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1. Emory Space Management Tool Features 
a. Space Management 

• Room Information – Space Type, Primary Department (Space Owner), Area, Room Capacity, Research Type of 
the space, and Hoteling Space 

• Occupants – Space Occupied by Employees or PI (Principal Investigator) 
• Shared By Department – Space occupied (borrow/rent) by other departments (Not Primary Department) 
• Projects – Space Occupied by Grants (Grants, Projects, Speed Type)  
• Functional Usage – Emory Research Space Functional Usage percentage 

b. Reports 

• Excel Customer Reports 

c. Change Requests  

• School/Unit Admins approve the change request submitted by the School/Unit Users  

d. Mass update 

• Mass update space information by using Excel Sheet 

e. Space Survey 

• Create Space Survey Route by grouping rooms from different buildings 

f. User Security 

• Roles 

➢ Admin – Super Admin and access all features 
➢ Space Admin – Access whole Emory spaces except “User & Roles” 
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➢ School/Unit Admin – Access Spaces occupied by School/Unit level, edit space information, approve space 
request,  

➢ School/Unit User – Access Spaces occupied by School/Unit level, view space information, request space 
information change 

➢ Departmental Admin – Access Spaces occupied at department level, edit space information, approve 
space request,  

➢ School/Unit User – Access Spaces occupied at department level, view space information, request space 
information change 

• Groups 

➢ Area Group  
✓ Area_EPC – Emory Primate Center. Only Admin, Emory Space Admin, and EPC Admin/User can 

access 
✓ Area-Default – Emory Space other that EPC 

➢ Role Group –  
✓ School/Unit Group - Group multiple Schools/Units together such that the user can access other 

school/unit space 
✓ Department Group - Group multiple department together such that the user can access other 

department space 
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2. User Login  
Emory Space Management Tool Website Link, https://cssso.emory.edu/fmit/space  

The Emory Space Management Tool uses Emory Single Sign On with Emory NetID and password 

 

Fig. 2.1 

 

 

 

 

https://cssso.emory.edu/fmit/space
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Once putting your NetID and Password and click Login, if it pops up the following page, select the first item “Login as Your 
NetID” 

 

Fig. 2.2 

After login, the landing page will display 

 

Fig. 2.3 
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3. Space Management 
Click Space Management, then it will display building searching page. The user can search the floor by filtering the 
campus/building in Campus and Building Dropdown List, or directly type Building ID or Building Name the in the building field 
(Fig. 3.2) 

 

 

Fig. 3.1 
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Fig. 3.2 
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After the building is selected, it will display the building information  

 

Fig. 3.3 
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Click “View Rooms” for the floor, it will display the simply online floor plan 

 

Fig. 3.4 

The User can list All Rooms in this floor by selecting “List” (1), show floor information by selecting “Floor SQFT” (2), color floor 
plan by Space Type or Department (3), or search room by room number or room name (4) 
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3a.  Multiple Edit 
Selecting “List” (1) (See Fig. 3.4), it will display all Rooms. The user can use multiple edit rooms Space Type and Primary 
Department (Space Owner) by checking multiple rooms and clicking “Multi-Edit”. In the popup window, the user can select 
space type/department, then click “Save” 

 

Fig. 3.5 
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Fig. 3.6 
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3b.  Rom Information  
By clicking the room number in the room list or clicking the room in the online floor plan to edit space information. The user 
can use a mouse to zoom in/out/drag the floor plan. 

The User can edit Space Type, Primary Department, Capacity, Research Type, and define Hoteling space.  

If the user is Space Admin, School/Unit Admin, or Department Admin, by default, the change doesn’t need to be approved (The 
value of “Need Approval” is “N”). The change made will be saved to the database directly.  

 

Fig. 3.7 
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Fig. 3.8 
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If the user is School/Unit User or Department User, the change will be pending to approval (See Fig. 3.10).  

 

Fig. 3.9 



14 
 

 

Fig. 3.10 
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3c.  Occupants 
By clicking “Occupants” Tab, the user can add/modify employees assigned to the room 

If a new employee needs to be added, click the “Add New Employee”. If an existing employee needs to be modified, click 
“Edit”, if an employee needs to be removed from the room, click "Remove”. 

By Clicking “All Spaces Occupied”, it will pop up an window to show all rooms occupied by this employee. 

 

Fig. 3.11 
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Add a new employee (See Fig. 3.12) 

By click “Add New Employee”. In the pop-up window, the user can search the employee by the Emory Employee ID, or first 
name, or last name, then click “Auto Populate the Data Below” to populate the employee information in the related field.  

If the room is assigned to the person outside Emory, or for general use but needs to create a generic ID, the Employee ID Field 
is free form. The user can define customized employee ID for particular purpose, for example, “Open Space”, “PI Research”, 
etc.  

If this employee is a PI (Principal Investigator), check PI as “Y”. The user also can assign “Alternative PI” to the room, by 
selecting Emory Employee ID or create a customized employee ID. 

