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Inspection Program

Questionnaire Respondent/Approver Tutorial 
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Welcome!

Welcome to NOAA’s VFA.facility 
training for the NOAA Integrated 
Facility Inspection Program’s 
Questionnaire Respondents (and 
Approvers). The purpose of this 
tutorial is to familiarize you with 
the web based VFA.facility 
software and walk you through the 
process of completing the online 
questionnaire found within this 
site. The tutorial is intended to 
serve as a companion document 
to the Website User Manual For 
Questionnaire Respondents 
and Approvers which is available 
for download within the 
VFA.facility website.
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Syllabus

Getting Started (pgs. 4 – 16)

 Setup your Computer and Log Into the VFA.facility software
 Familiarize yourself with the VFA.facility toolbars and menus

Respondent Information (pgs. 15 – 34)

 Navigate within the Questionnaire Module
 Update the Basic Building Information
 Answer and Save the Questions
 Submit a Completed Questionnaire
 Modify and Resubmit a Rejected Questionnaire

Approver Information (pgs. 35 – 46)

 Review a Submitted Questionnaire 
 Modify and Reject an Improperly Completed Questionnaire
 Approve a Properly Completed Questionnaire 
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Getting Started - Accessing NOAA’s Integrated Facility Inspection Program

Setup Instructions

If this is this the first 
time you are 
accessing the 
System on your 
computer, please 
click on the link for  
Set-up instructions.

Web Address

Type the Web 
Address for VFA’s 
NOAA website in 
the Address Bar 
and click the “Enter” 
key (or ‘Go’)

System 
Requirements

You may also want 
to review the 
System 
Requirements to 
insure that your PC 
meets the minimum 
requirements
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Getting Started - Setup Instructions

Web Browser Setup Instructions

Follow the step by step 
instructions for modifying your 
browser settings and installing the 
Support Software. As a 
Questionnaire Respondent or 
Approver, you will only need to 
install (or check to make sure that 
you already have installed) a 
current version of the Internet 
Explorer and Adobe Reader 
programs. 

You DO NOT need to download or 
install the Adobe SVG Viewer or 
VFA Upload Control as described 
in the Setup Instructions.
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Getting Started - Contact Software Support

Please note that 
VFA.facility Software 
Support contact 
information is located 
at the bottom of the 
Setup Instructions 
popup window. All 
requests sent to the 
VFA Helpdesk will be 
replied to within one 
business day.
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Getting Started - Need Help?

HELP is only a 
click away!

The “Support Requests”
link brings up a blank 
email message 
addressed to the VFA 
Helpdesk. You can also 
call VFA using our toll
free number:            
888-506-8500 (also 
listed in the 
Setup Instructions). 
Remember, all requests 
sent to the VFA 
Helpdesk will be replied 
to within one business 
day.
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Getting Started - Enter Site

Enter the Site

Once you 
have setup 
your PC 
according to 
the Setup 
Instructions, 
click on the 
“Enter Site” 
button to bring 
up the Logon 
Screen.
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Getting Started - Logon Page

Logon to the Site

You will be provided a 
User Name and 
Password via an 
email from the VFA 
Helpdesk. Please 
enter them in the 
dialog box and click 
the “Logon” button to 
enter the site.

Forgot Your Password?

Click the “Forgot your 
password?” link and then 
enter your User Name at 
the prompt. Your password 
will then be automatically 
sent to the email address 
listed under your account in 
the website.
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Getting Started - The VFA.facility Home Page

Questionnaire

Clicking on this tab 
will bring you to the 
Questionnaire 
Module

News

The “What’s New” and 
“Notices” links provide 
information on recent 
software releases and 
upgrades to the 
VFA.facility software.

