UNITED STATES DEPARTMENT OF AGRICULTURE )
Farm Service Agency Notice IRM-422
Washington, DC 20250

For: State and County Offices

International Technology Services (ITS) Space Costs Survey

Approved by: Deputy Administrator, Management

Pl

1 Field Office Space Coordinator Survey

A Background

The OCIO Information Technology and Funding Committee asked that a space committee be
established to examine different options for distributing ITS space costs.

The Space Committee, that was established from representatives from Service Center agency
and OCIO, ITS employees have looked at different options for distributing ITS space costs
and now needs to gather costs data to decide the pros and cons of each option.

B Purpose
This notice provides a survey that shall be completed by State and County Offices.
C Action

State and County Offices shall complete the SharePoint survey at

https://fsa.sc.egov.usda.gov/mgr/IPUSO/Lists/Test%20Survey/overview.aspx, by

November 30, 2009. The International Technology Services Space Survey Technical Guide

(Exhibit 1) shall be used when completing the survey.

State and County Offices may review the ITS space standards at

www.ocio.usda.gov/directives/doc/DR3901-001.pdf.

Note: When responding to the question, “Is there only an ADP room at the location?”, if
there is any other space being used by ITS at the location, such as ITS storage or there
are OCIO, ITS employees onsite, etc., users shall answer “No”.

D Contact

If there are questions about this notice, contact Kathy Fay by either of the following:

e e-mail to kathy.fay@wdc.usda.gov

e telephone at 301-504-2121.

Disposal Date Distribution
February 1, 2010 State Offices; State Offices relay to County Offices
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Notice IRM-422 Exhibit 1
International Technology Services Space Survey Technical Guide

This guide shall be used by Field Office lead agency space coordinators to complete the survey
referenced in subparagraph 1 C.

USDA United States Department of Agriculture
Farm Service Agency/IPUSO

4 PR R

International Technology Services

Space Survey

Technical Guide

Developed by FSATTSD/OTCAPTUSO
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Notice IRM-422

International Technology Services Space Survey Technical Guide (Continued)

Exhibit 1

USDA United States Department of Agriculture
Farm Service Agenc f IPUSO
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Notice IRM-422 Exhibit 1

International Technology Services Space Survey Technical Guide (Continued)

USDA United States Department of Agriculture
Farm Service Agency/ IPUSO

[1}]

Thiz docurnent 15 provided to assist you wath the techracal aspects of responding to the [T
Space Survey hosted on a Iicrosoft Sharepoint Collaboration webate, Vo will need a
tundarnental understanding of mternet browsers. This docwrnent 15 witten for the TSDA nser
corntnuraty which has obtained the necessary experience or knowledge of internet hrowsers
thromgh trairang or experience with other web based applications such as the web based,

Lglearm, hurnan resource fralving application.

(intentionally left blank)

" o R
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Notice IRM-422 Exhibit 1

International Technology Services Space Survey Technical Guide (Continued)

USDA United States Department of Agriculture
=5 Farm Service Agency / IPUSD

IT 5 Space Survey

Tet hnic al Summary

WIS/ Sharepoint allows a nser to create web based sarveys. This survey contains
conditional brane lang whach 15 determined by the replies provaded fo the queshons displayed
in the survey. Vou may not be aware of the branclang, given the mmtnitre nature of

the process.

(ntertionally left blank)
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Notice IRM-422 Exhibit 1

International Technology Services Space Survey Technical Guide (Continued)

USDA United States Department of Agriculture
i Farm Service Agency/ IPUSO

Access

The ITS Space Survey can be accessed by opening your browser and going to the following
URL address:
https://fsa.sc.egov.usda gov/mgr/TPUS O/1 ists/Test%20Survey/overview.aspx

The following page will be displayed. Just below the title “Space Survey” you will see
Kathy Fay’s telephone number and email address. Just below that you will see a row of
buttons starting with “Respond to this survey”. In the event you can’t access this page or the
page does not display what is seen in the following example. See the “Help” section at the
end of this document for contact information. (You won’t see a “Settings™ button on your

page.)

