Details Features 
System Calculated Func�onal Use Details 
 
Planon Space Survey will automa�cally provide the suggested func�onal use code(s) and 
calculate the percentage for each func�onal use code(s) per department based on the 
department’s: 

1. Occupant(s) usage percentage of the department’s space 
2. Chartstring percentage for each occupant based on PeopleSo� func�on codes, fund 

code (150-Auxiliary), and/or program code (0601-VCHIP) 
 
When occupants and/or chartstrings change from the prior space survey, it is recommended 
that the func�onal use codes from the prior year that appear at the start of the survey are 
removed by clicking on the “X” for each row to start fresh.   
 

 
 

• Click on the “Add Func�on use” buton and then click on the “Select a value” icon to 
open the suggested list of func�onal use codes based on the occupant chartstrings 
entered the space survey for that department. 

 
The default view will display only the func�onal use codes based on the occupant chartstrings 
entered in the space survey form for that department. Select the first one and click “Ok.” 
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• Planon will automa�cally insert the calculated percentage for that func�onal use code 
for the department based on the occupant chartstrings entered in the space survey form 
for that department.   
 

Repeat the steps above un�l all recommended func�onal use codes have been added and total 
100% per department. 
 

 
 

• Rounding issues can occur that will prevent you from saving, so just adjust accordingly to 
get to 100.00% (99.99% or 100.01% are not allowed). 
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Manually Calculated Func�onal Use Details 
 
Manual entry of the func�on use codes is allowed and necessary in some cases, such as 53-
Police Services/Grounds Administra�on, 55-Museum, 57-Environmental Safety, 75-University 
Founda�on, and more.  If you need to select a different func�on code other than the suggested 
func�on codes based on occupant chartstrings, click “Show All” func�on codes. Click on the 
required code and click on “Ok.” Repeat un�l all required func�onal use codes are selected. 
 

 
 

 
 
Click on the percent field to open a text box and manually adjust each func�onal use code to 
represent the proper func�onal use breakdown, summing to 100%. This manual adjustment to 
the func�on code percentages also works when selec�ng one of the suggested func�on codes 
based on occupants. 
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Update All Func�on Use Percentages 
 
If there are any changes to the occupancy percentages and/or chartstring percentages then this 
will likely change the func�onal use percentages. This change will not automa�cally update the 
space func�onal use percentages. The best way to ensure you have the correct func�onal use 
percentages for your space is to click on “Update all func�onal use percentages” before saving 
for all spaces that do not have any manual adjustments to the func�onal use sec�on. 
 

 
 

• This feature does not add new func�onal use codes that may need to be selected if a 
new func�on code, a new fund 150, or a new program code 0601 chartstring(s) was 
added to your occupants chartstrings.  

o In this case, the func�onal usage will not add up to 100.00% and Planon will 
prevent the form from being saved un�l it is corrected. 

• This feature also does not remove old func�onal use codes that are no longer relevant if 
certain chartstrings were removed.   

o In this case, the func�onal usage will add up to more than 100.00% and Planon 
will prevent the form from being saved un�l it is corrected. 

• Finally, click the Save/Update buton to save and close the survey form for that space. 
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Part 6: Space Excep�on Status (Survey Item Awai�ng Approval) 
 
Refresh the list of spaces a�er saving updates to the survey form for a room. This step will 
validate the func�onal use codes with the occupant chartstrings. If there is a viola�on to the 
func�onal use codes and the occupant chartstrings for that space, the following updates occur: 

• The room status icon will change to a yellow diamond.  
• The system updates the User-defined status field in the General room info sec�on to 

“SP04, Wai�ng on Approval.” 
• The Space Excep�on Status field in the General room info sec�on will provide details of 

the viola�on. 
• The Status Transi�on op�on is removed since the room is not allowed to be transi�oned 

into ‘Completed’ status un�l the space excep�on is corrected or approved. 
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An email no�fica�on is also sent to the surveyor who saved the space with the space excep�on 
viola�on.   

• Surveyors should open the space survey form to iden�fy the error and make the 
appropriate correc�on(s) to resolve the space excep�on viola�on. 
 