Documentation

The links in this 
section allow you to 
download printable 
Adobe PDF versions of 
the standard 
VFA.facility software 
manuals and guides. 
(Please note that these 
manuals do not cover 
NOAA’s custom 
Questionnaire Module)

Feedback

Provides a popup 
window with an Email 
webform which may be 
used to send an email 
to the VFA Helpdesk 
and Software Support 
department. Using this 
form is the same as 
sending an email to 
help@vfa.com

Password Expiration 
Notification

Your Home Page may 
display an alert that 
your password is going 
to expire soon. You 
can click the 
notification in order to 
change your password 
at your convenience. If 
you choose to ignore 
the notification, you will 
be required to change
your password when it 
expires upon logging 
into the website.

mailto:help@vfa.com�
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Getting Started - Top Toolbar

Top Toolbar
The tool bar in the top right corner of the screen allows you to navigate to several 
helpful support modules.

Home - Brings you back to this home page no matter where you are in the software.

My Profile - Allows you to update your password and other user account information.

Favorites - Favorites are disabled for Questionnaire respondents.

Help - This is the Help menu for the standard VFA.facility software (it does not include help for the Questionnaire).

Respondent Help - This is the Help menu for the custom NOAA Questionnaire module.

Feedback - Provides a popup window with an Email webform which may be used to send an email to the VFA 
Helpdesk and Software Support department. Using this form is the same as sending an email to help@vfa.com

Logout - Provides a secure way of logging out of the VFA.facility website. If you have been inactive for a period 
of 20 minutes and do not log out, you will be logged out of the website automatically.

mailto:help@vfa.com�
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Getting Started - My Profile

My Profile

Clicking on My Profile allows 
you to update your user 
information and password as 
well as view your software 
permissions. Respondent 
users will only have 
permissions to the 
Questionnaire. Please be 
sure that the email address 
is filled in correctly. If you 
forget your password, this is 
the address where your 
information will be sent. You 
may change your password 
by clicking on the 
“Password” button. Please 
be aware that all passwords 
must conform to NOAA’s IT 
security guidelines.
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Getting Started - Respondent Help

Respondent Help

Clicking on Respondent 
Help will bring up a popup 
Help window specific to the 
custom NOAA 
Questionnaire. This Help 
module allows you to view 
an online version of the 
Questionnaire User Manual 
through standard Contents, 
Index and Search tabs. You 
may also download an 
Adobe PDF version of the 
manual which you may then 
view directly on your PC or 
print out at your 
convenience. 
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Getting Started - Feedback

Feedback

Clicking on Feedback 
provides a popup window 
with an Email webform 
which may be used to send 
an email to the VFA 
Helpdesk and Software 
Support department. 

Using this form is the 
same as sending an email 
to help@vfa.com and,
accordingly, all Feedback 
submissions will be 
responded to within one 
business day.

Your name and email 
address will be filled in 
automatically. Simply fill in 
the Subject and select the 
Feedback Type (Problem, 
Enhancement or Comment), 
then type your message in 
the Comments box.
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Respondent Information - Asset List

Asset List
Clicking on the Questionnaire tab will bring up the Asset List view. This is where you will begin your Assessment 
Survey by choosing your Asset (Building) from the list. You may only see one Asset. The Assets that you can see are 
dependant on the access privileges that your Administrator has assigned to your user name.

Basic Building Information
Click an Asset in the list, and 
click 
in order view and edit the 
Asset’s basic information. You 
cannot begin or edit a 
Questionnaire until all of the 
required Basic Building
Information is provided.

View Questionnaire
Click an Asset in the list, and 
click 
in order to view and respond 
to the building’s 
Questionnaire.
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Respondent Information - Basic Building Information

Respondent Information to 
Review/Update

If required information (as 
indicated by a * or +) is 
missing in the Respondent 
Information to 
Review/Update section of the 
screen, then you must enter 
the required basic building 
information.

NOAA Provided Asset Detail

This section is Read-only and 
includes a variety of 
informational fields with 
information specific to your 
Building. 

Clicking on the                                   button will bring up a Help screen with 
guidelines for filling in the various required fields for which you are responsible.



Copyrighted VFA, Inc 2007 – CONFIDENTIAL INFORMATION

17

Respondent Information - Definitions

Definitions

The Definitions screen 
provides information on 
each of the fields you are 
responsible for filling in 
(or verifying the correct 
information). If you need 
further assistance filling 
in any of these fields, 
please consult with your 
assigned Line Office 
Approver.