You are now on the MS/Sharepoint site of the Farm Service Agency’s Information
Processing and User Support Office.

A Space Survey - Microsoft Internet Explorer

File Edit View Favorites Tools Help h

@Back - @ - \ﬂ @ _;\'| /.._.’ Search \;i?Favorites 6} ' a; o -~ _] ﬂ

Address !Eﬁ https: f{fsa s egov.usda, govfmar IPUSO/Lists| Test %205 urvey /overview.a ¥ | Go | M McAfee Siteadvisor = | QQCDIWBN x; ESBBC'Z

F3a SharePoint Home = Information Processing and User Support OFfice (IPUSO) ‘welcome William Hardrict = | @ b
USDA United States Department of Agriculture [This List |v| | Pl
Farm Service Aenc IIPUSO

| Site Actions ~

_‘/ Infarmation Processing and User Suppart CFfice (IPUSO) = Space Survey
| Space Survey

Wiew All Site Content Address questions ko Kathy Fay on 301-504-2121 or through email at katbyw, Fay@wde usda. gov

Sites =, Respond to this Survew | Actions ~ Sektings ~ iew:  Overview &
Documents e
= Presentations Survey Name: Space Survey

= Reports Survey Description: Address questions to Kathy Fay on 301-504-2121 or through email

t leathy f de.usda,
= Standard Operating at kathy fay@wdc.usda.goy

Procedures Time Created: S5/6/2009 11:17 4M

= Tech Reference Number of Responses: 5

= Other

Lists [E Show a graphical surmary of responses

= Projects & =how all responses

= Issues )
S | =
@javascript:TopHelpButtonCIick('NavBarHelpHome') é & Trusted sites

53 = 3 . Inbox 15 ’Ei'-'l] ’U__,. m t:'\'a. N_._r] 1

74 start
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Notice IRM-422 Exhibit 1

International Technology Services Space Survey Technical Guide (Continued)

USDA United States Department of Agriculture
=5 Farm Service Agency/ IPUSD

Eespond To Survey

Survey Options
From the webpage displayed above you are expected to interact through theee ophons:
- Bespond to Surveyrbutton

The following options will not display until you have completely responded o a survesr:

- Showa graplacal surenary of responses (Dhsplays bar graph of responses)

- Showall responses (Displave a list of responses from which ywon masyview each but
are allowed to only edit the response you created)

Responding to the survey

BEesponding to the survey completely, creates a response file on this site. & response file 1z not
created until the nzer provides an answer o all of the gqueshons presented. Changes to your
survey responses mayhbe accormplished by editing wour response file. How this can be
accomplished will be described in detail below.

{infertionally left blank)
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Notice IRM-422 Exhibit 1

International Technology Services Space Survey Technical Guide (Continued)

USDA United States Department of Agriculture
g Farm Service Agency/ IPUSO

Respond To Survey

Responding to the survey (continued)

To begin responding to this survey, left click on the “Respond to Survey™ button. The following
is an example of the page that will be displayed.

<A Space Survey - New Item - Microsoft Internet Explorer : E
I

File Edit View Favorites Tools  Help '!;

: : = = =
@Back > | \ﬂ |§| -l'] /_'Search ‘f"' Favatites €‘3 "_v

Address '@ https: ijfsa. sc.egov.usda, govimar [ IPUSOListsi Test %2050 vey/NewForm.a V| . Go

%Convert - @Select

F5é SharePoint Home = Information Processing and User Support OFfice (IPUSO) ‘Welcame Wiliam Hardrice = | @) %

USDA United States Department of Agriculture [This List +| | P
Farm Service Agency / IPUSO

Site Actions ~

Information Processing and User Support OFfice (IPUSO) > Space Survey > Respond to this Suryvey
Space Survey: Respond to this Survey L
[ Iest ] [ Save ] [ Cancel
Enter your OIP Site ID
I |
Enter your Office OIP ID
Enter your Office Name
| |
b
< | 3
:é_‘| é & Trusted sites

