Facilities Initiative Funding Requests in the Planning Database (revised February 2006)

Planning thus far...

As you will recall, our Strategic Planning database incorporates both our planning goals and our requests
for additional funds to help implement our plans. The database has been restructured to help us track our
goals and show the relationships among them.

If you are at the VP level, you were asked to enter your planning Goals. If you are at the Dean or
Director level and have multiple departmental units under your supervision, you were asked to enter
Strategies (remember, Strategies = college or unit goals). If you are at the Departmental level, you were
asked to enter Action Plans (remember, Action Plans = departmental goals).

Departments have their Action Plans reviewed by their VP’s or the designee of the VP. If your VP has
completed the review of your Departmental Action Plans, you should receive an email notification and
be able to access the approval level for each of your Action Plans via the database. Your Action Plans
will appear in the same grid as you entered them before, and approved Plans will be highlighted in
beige. Plans which did not earn approval, or which have not been reviewed yet, will appear in the
standard darker grey highlighting.

Once you have created a plan, you may need to alert our Space Management Council that you are
making a Facilities Initiative Request in order to gain approval and/or financial support to implement
your plan. Enter facilities requests in the planning database is part of the Space Management Guidelines
and is a crucial first step in requesting new space, requesting renovations to existing spaces, or changing
the functional usage of a space. In order to enter a facilities initiative request, you begin by selecting an
approved Action Plan and scrolling to the bottom of the screen, you will then be able to see the priority
level of approval and you will be able to enter an Initiative Funding Request. Go through each individual
Action Plan to enter your Initiatives, thus tying your request for additional funding and/or facilities work
to your original Goal, Strategy or Action Plan.

About this Guide...

This guide gives step-by-step instructions for how to enter Facilities Initiative requests from the view of
the Departmental level user. Notes in blue font are extra tips to make the process easier. One of the
most important things to remember is that Initiative Funding Requests are driven by the Goals,
Strategies and/or Action Plans you have entered previously. Each Initiative must be connected to a goal,
so you should return to your original Goal, Strategy or Action Plan screens EVERY time you want to
create a new Initiative tied to a goal. Pay careful attention to how you navigate these screens!

Regardless of whether you are an experienced planning database user, or a new participant in this
process, I recommend that you review this guide and refer to it as you enter your first few Initiative
Funding Requests that are facility related. Please don’t hesitate to contact me if you have questions. I am
also available to do mini-workshops with your colleges or divisions on the technical aspects of using the
database or on the concept of the planning process, if you would find that helpful.
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Using the VSU website, select
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“Planning” under Organization in the
left-hand column. From the Planning
website, select “Planning Database” from
the top of the right-hand column.

From the database webpage, select — |
LOGIN NOW.

Use this screen to enter your user name
(typically your VSU email ID) and your
planning password. If you forget your
password, there is a link to the right of
the text boxes with instructions for
requesting a password reminder.

The next screen will be the main menu of
the planning database.

You can leave the Planning Year at its
default. You are planning what you hope to
accomplish this academic year (05-06) but are
requesting permanent (on-going) Initiatives
related to the FY07 budget and one-time
Initiative from this year’s budget (FY06).

From this page you will need to selected
the “Goals, Strategies and Action Plans”
button in order to create a new Initiative
data.

“My Initiatives” will take you to a
sortable grid of the Initiatives you have
already created in the database.

d

If you are a Dean/Director, this button
will show you all of your own initiatives
and the initiatives for any department you
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g Valdosta State University
Strategic Planning Database
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This program must be viewed with Internet Explorer 5.5 or greater.
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Password Change your password
Click here to view the preparation spreadsheet for department budget planning
Strateqgic Planning Database Homepage
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(2 Valdosta State University
&~ Strategic Planning Database
PO Main Menu Log Out
Planning Year (FY) 2007 [
Strategic Planning Forms Advisor Forms =
\ [ Goals, Strategies and Action Plans ]
Express Forms
[/ My Initiatives ] o
Dean/Division Initiatives ]
[ / BAC Initiatives ]
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Done ® Internet

supervise.

If you are at the VP level, this button will
be illuminated and will show you all of
your Initiatives combined with those of
your directors and their departments.
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The next window will allow you to
navigate to the specific section of the

A=E]

Uu:cl‘;\wfm“],mkuob

database you need in order to access
your VP Goals, Dean’s Strategies, or
Departmental Action Plans. Once there,
you can enter Initiatives for your goals

that require extra funding. \

For example, if you are at the departmental
level, the VP button will give you a report of
the VP area’s Goals, the Strategies Button
will give you a report of your Dean’s or
Director’s Strategies, and the Action Plan
button will let you access the departmental
goals you created and will link to your
Initiative Funding Requests.
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In this example, the Department Head
has selected the Action Plan button and

is taken to the same screen they used to
enter their Action Plans.