RS Means CCI

If the city your building 
is located in is not listed 
in the dropdown list, 
pick the city of the 
closest approximate 
size, that would best 
represent the 
construction costs in 
your city.
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Respondent Information - Begin Questionnaire

Begin the Questionnaire

Once you have finished 
updating and reviewing the 
Basic Building information, 
you can move on to the 
Questionnaire by 
highlighting your building 
from the list and then 
clicking on the                                             

button. 
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Respondent Information - Questionnaire Listing

Starting The Assessment

If you click the                                           button without clicking the                                       button, a reminder will pop 
up to remind you that must save the Basic Building Information before starting a Questionnaire assessment.

Basic Building 
Information

Click “OK” and you will be 
brought to the Basic 
Building Information 
page.  After you have 
updated and saved this 
information, you will be 
automatically brought to 
the Questionnaire Listing 
Screen.
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Respondent Information - Questionnaire Listing

Breadcrumbs

At the top left-hand corner 
of the Questionnaire Listing 
screen, in red text, the 
Asset’s Line Office, 
Region/Program Office, 
and Asset Name displays. 
Click the 

button to return to the Asset 
List screen in order to view 
another Asset’s 
Questionnaire.

Display Full 
Questionnaire

At the top middle section of 
the Questionnaire Listing 
screen, in blue text, is 
Display Full Questionnaire.  
Clicking this link will display 
all questions in your 
questionnaire for printing 
purposes. As you fill in the 
questions, the answers will 
appear filled in in this 
printable questionnaire
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Respondent Information - Questionnaire Listing

Display and Print 
Archived Questions

If you are tasked with filling 
in a questionnaire for a 
building which has 
previously been assessed 
within the VFA.facility 
website, you will see a 
second link next to the  
Display Full Questionnaire 
link which allows you to 
Display Archived 
Questions.  Clicking this 
link will display all 
questions in the previous 
years questionnaire for 
comparison purposes. Both 
the Current and Archived 
questionnaires may be 
printed for your 
convenience while 
gathering the facility 
condition information. 
Simply use the Ctrl+P
keyboard shortcut to print 
out the displayed 
questionnaire.
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Respondent Information - Questionnaire Listing

Question List

If your facility is a DOC owned 
building (with the exception of 
Warehouse facilities) you will 
see the Question List populated 
with 39 questions, representing 
the various building systems. 

If your building is a DOC Owned 
Warehouse facility, you will see 
an abbreviated Question List, 
populated with 29 questions.

If your building is a DOC leased 
building or a GSA building, you 
will see the Question List 
populated with 4 questions 
related to Life Safety and 
Environmental issues. 

To Begin

Double-click on any of the 
questions to begin filling in 
the Questionnaire. You do 
not need to start with the 
first question. 
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Respondent Information - Question Detail

Question Detail

Once you have 
double-clicked on a 
question you will be 
brought to the detail 
screen where you will 
see a list of questions 
related to the building 
system you selected.

Linked Definitions

Please note the highlighted 
links that are underlined in 
the tan Information Panes. 
Click on these links to 
bring up a window with 
pictures and definitions of 
the different types of 
building systems
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Respondent Information - Linked Definitions

Here is an example of a Linked Definition screen for the 
Substructure question:
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Respondent Information - Answering the Questions

Each Question in the Questionnaire must be answered as completely as possible. 
Remember that the order in which questions are answered is unimportant. 
Question information is entered in the following ways:

Toggle
A Question with round “toggles” has only one response. Click the appropriate toggle in 
order to select it. For example, many questions have toggles for Yes or No and can be 
answered by selecting only one toggle.

Checkbox
A Question response can be indicated by clicking a checkbox. Oftentimes, you click a 
checkbox to indicate that the Question does not apply to the Asset, or that the Question 
cannot be answered. To select a checkbox, click it.

Number Text Area
Quantities and other numbers can be typed into text areas. To enter a quantity, click the 
blue box and type the number.