BEa »: | Inboz - Mi, 2 Intern... - 4 2 Micras... = i » :'J] (A R N—t—'] 3:08 P

Clicking on the three MS/Sharepoint buttons displayed at the top right and bottom right of the
webpage results in the following:

Next - proceeds to the next page of survey questions
Save - saves the responses provided into response file; returns to Space Survey title page
Cancel - cancels all responses; returns to Space Survey title page; no response file created
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Notice IRM-422

International Technology Services Space Survey Technical Guide (Continued)

Exhibit 1

Respond To Survey (continued)

Editing/Deleting Responses

During initial survey response:
»  All responses can be deleted by clicking on the cancel button during the survey
» Specific responses can be edited by uging the browser’s back button

After completion of an initial survey response:

»  All responses can be deleted by clicking on the “Show all Responses™ button; selecting
the response file created by you by left clicking on the drop down arrow at the end of
the response name; select delete (see display page below)

2 Space Survey - Microsoft Internet Explorer

File Edit  Wiew

Q- © X (3

Favorites  Tools  Help

USDA United States Department of Agriculture
g Farm Sewlce Agency / IPUSO

= A
@ o .
P Search < Favorites @

Address |-@J https: f{fsa.sc.egov.usda.govimgriIPUSO)Lists ) Test %2 05urveyalltems. asp % | Go

=

FS4 SharePoint Home = Information Processing and Liser Support Office (IPLISO)
USDA United States Department of Agriculture
— Farm Service Agenc !IPUSO

‘Welcome William Hardrict ~ | e

iThis List v| !

2|

Information Processing and User Support Office (IPUSQ) = Space Surwew

Space Survey

Site Actions -

Yiew Al Sike Conkent Address questions to Kathy Fay on 301-504-2121 or through email at kathy Fay@wde,usda,goy
Sites =, Respond ba this Survey Actions * Settings * ‘iew:  All Responses h
prcments Created By Madified Completed =
Eeesentations View Response #35 | wiliarn Hardrict 5/25/2009 3:56 PM Ma
= Reporks
View Response
= Standatd Operating 1
Procedures -__} Edit Response
= Tech Reference ﬁ-d-:a Manage Permissions
= Other ¥ Delete Response
Lists Alert Me
= Projects
= [ssues ]
by 2
:El Done S @ Trusted sites

4 start

» All responses can be edited by clicking on the “Show all Responses™ button; selecting
the response file created by you by left clicking on the drop down arrow at the end of
the response name; select edit; returns you to the survey

EcE |

Inbox - Mi...

T2 2 Inkern...

(see edit option in display page above)

- Eﬁ Z Micras. ..

= . g ’E:-J] ay m B

B =) 400pm
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Notice IRM-422

International Technology Services Space Survey Technical Guide (Continued)

Exhibit 1

USDA United States Department of Agriculture
= Farm Service Agenc f IPUSO

Eespond To Survey (ontiroed)

Miscellaneous Op tions

and far night of the “Fespond to flas survey™ buttorn; select overview, returms to Space
Survey title webypagze

Help
Pleasze contact:

survey Procedura i dramistratme 5upport
»  Kathy Fay 301.504.212 1 kathey fasafiarde usda. g o

Technical IVIS 15 harepoint 5 upport
»  Bob Bumey 216926 6603 [ robert bmewi@ke o usda sov
»  BillHardrct 5169266010 / williarm hardnctif@ke c.nsdazo

Beturrung to the Space Surve v itle webpage; click on the “View” button on the same line,
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Notice IRM-422

International Technology Services Space Survey Technical Guide (Continued)

Exhibit 1

USDA United States Department of Agriculture
Farm Service Agenc ! IPUSO

Appendix A

OIP Site IDs can be obtained using the following procedure:

1) Go to the OTP Service Center Locator web site
(http://offices sc.egov.usda.gov/locator/app) to find your specific office.

2) Left click on the state (or protectorate) in which your office is located.