Any Departmental Action Plan that has
been through the review process and
given an “approved” priority will be
highlighted. All of these Action Plan\
have been approved. Select an Action

Plan to see at what level it was approved

and enter an Initiative Funding request
to help support this departmental goal.

Here you will see your original
Action Plan, and the Divisional level
Strategies you chose to support.

You will also see at what level your
Action Plan has been approved.

If your Plan was approved at any
priority level AND you indicated
initially that you needed money
beyond your original budget, you
will see a link to create an Initiative
Funding request for this Action Plan.
Select this link to enter your
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The next screen will allow you to
add a new Facilities Initiative
Funding Request related to the
Action Plan you selected from the

previous screens. Select Add New ~___

Initiative to do this.

The screen that will open is very similar
to our previous years’ Initiative
Funding request processes. It is a long
form that you will need to scroll down
and complete in sections. The next
several screen captures will walk you
step-by-step through this process.

First, you will be asked to enter a title

for your Initiative. Be as brief, but as ™~

descriptive as possible.

Next, you should provide a description ___—

of the Facilities request and a rationale
for why any funding is needed, how
funding will be used, and how the
initiative relates to the goal it is
connected to.

Scrolling down this same screen, you
will see a box that is already filled in
for you. This is the Action Plan,
Strategy, or Goal that you are
requesting a facility change in order to
implement. Make sure that the Initiative
you are entering is for this goal. You do
not need to enter any information here,
it has been completed based on your
initial entries.

Continue to scroll down this same
screen to the budget section...
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different aspects of this Initiative.

You can specify employees you will

Estimated Budget

(For all eategories axcept Travel, select the detail
torm link and add itemsto generate amounts that
willl be placed in the initiative farm.)

need to hire to Complete your action Personnel ( Salary + Fringes ) $0 Persannel Detail
plan, travel expenses, technology Travel §0

expenses, equlpmept other than IT- Related Expenditures $0 IT Detail
teChHOIOgy’ Operatlng CXpenses for Equipment (Singleitem »>$5000) § 0 Equipment Detail

your action plan, and/or facility costs.

Other Operating Expe

Other Detail

A
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Since you want to create a Facility | GFacilty Related Expenditures  § —
Request, you will need to use th% Total Initiative Budget Request % U _
Facilities Related Expenditures New Or Increased Fee Request  § 0
section. See the directions below for
how to get information to appear in
this budget box. Initiative Duration:  one Time [
v
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approprlate bOXGS. form link and add items o generate amounts that
will be placed in the initiative form.)
. Personnel {Salary + Fringes ) $0 Personnel Detail
In order to create your facility request, cravel o
. oqe . rave
click on the blue Facility Detail
. . 5 i 1] T Detail
worksheet link to the right of the ~ ——_ it ; =
budget box Single item > 450000 $ 0 Equiprent Detail
Other Operating Expenditur Other Detail
In order to complete this worksheet, Facility Related Expenditures ~ § 0 Eeuily Detail
you will temporarily leave the Total Iniiative Budget Request  § 0
Initiative Request page. The only time New Or Increased Fee Request § |0 Fee Detail
you will leave this long screen during
the Initiative creation is to complete
the worksheets. After filling out the - .
. . Initiative Duration: | One Time [
details on the worksheets, you will be
returned to this page to continue 5 o S
. Internet
completing your request.
The Facility Detail Worksheet will now open...
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Notice that the top of the screen
let’s you know you are working
within the Facility Detail Sheet.

AN

First, enter a brief, but description
title for your Facility Request.
Including Room numbers are
helpful (if they exist).

Indicate if your request is tied to a
currently existing program or a
new program. For example, if a
department created a new minor
and needed a lab for students
within that discipline, you would
select NEW. If you wanted a new
lab to support an existing minor
the department already offered,
you would select EXISTING.

Indicate the scope of your project.
This is the essence of what you
are trying to accomplish. Is your
project entirely new construction,
the creation of physical space that
didn't exist before? Is it a
renovation of an existing space?
Or do you need to change the
function of a room’s usage (for
example, turning a small office
into a storage room or a classroom
into a lab)?

