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1. Open web browser. 

2. Go to http://banner.uidaho.edu/famis/ 

 
3. Under FAMIS Self Service, click FAMIS Self Service: Production 

4. Enter your Username and password, then click the Login button to login to FAMIS Self Service. If 

you have problems logging in, contact Mike Finkbiner, 885-2880, mikef@uidaho.edu. 

 
5. Search for the building to be surveyed by 

a. Using the map to search for the building, or 

b. Typing all or part of the building name in the Building Name field, or 

c. Typing the building number in the Building Number field 

http://banner.uidaho.edu/famis/
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6. Click the Search button 
 

 
7. Under Search Results, click the link to the building name to be surveyed. 
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8. Click the Space Survey button. 

 

 
 

9. Click the Search icon next to the Department field to open a list of departments you are 

assigned to. 
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10. Click the Department to be surveyed. The list displayed depends on the permissions set in 

FAMIS. Contact Mike Finkbiner, 885-2880, mikef@uidaho, if additional departments need to be 

assigned. 

 

 
 

11. Click the Submit button. 
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12. Click the room to be surveyed. Rooms to be surveyed do not have a current Survey Date.  

 
 

13. The Location tab contains basic information about the room. Click the Save/Preview button to 

go to the next tab.  

 

Note: If the error message “You must specify room function codes” appears when the 

Save/Preview button is clicked, the Functional Use code(s) and percentage(s) were not pre-

entered, so they must be added (see instructions in paragraph 16). Click the Location tab to 

return to the Location screen. 
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14. The Room Info tab contains room information and comments.  The comments default to 

“OSP_SURVEY_09 Room Audited on” plus the date. Click the Save/Preview or the Room Use tab 

to go to the next tab. 

 

 
 

15. The Room Use describes how the room is used. Multiple Room Use codes are allowed.  To add 

additional Room Use codes, select the appropriate code from the drop down list next to the Add 

Room button, then click the Add Room Use button. Click the Save/Preview button to calculate 

the percentages and save the information. 
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16. The Functional Use codes describe the functions of the room. If there are multiple Functional 

Use codes for a room, the percentages must equal 100%. 

 

To add additional Functional Use codes, select the code from the drop down list next to the Add 

Fn Code button,  then click the Add Fn code button. Update the values in the Percentages 

column. These must total 100%. Click the Save/Preview button to save the information and go 

to the next tab. 
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17. The Occupant tab lists the employees that utilize the room surveyed. To add an occupant, select 

the employee name from the drop down list next to the Del Alloc Emp button.   

 

 
 

18. Next select the Department from the drop down list next to the Add Alloc Emp button.  The 

employee names are not linked to a department in these lists.  

 
 

19. Click the Add Alloc Emp button to add the occupant. 

20. Click the Save/Preview button to calculate the percentages, save the information, and go to the 

next tab.  
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21. The Accounts tab lists the Organization (Org) codes that utilize the room. Add the Org Code(s) 

entering the Org Code in the Org Code field, or click the hour glass icon to display a list of Org 

Codes. Be sure to set the CAPS LOCK on before entering accounts in these fields.  

 
 

22. If the search is used, click the appropriate Org Code from the list. 
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23. If there are more Org Codes to enter, repeat paragraphs 21 or 22 until all the appropriate Org 

Codes are entered. Click the Save/Preview button to calculate the percentages. Up to 10 

accounts can be added. 

 

 
 

 

24. Click the Save/Return button to save the account information for the room surveyed.  This will 

take you back to the Select Room screen. 

 

25. To view the summary of the completed room survey, click the room from the Select Room 

Screen. Next click the Summary tab .   
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If there are corrections needed, click the appropriate tab and make the corrections.  Click the 

Save/Preview button to save the changes.   If changes are made in the Accounts screen, click the 

Save/Preview button to calculate the percentages, and then click the Save/Return button to 

save the changes.  

 

The room that was surveyed will reflect the new survey date. In the example below, Room 023B 

was surveyed on 01-Jun-2009. 
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