If the surveyor feels that an excep�on to the valida�on criteria is warranted, please forward the 
email no�fica�on containing the space details to Financial & Cost Accoun�ng Services (FCAS) 
along with an explana�on as to why the excep�on should be approved. 
 
FCAS will review the spaces survey details and evaluate the explana�on provided by the 
surveyor to determine if an excep�on will be approved.  FCAS will do one of the following:  
 

• When FCAS denies a pending request a comment will be entered, the word “Denied” will 
be added below the “Wai�ng on Approval” status, and the surveyor will be emailed. The 
surveyor must make the appropriate correc�ons and save the survey form. Refresh the 
list of spaces again to confirm the viola�on is resolved and transi�on the room to 
“Completed by Surveyor.” All spaces with viola�ons must be resolved before the 
component can be completed. 
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• When FCAS approves a space excep�on the room status will be transi�oned to “SP12-
Space Complete” and an approval message will be added to the comments. If you have a 
valid reason for a space excep�on it is recommended that you enter a note in the 
comment box explaining the excep�on for considera�on by FCAS. 
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Below is an example of the email no�fica�on to the surveyor and FCAS. 
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Part 7: Room Clusters (Bulk Space Survey Updates) 
Introduc�on 
The University is aligning the surveying of Research/Non-class Laboratory and laboratory 
support spaces with the review methodology of our cognizant Federal agency for our F&A rate 
nego�a�ons. The federal nego�ator considers all rooms that a PI oversees as a laboratory 
cluster. This includes labs, equipment rooms, cold rooms, etc. It is assumed that individuals in 
the Research/Non-class Laboratory are also using their laboratory support spaces in the same 
manner. If a PI has mul�ple laboratories that are used by the same group of people with similar 
func�onal use, then all laboratories should be surveyed the same. If a PI has mul�ple 
laboratories with substan�ally different occupants, funding sources, and func�onal use, then 
survey them as separate clusters to maintain accuracy.   
 
Upda�ng the Cluster Survey Form (Bulk Updates) 

 
• Press the “Ctrl” buton on your keyboard and select all the spaces you wish to update at 

once. Tip: Do not use the Shi� key. 
• The data in the first space you select will be the default data when opening the survey 

form. 
• Make the survey form updates needed for each room and click on the “Save/Update” 

buton in the form. 
• Refresh your room list to confirm that the changes saved in the survey form do not 

create a space excep�on viola�on that needs to be corrected or approved. 
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Cluster Comment Feature 
Be sure to save a comment sta�ng which spaces were included in the PI’s cluster. To do this, 
click on the “Modify within selec�on” buton shown above when all spaces are selected, enter 
your note, and click “Ok.” 
 

 
Planon will ask to confirm the number of spaces to be updated. Press “Ok” again. 
 

 
All 8 spaces were modified with that comment. 
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Status Transi�on of Cluster 
A�er the space survey form has been updated for the cluster and a comment has been entered 
about which rooms are included in the cluster it is �me to transi�on the space status. 
 
With all the cluster spaces selected, click on the “Ac�on on selec�on” buton to open a 
complete list of status transi�ons. 
 

 
 

 
 

• Planon is unable to hide status transi�ons in the “Ac�on on Selec�on” list based on role 
type. However, Surveyor and Space Owners can only complete the following ac�ons: 

o In progress 
o Completed by Surveyor 
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• Space transi�ons cannot go from Assigned to Completed by Surveyor as that skips a 

status transi�on step. Spaces will start off as Assigned.   
o First select “In Progress” from the list and then click “Ok” on the pop-up box.  

Only those spaces not already marked as “In Progress” will get updated. 
o Next select “Completed by Surveyor.” 
o If necessary, these spaces can be transi�oned back to “In Progress” if edits are 

necessary. 
 

 
 

• Confirm each space was updated in the form and in the General informa�on sec�on. 
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Part 8: Survey Approval Workflow 
Space Status Transi�ons: 
Each space will start in a status of “Assigned.” As spaces are reviewed the Surveyor must 
transi�on the status to “In Progress” and finally to “Completed by Surveyor.” The “In Progress” 
status cannot be skipped. Some spaces may have few to no changes and can be quickly updated 
and transi�oned through both status changes. The “In Progress” status can be used as a tool to 
iden�fy any spaces that have been reviewed or edited, but which are not complete.  Obtain the 
necessary informa�on needed to complete that space, update the space, save the edits, and 
mark the space as “Completed by Surveyor” when you’re comfortable that the data is accurate. 

