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How to add a supervisor

1. Click on the People button.
2. From the People view, click the Department Personnel tab. Type the last name of the supervisor and select the supervisor name.
3. Choose the Edit button next to Supervisor.
4. Set the supervisor option to Y for Supervisor and Y for Department.
5. Click Save.
Supervisor Details Save
Aboukhalil, Anton | status: Y Supervisor:

Teaching Assistant -

ANTON1@MITEDU

+ Supervisees (1) Edit

Aboukhalil, Anton (Id#929112552)
Teaching Assistant

+ Rooms (0) Edit

How to connect a supervisee to a supervisor

. Click the People button.

From the People view click the Supervisors tab. Type the last name of the supervisor and select the Supervisor.
. From the Supervisor tab choose the plus symbol next to Supervisees.

. Type the last name of the supervisee and check the box next to their name.

. Click the Save button.
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Supervizor Details

Sanchez, Abel | status: ¥

sancher (%]
Research Scieniist

Martinez-Sanchez, Manusl a devalfiMITEDY
Frafessar X
151307 =g & 37341 © Main Campus
Sanchez, Abel + Supervisees (3) Edit
Resqarch Scntist
2 Supenisees © | sanchez, Abel
240033 1 352058 5 2088,

Chureh, George M| status: ¥
HARVARD_WE-000 0

Sanchez, Abel | status: ¥

352054 ©
+ Rooms (1) Edit
IT-450 24.00sq. f  40.00%  Sancher, Abel [>]

How to connect a supervisor to aroom and edit the room allocation

1. Click Rooms button.
2. From the Rooms view, click the Default Room Search tab. Type the room number and ENTER.
3. Click the Edit button next to Supervisors.
4. Type the percentage room allocation in the text box for the supervisor.
Note: you can type the number or drag the bar to set the correct percentage.
5. Click Save.
+ Supervisors (2) Revert Auto % Save
O'Conaill, Brian | status: Active 3734 sq ft. |6000 | o
(-} HOA: D_AEROASTRO
° Sanchez, Abel | status: Active 24.90 sq. f. 4000 |
100% Total Allocation

How to add additional fields to aroom

. Click Rooms button.

. From the Rooms view, click the Default Room Search tab. Type the room number and ENTER.
. Click the Edit button next to Room Details.

. Enter the name for each field you want to track.

. Click Save.
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Room Details Save

37-460 62.24 sq. ft.
Room Code: Broad -
Room Use: OFFICE SERVICE

User Field 1:
User Field 2:
User Field 3:
User Field 4:

User Field 5:

Contact MIT Space Accounting about room use questions

Floorplan

Add a person to Department Personnel w/no space @MIT

Departments v
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Unsupervised Details Edit

@ Home Unsupervised

Barile, Kristina Marie | status: Y

Enter Person Name.
Grad Student Fellow

Barile, Kristina Marie Departments

104996982672 © | Central Fellouships
Srad Sudsat Fohow Aeronautics and Astronautics.
Boyer, Mark William -
Py © | © A suenisor)
Research Assistant
No Space in this Department No Space at MIT
Li, Hanging
164900047803
Research Scientist ©

312618

1. Go to the Unsupervised list.
2. Select a person that is part of your department, but does not have any designated space on campus.
3. Choose Department Personnel w/no space @MIT.

Add a person to Department Personnel w/no space in Department

1. Go to the Unsupervised list.
2. Select a person that is part of your department, but does not have any designated space on campus.
3. Choose Department Personnel w/no space in Department.

Remove a person from Department Personnel w/no space @MIT

. Go to the list Department Personnel w/no space @MIT.

. Select the person that now has space on campus.

Choose Has Space at MIT.

Go to the Unsupervised list.

Choose the person and add the supervisor for their new space.
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Remove a person from Department Personnel w/no space in Department

. Go to the list Department Personnel w/no space in Department.
. Select the person that now has space on campus.

Choose Has Space in this Department.

. Go to the Unsupervised list.

. Choose the person and add the supervisor for their new space.
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