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Space Utilization Report

This job aid provides instructions for downloading OFM’s Space Utilization Report from the Reference
Documents module in the Facilities Portfolio Management Tool (FPMT).

The Space Utilization Report data will be updated each month.

The report only contains data for agencies that use the Human Resource Management System
(HRMS), and the facilities listed are limited to those locations that are currently coded as

“office” in FPMT.

Refer to the report’s reference tabs for instructions on how to use the data.

For Facility Optimization Directive implementation guidance, refer to the directive resource

page available on the Department of Enterprise Services’ website.

Navigate to the FPMT Reference Documents module.
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Sign in to FPMT.
Select Open on the Reference Documents module.

== Reference Documents
Access reference documents

Select the checkbox next to the Space Utilization Report file.

File Name = §

Space Utilization Report.xlsx

Select the Download Selected button.

@ Download Selected

Retrieve the report from your browser or File Explorer downloads.
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