 

 

If a space is marked as “Wai�ng for Approval” due to a space excep�on viola�on, please refer to 
Part 5: Space Excep�on Status (Survey Item Awai�ng Approval) of this user guide for next steps.  

Component Status Transi�ons: 
A�er all spaces in the component have been marked as either “Completed by Surveyor” or 
“Space Complete,” then the Surveyor must transi�on the component from “Assigned” or “In 
Progress” to “Completed.”  
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Transi�oning the Component status to “Completed” generates an email no�fica�on to the 
assigned Owner of the component, aler�ng them that all spaces within that component are 
ready for review and approval. Please note that some “Surveyors” are also “Owners”. 
 
Below is an example of the email no�fica�on to the Owner. 

 

The Owner of the component needs to review the space survey details for accuracy and 
completeness. This can be done by accessing the survey form for each space or reviewing the 
details of all spaces for that component in the Department Room Summary Report.   

If the Owner iden�fies any spaces not marked as complete or finds any inaccuracies in the space 
details, the Owner will transi�on the Component back to “In Progress” and contact the 
Surveyor(s) to have the issues resolved and the component resubmited (marked as 
“Complete”) by the Surveyor.   

Once all space details within the component are confirmed to be accurate and complete, the 
Owner must transi�on the component to “Approved.”  
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Transi�oning the Component status to “Approved” generates an email no�fica�on to the Space 
Managers in Planning, Design and Construc�on, aler�ng them that the component is ready to 
be submited to the Space Inventory in Planon. 
 
Below is an example of the email no�fica�on to the Space Manager. 

 
 



Planon Space Survey User Guide 

 

Last updated: April 2023  Page 48 of 54 
 

 
Once a component is submited to the inventory, the survey form is locked from future edi�ng.   
 
Component in “Reviewing” Status 
FCAS will analyze completed space surveys to ensure data integrity. If the space survey results 
for a department do not align with a review of the funding sources of that department for the 
fiscal year being surveyed, then FCAS will reach out to the department to discuss the space 
survey results. If it is determined that correc�ons to the space survey are required, then FCAS 
will transi�on the component for that department to a status of “Reviewing.” This unlocks all 
spaces in that component for edi�ng. 

The Surveyor and Owner would follow the same steps outlined in this user guide to complete 
the required correc�ons to the appropriate spaces within their component. The status 
transi�on of all spaces within the component must be updated to “Completed by Surveyor” and 
the component would need to be updated to “Completed” by the surveyor. Finally, the Owner 
would need to review the changes and transi�on the component to “Approved” again. This will 
allow the updates to be submited to the inventory. 
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Part 9: Reports & Dashboards 
Department Room Summary Report 
Select a survey component (department)>Click Space & Workspace>Select “All” spaces>Click 
Report 

 

 

Select PDC – Room Summary Report>Click Save As>Choose PDF>Click OK 
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The Room Summary report will display one room per page. 
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Department Survey Progress Report  
This tabular report will display a list of rooms and their status by component. 

Select the component>Click Space & Workspace>All>click Report>Select PDC – Space Survey 
Progress. 
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Dashboards 
At this �me there are no Space & Occupancy Dashboard tools, but we hope to have some developed in 
the future. 
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Contact Informa�on 
 
Space Data including Space Type, Building Diagrams, and Repor�ng 

Michael A. Richards 
Planning, Design and Construc�on (PDC) 
 
Joanna Birbeck 
Planning, Design and Construc�on (PDC) 
 
 
Func�onal Space Classifica�on, Chart Strings 

Lindsey Donovan 
Financial & Cost Accoun�ng Services (FCAS) 
 
Dawn Caffrey 
Financial & Cost Accoun�ng Services (FCAS) 

 

mailto:Michael.A.Richards@uvm.edu
http://joanna.birbeck@uvm.edu
mailto:Lindsey.Donovan@uvm.edu
mailto:Dawn.Caffrey@uvm.edu
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