For planning purpose, the user can also enter the “Start Date” and “End Date”, “Days of Week”  

The user can choose the percentage of an employee occupied the room and if the room is an employee’s primary room (See 
Fig. 3.12) 

 

Modify an employee (See Fig. 3.13) 

By click “Edit”, the process is similar to “Add an Employee” 

The field with * is required field. 
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Fig. 3.12 
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Fig. 3.13 
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3d.  Shared by Department 
By clicking “Shared by Department” Tab, the user can add/modify secondary departments (Borrowed and rented by other 
departments) to the room 

If a new secondary department needs to be added, click the “Add Department”. If an existing secondary department needs to 
be modified, click “Edit”, if an existing secondary department needs to be removed from the room, click "Remove”. 

 

Fig. 3.14



20 
 

Add a new secondary department (Fig. 3.16) 

By click "Add Department”. In the pop-up window, the user can select the department from the “Department” dropdown list, 
the user can search the department by the department ID or department name.  

The “Status” means the current department still occupied the room and the default value is “ACTIVE”. The user can file contact 
phone, fax, and email addresses.  

For planning purposes, the user also can enter “Start Date” and “End Date” 

The user needs to put the percentage of this department occupied.  

If the total Percent is greater than 100, there will be a warning (See Fig. 3.15) 

 

Fig. 3.15 

 

To modify an existing secondary department, click “Edit”, the process is similar to “Add Department” 

The field with * is required field. 
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Fig. 3.16
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3e.  Projects 
By clicking “Projects” Tab, the user can add/modify Grants/Projects to the room. 

If a new project needs to be added, click the “Add Project”. If an existing project needs to be removed from the room, click 
"Remove”. The user also can click “Details” to view the project information 

 

Fig. 3.17 
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Add a new project,  

click "Add Project”. In the pop-up window, the user can select the department from the “Department” dropdown list, the user 
can search the project by Project ID, Name, or Speed Type (See Fig. 3.18). 

If the user wants to see the project information, click “Details”, then it will display the detailed information of projects (See Fig. 
3.19). 
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Fig. 3.18 
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Fig. 3.19 
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3f.  Functional Usage 
By clicking “Functional Usage” Tab, the user can add/modify the functional usage for a research space. 

To add functional usage to a research space, clicking “Edit”, a pop-up window will display all the functional items, then the 
user needs to put decimal numbers to the related field. The summary of all fields must be equal to 100. 

 

Fig. 3.20 
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Fig. 3.21 
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4. Change Requests 
Approve/Reject change request submitted by School/Unit or Department users 

In the “Change requests” page, all requests submitted by School/Unit or Department users will be listed. Space Admin, 
School/Unit or Department Admin can review the change, approve or reject the change.   

Space Admin, School/Unit or Department Admin can search for the requests by various criteria. If the admin wants to approve 
the change, the admin can check the item, then click “Approve the Selected Requests”. If the admin wants to reject the 
change, the admin can check the item, then click “Cancel the Selected Requests” (See Fig. 4.1). 

By clicking the item listed, the admin will see the details of change (See Fig. 4.2). 
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Fig. 4.1 
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Fig. 4.2 
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5. Mass update 
By clicking “Import Change Requests from The File”, it will display the “Change Requests Upload Page”. The user can select 
the type of mass change 

Notes: All updates by using excel upload will route to the Admin to approve 

 

Fig. 5.1 

 

 

After the user selects the update type from the dropdown list, the user can select the building (the user can search the 
building by building’s ID or building’s name), then download the existing data (See Fig. 5.2) 
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Fig. 5.2 
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In the excel sheet, the user can follow the instruction “How to Use The File” to modify the existing data (See Fig. 5.3 and Fig. 
5.4) 

Existing  

 

Fig. 5.3 

After modifying 

 

Fig. 5.4 
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Then the user can upload the excel sheet (See Fig. 5.5 and Fig. 5.6) 

 

Fig. 5.5 
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Fig. 5.6 
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All changes will be listed as Pending and waiting for Admin to approve. Admin can approve the change (See Fig. 5.7) 

 

Fig. 5.7 
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6. Reports 
This feature will show the list of general reports that are granted to the user (See Fig. 6.1). CS IT can create a specific report per 
the user’s request and grant permission to the user.  

 

Fig. 6.1 

Once the user clicks the “View” (See Fig. 6.1), it will direct to the report website. The user can export the data by clicking 
“Export Xls” (See Fig. 6.2) 
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Fig. 6.2 



 

39 
 

The user can use the filer function to add filter to report to narrow down the data (See Fig. 6.3). 

 

Fig. 6.3 

 

The user can also create personal query to save the filters. In the future, the user can select the personal query to get the 
filtered data (See Fig. 6.4 and Fig. 6.5). 
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Fig. 6.4 
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Fig. 6.5 
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The user also can schedule email to send the excel report from the saved personal query. The user can choose one time only, 
daily, weekly, monthly, and yearly. The user also can add multiple recipients (See Fig. 6.6). 

 

Fig. 6.6 

 

 


