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YSM AssetWorks Single Room Update Quick Guide - Reference
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A Department Space Manager (DSM) can submit updates to occupancy in any location where they are identified as a contact on one or more occupying organizations in that location. 
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Access is based on the Allocated Group; users only have access to update spaces allocated to their Department. However, users are able to select occupying employees (Faculty only) within and outside of their Departments. 

Single Room Updates (SRUs) created by DSMs must be forwarded to a YSM Space Manager (Mariah Priest) for approval who will review and forward the request to the Space Manager for approval into AssetWorks.

· Log in: https://yale.assetworks.cloud/ready/

· Click on Single Room Update Tile

· Enter the first 4 digits of the External ID found on the Space Dashboard or on the Space Dashboard Helpful Information file (“Buildings” Tab) into the Property field. Click Search.

· Click on the 4-digit property code (ie 2970).

· Click on the number of rooms available for the Floor you want to update (ie 121).

· Click on the room (ie (1138) Kitchenette Area). Can Search for room in upper right of the screen.

· Click Update to begin creating an update request.

· Enter a brief note in the Location Note field to describe the update request. If you need to update description, primary type, owner organization if outside user’s access, capacity, or workstations must be noted in the Location Note field for the University Space Manager to update.

· End date current sections that require an update. 

· Click Add next to each section to add a new row at any level.

· Ensure there are no gaps between end date of prior record and start date of new record. System will not allow a gap in dates.

· Enter applicable updates. Individual employee updates are only for Faculty. Staff are entered as “Department Administration”. If the room is vacant for Faculty use “Future Faculty” or “Designated Faculty” and for staff use “Future Admin”.

· Ensure section total %s = 100%.

· Do not update Usage. This section should remain blank as it is maintained by YSM centrally.

· Click Submit to save your update request.

· Submitted requests “lock” the location until the pending request has either been Canceled by the DSM, Canceled by the YSM Space Manager or Approved/Rejected by the University Space Manager in the Process tab.

· Once you click “Submit”, the request is not yet sent to the YSM Space Manager for processing. You must submit the request in the Process tab after a final review. 

· Review and Submit: Click Process on the menu bar and then click Review under Space to view requests awaiting verification. Review record and select Edit, Cancel Update, or Send to Space Manager.
· Note: Clicking Edit will open the request in a new browser tab.  Make the necessary edits and click save. Close this tab and click Refresh to view the updated request.

· Requests forwarded to the YSM Space Manager move to Submitted. 

· Requests canceled by the DSM, canceled by the YSM Space Manager or approved/rejected by the University Space Manager move to Closed.

· Comments can be entered in the comment block at the bottom of each request and are visible to all users involved in the processing of a request. You must press Enter to log a comment or it will not save.

· Users have the option to receive email notifications by checking the types they’d like to receive.
Contact Information 
· YSM Director of Financial Planning & Analysis: andy.pels@yale.edu
· YSM Assistant Director of Financial Planning & Analysis: trinity.kiley@yale.edu
· YSM Financial Analyst, Financial Planning & Analysis: mariah.priest@yale.edu 
Related information
YSM Space Data Review – Policy 
YSM Space Data Review – Procedure   
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