
All equipment information is fed 

into this form through Banner—

no need to update.  If there is an 

error contact the Property office. 

Click “Change Index” at top of page to assign 

indexes to space.  The work performed in the 

space should reflect the index entered here. 

Payroll info is fed from Banner. 

For info purposes only. 

Lab attributes can be added—examples are 

Biosafety cabinets, fume hoods, eye wash station, 

etc 

Tech attributes are updated by IT in Banner. For info 

purposes only. 

Basic attributes can be added—examples are 

Center or Institute usage, core facility,  fire alarms, 

first aid kit, hazardous materials present, leased 

not owned space, visiting scholar room, etc. 

Review & update the workstation, fume hood, and 

room data information every time room data is 

reviewed and verified 

Free form field for misc comments regarding space 

and usage 

This field is generally not used. 

These should reflect the average 

room usage over the course of a 

year.  Although it is somewhat 

arbitrary, the Payroll distributions 

and accounting room usage listed 

below can be used as a guide. 

CIP, USE, and FUNC should be assigned based on the usage of 

the room.  Click on the links to find more info. 

Update this every time room data is 

reviewed.  Click ‘COND Info’ for more 

info 

Reflect department that “owns” the space 

Reflect department that is utilizing the space 

The green boxes below represents items that should be reviewed each time a 

space is updated. 