Descriptions about each type of
facility request can be found in
the Space Management
Guidelines. The Flow chart from
that document is included at the
end of this user’s Guide for your
reference.
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Initiative Humber: 12094
Fiscal Year 2007
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~\Initiative Title
Career Services Renovation- 2nd Floor Powell West
Indicate if request supports new or existing programs
Existing D
Ly
E q
Project Scope
Renovation D
Existing Facility Specifications axenath: 2000 characters
Provide information about the current building and room numbers.
Career Services Office Complex- Second Floor Powell West
v
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@ 4 Internet
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Initiative Title
Career Serices Renovation- 2nd Floor Powell West
Indicate if request supports new or existing programs
Euxisting D
Project Scope
Change in Room Use/Occupancy D
Consiruction
Renovation length: 2000 charactes)
Change in Room Use/Occupancy d room numbers.
Career Services Office Complex- Second Floor Powell VWest
=
R W] B
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Complete the narrative portion
and describe what currently exists,
where the space is located, etc.

Complete the narrative portion
and describe the reason you are
requesting a change in your
facilities usage. Be sure to relate
your needs to your planning goals.

Be as specific as possible
regarding your reasons for
wanting the change. Occasionally,
the Space Management Council’s
review of your Initiative Request
will generate alternative solutions
that might be more suitable, based
on your description of your needs
and the reasons you require a
change.

Indicate in this narrative portion if
there are funds available in your
existing budget for this facility
initiative, or if you are requesting
funding for the project outside of

your original budget allocation. ~

If you are requesting NEW space,
not renovation or change in room

function, click the blue Add New ~__

Space link to enter more detailed
information regarding the new
space you’d like to acquire.

OR
If you are requesting a renovation
that does not involve expanding
square footage, or your are
requesting to move into an
existing space, you are ready to
add any final comments and select
SAVE.
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Project Scope
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Existing Facility Specifications gua.iength: 2000 eharactersy
Pravide information about the current building and room numbers.

Career Services Office Complex- Second Floor Powell West

Reason For Change (Max length: 2000 characters)

The carpet is stained and ripping, the paint is peeling and al the furniture is mis-matched. The traffic pattems
the office negatively impact stuent use, employer interview, and confidential advisement.

Funding Information g iength: 2000 eharacters
Indicate expected or available source of funds.

Key initiative for coming fiscal year of end or year funds
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Funding Information s ength: 2000 charactars g
Indicate expected or available source of funds.

Key initiative for coming fiscal year of end or year funds.

Please indicate the spaces needed
~NA Add MNew Space

Comments/Recommendations/Approvals  (vF signature required for all requests)

This faciliity is outdated, poorly organized and difficult to conduct multiple uses.

/

¥IVP Approval

Return Delete

[
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If you selected the Add New Space link, the following window will open...
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A new window will open
(you’re now 3 windows into
the same initiative... but
don't’ worry, the initiative
module will make sure you
get back to your original
place as long as you select
SAVE after completing each
screen).

Indicate the type of space
(classroom, office, storage, lab,
etc).

Indicate the number of units
(for example, if you were
renovating a space to create 3
offices of equal size, you would
enter “3”).

Indicate the square footage. — I

(for example, if each office was
going to be 100 square feet,

—_—

you’d enter 100 rather than 300).

Select SAVE.

Once you have completed the
Add New Space screen, and
selected SAVE, you will be
returned to the original
Facilty Detail Worksheet,
where you will see a new grid
indicating your space request.

If you wanted to do one
project, but remove walls and
create 4 offices, youcan __—
indicate all this within one
facility initiative, instead of 4
separate ones. You would
click the Add New Space
button gain and enter details
for the second office. Each
new space would appear on
the grid, within your one
initiative.

f you are finished requestin
space related to this one
initiative, then you may add

any final comments and
select SAVE to return to
your original Facility
Request.
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() Valdosta State University

-.":‘].:‘T Strategic Planning Database [ Retum ] [ Save ] [ Delete ]

tai1 Facility Detail Space Form
itiative Humber: 12094
4 Fiscal Year 2007
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This faciliity is outdated, poorly organized and dificult to conduct multiple uses.|
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Once your worksheets are finished,
scroll further down this same Initiative
Screen, and highlight from a drop-down
menu to indicate whether you need this
funding one-time for a special project,
or whether you are requesting on-going
funds that will be added to your budget
every year.

You can then indicate that your
Initiative Funding request is ready to be
reviewed by your supervisor(s) and/or
the Budget Advisory Council (BAC).
Do this only when you have edited your
description and rationale, completed all
the budget detail worksheets you need
to, and feel confident your Initiative
Request is complete.

Next, you should assign a priority level
for this Initiative Request. This is a nu-
merical ranking. So if you have 5 re-
quests, you’d indicate if this is the top
priority (1) or your lowest priority (5)
for funding in your department.

The ranking you give is the priority of
this Initiative Funding request, not the
goal that has been previously approved.