A USDA Service Center Locator - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools Help

) o @ - u @ _;\] /Ij" Search ‘E};‘Favnritas @ :':v -_,’ ] - _I ﬁ ‘5

ices.sc.egov, usda.govflocatorfapp vl a0 %Convert

City | USDa | USDA eFarms

USDA Service Centers are designed to be a single location where customers can access the services provided by the Farm
Service Agency, Natural Resources Conservation Service, and the Rural Development agencies, This web site will provide the
address of a USDA Service Center and other Agency offices serving your area along with information on how to contact them.

&) @) Trusted sites
= »

CE S E L

I

- @ Select
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Notice IRM-422 Exhibit 1

International Technology Services Space Survey Technical Guide (Continued)

LUSIDA United States Department of Agriculture
-_?.__.—_
Farm SENICE Agency / IPUSD

File Edit  View Favorites Tools  Help

Q- O - [x] @ & ) search 5% Favorites ) m - ) S

fcldress | ] http:fjoffices.sc.egov. usda.govflocatorfapp7service=page /CountyMap@st ste=MORstatehame=PlissouristateCode=29 V| Go  @nConvert - [PfSelect

USDA Service Centers are designed to be a single location where customers can access the services provided by the Farm
Service Agency, Natural Resources Conservation Service, and the Rural Development agenciss. This web site will provids the
address of a USDA Service Center and other Agency offices serving your area along with information on how to contact them.

Missouri Counties

Click on the map to select a county

Pulian

& Trusted sites
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Notice IRM-422 Exhibit 1

International Technology Services Space Survey Technical Guide (Continued)

USDA United States Department of Agriculture
7= Farm Service Agency / IPUSO

The OIP Site ID is in the detailed office information.
4y Click the "Mailing Address” link to display detailed information.

2 USDA Service Center Locator - Microsoft Internet Explorer =] E|
File Edit ‘“iew Favortes Tools  Help ",'

@Back b @ = u @ _‘l‘l /.j.'Search ‘f\?‘Favnritas @ L' :g _ﬂ] ¥ _] ﬂ ﬁ

fildress | ] httpefyofices. st egov usda.gov/lcatar fapp?seryice=page ServiceCenter SUmmary state Code=20Rerky=5 10 v|EJso  Ricomwert - [H)select

USDA United States Department of Agriculture
= | Serwce Center Locator

Serving ST LOUIS CITY Missouri

Service Centers In Other Counties

HILLSBORO SERVICE CENTER © Street Map
10820 HIGHWAY 21 STE 200
HILLSBORO, MO 63050 ¥ Driving: Dirsetions

(636) 789-2441 [0 Mailing Address
(636) 789-2175 fax

Rural Development

ST PETERS SERVICE CENTER & Street Map

160 SAINT PETERS CENTRE BLVD

ST PETERS, MO 63376 % Driving Directions
(636) 922-2833 [ Mailing Address
(636 922-2640 fax

Farm Service Agency
Matural Resources Conservation Service
Conservation District

Please forward office updates and corrections to: =E= CIP Mational Data Steward

Arrpsaibility Statemant | Privacy Palicy | Non-Discriminatinn Statemeant

@ http:jfoffices.sc.egov.usda, gowlocatorjapp?service=page /CompleteReport @ Trusted sites

i start

. = T Documentt -

The Site Id for your office 1s displayed on the right side of the detailed information for your
office.
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Notice IRM-422 Exhibit 1

International Technology Services Space Survey Technical Guide (Continued)

USDA United States Department of Agriculture
=5 Farm Service Agency/ IPUSD

Llicrosoft 5hare Point is a collechon of products and softerare elements that inclode, arnongst a
srowing selection of corgpone nts, Intermet Explorer based collaboration funchons, process
management modules, search modules and a docurne nt-manage ment platform. SharePoint can
be used to host web sites that access shared workspaces, information stores and documents, as
well as host defined applications such as wikis and blogs. &1 users can mardpulate propee tary

controls called "web parts" or interact with peces of content such as lsts, docwment libranes and
SUIVEYE.
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