. . _@_Bm/
Most importantly, click SAVE ! ———

\.
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To continue entering facility requests or other Initiative Funding Requests see the remaining instructions...
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After saving your first Initiative
Funding request, you may add another
Initiative request to support the SAME
Action Plan, or write a new Initiative to
support a different Action Plan. Please
see the underlined directions below for
how to do each of these.

To add more Initiative Funding

Requests, select return. \

(If you are finished adding Initiatives
for now, you can scroll to the top of
this page and select LOGOUT.)

Selecting return will take you back to
a screen that lists the Initiative you
just entered and allows you to enter a
second Initiative to support the
SAME Action Plan you originally
selected.

You do this by selecting Add New

Initiative and repeating the previous
directions.

You may also select Initiatives off

this list to open them and make edits/ I
/

corrections (this works just like the

process for entering your goals
worked!).

If you want to enter an Initiative
Funding Request to support a
DIFFERENT Action Plan than

the last one, select RETURN again.

LANSIHRES Tt VErs TSt Tt Ei e TN At A D E e CroEnT tI Nt erneti-xploTer =1 E3
File Edit Wew Favortes Tools  Help "
) Back - B & @ | S search Favorites 42 - &
iaddress | huwp: ffstratplan. valdosta, eduispva/InicFaciities aspxFCL_AUTO=11622 Beo ks »
Initiative Duration: One Time
Initiative Status:
[JReady for review
Department Priority
Dean/Div Priority
VP Priority 1
BAC Priority
E-mail Author Return | [ Save | [ Delete |
&] Done @ Internet
‘A Waldostaistate University St c Planning Database - Microsoftintennet Explorer [= [B]%]
Fle Edit View Favorites Iools  Help "
QBak ~ @ -~ [ [ &b P search Favorites &2 LY
Acdress | €] httpsstratplan, valdosta,edujspva/initMain, aspx?INIT_ALITO=0 B ks >
(&) Valdosta State University
Strategic Planning Database
Initiative Selection Form [Lug Oul] [RUHWE’] [ Return ] [ Save ]
Fiscal Year 2007
Department 1141040  Comrunication Arts
» Add Mew Initiative
Are ... |Dean/Div |Department ||
Initiatives VP Prioriy Priori Priori
11622 Mo title 0 [l Delete
&) ® Intermet
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Selecting return will take you back to

the screen where you can access your Be G v Fain Dok teb L]
5 Ok~ O @@ G Psed frrowres @ 2- 5 B
Action Plans. e - e B8w
[~]
Remember that your Initiatives \q%n ‘;’:*."’.I?.'LE.“?J"E:'I,.
Requests are built from your Action N
Plans, so you must go back to this
screen, and select Departmental \ ( VB Ay Gosh
Actlop Plans (or the appropriate W———————
planning level for you) in order to
enter a new initiative. [ Aopmms pmrier
. . [~}
You may also exit now using the /,]m ® e :
LOG OUT button in the upper right.
. L2\ V32t ot Loy Sl e Wicosof oter et <plorer E1E]x]|
Now you will find yourself back to TS S 2 : '3
101 1 1 Qe+ @ v o] @ 0 Fsewh Sreeoem @ (3= 5 KN
your original grld of all your Action o L fnndht T
Plans, Strategies, or Goals. ) yatdst s Untery -
VEE Gt e Aeton Plame Log Ot
Budgel frea 1141040 Communication Ate ﬁ
Planning Year (FY) 2007 [~
[Mote: Action plarrs 1hat hive been appeoved ane oghbgited beige. All olbers ane gray.}
Create Acion Flan
T
Boquest n] SR Lo nbam:nlhn I nm_WMc Cuiu'nnMs his gaingd
!il !" !}
Select one you would like to enter V
Initiative Funding Request for.
[~
& D et p

Scroll to the bottom of that new

screen and select Create an Initiative
for this Action Plan. Then just follow

the same steps as outlined previously
in this guide.

ngdvess |4 Mg ke shplan. vadosta, o, s ACTION_AUTO=11329 EEs ™
Ordinal 3 G A etinal numbes the i 5
Action Plan ™ iMe leegth. 1000 shansdes)

Upaon receipt of permission to seek the DFA in Dance, complete the full degres proposal. Additonal funding for design and ©

wselal This would require or-gemg funding.

Stratedi nald

Di eliing B palhct mepls Hame

Strategy 1- Foal 1 - Devalop strategies to enhance icn within

Siralegy 2 - Goal 2 Develop new pedagogy 1o promole studenl lesming

313 - Davalop tools bo ankance the azsassment of studert leaming
iderlify and reward sludent excellenc

batween

This plan requires funding

Review Declsion: Appraved with High Priariy

n inifiative for thi i on plan

:

D rrerar
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