Comments Text Area
Each Question provides a text area for the respondent to enter any relevant comments 
about the Question. The Comments field can be used by Respondents and Line Office 
Approvers in order to communicate about a Question. To enter a comment, click the blue 
box and type the comment.
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Respondent Information - Answering the Questions

Severity Index

When you indicate that 
there are deficiencies (or 
requirements) within the 
system by checking boxes 
or filling in text boxes with 
values, you should select 
the Severity Index which 
best represents the urgency 
of the identified issue. 
Remember that you must 
indicate a Severity Index or 
you will not be allowed to 
save your question “as 
Complete” and submit your 
Questionnaire.

Comments

You may wish to clarify any 
of your answers by putting 
your justifications in the 
Comments box. Your 
Approver may also use this 
box to communicate any 
questions he or she has 
regarding your Answers.
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Respondent Information - Facility Condition Index

FCI

An Asset’s FCI (or Facility 
Condition Index) represents 
the ratio of the total cost to 
address the identified 
problems found within the 
building (a.k.a. Requirement 
Costs) to the Replacement 
Value that has been 
determined for that building. 
As you identify problems 
within the building, the FCI 
will increase accordingly. The 
lower the FCI, the better the 
condition of the facility. 
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Respondent Information - Facility Condition Index

Facility Condition Index (or FCI) is the total dollar amount of the 
identified Requirements divided by the Replacement Value of the Asset

Note: The lower the FCI, the better the condition of the facility. 
An optimal FCI would be .05 (5%) or lower.

FCI    =           .10 (or 10%)

Presenter
Presentation Notes
Show first bullet
Facility Condition Index, or FCI, is the total dollar amount of all identified requirements divided by the assets replacement value
Asset has a Replacement Value of $2,000,000
$200,000 in Requirements
FCI is .2 or 20%
Show graphic and explain equation
Press enter and show FCI Scale

Next slide
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Respondent Information - Save as Draft or Complete

Save as Draft or 
Complete

Each Question may have 
either a Draft status or a 
Complete status. If the 
Question does not have 
any status, then all of its 
answers are blank.
The designation of Draft or 
Complete is a convenient 
way for you to remember 
which Questions are 
finished and which 
Questions still need work. 
If you have not yet 
completed all parts of a 
question, you will not be 
able to save the question 
as Complete. You must 
instead save the question 
as Draft, letting you know 
that you still need to work 
on that question. Once all 
the questions have a 
status of Complete, you 
may submit your 
questionnaire.
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Respondent Information - Question Status

Question Status

If we take a look at the 
Status column in our 
sample Questionnaire 
Listing, we can see that the 
first 2 questions have been 
saved. The first one has a 
status of Complete and the 
second one still has a Draft
status. This would indicate 
to me as a Respondent that 
I need to go back to the 
Draft question in order to 
finish answering it before I 
can save it as Complete
and submit my 
Questionnaire. Remember 
that all questions must have 
a Complete status before 
the “Submit Questions” 
button will appear.
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Respondent Information - Submit Questions

Submit Questions

Here is an example of a 
completed 4 question 
Questionnaire for a DOC 
Leased building. As you can 
see, all of the questions have 
been “Saved as Complete” 
and have a Complete status. 
Once all of your questions 
have a Complete status the 

button will appear in the top 
portion on the Questionnaire 
Listing window
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Respondent Information - Asset Status

Asset Status

Once your Questionnaire has been submitted, the Asset Status will be updated to reflect its Submitted status. In this example 
we see Assets with 3 of the 4 possible Statuses:

Start
The Questionnaire is ready for use. 
No Questions have been answered. 
To start the process of
answering the Questionnaire, you 
would click

In Progress
The Questionnaire has been 
started, and is in progress. The 
Questions can be viewed and 
modified.
If a Submitted Questionnaire has 
been rejected by a Line Office 
Approver, then the status is once
again In Progress, and the 
Respondent can make the 
necessary changes to the 
Questionnaire before resubmitting it.

Submitted
The Questionnaire has been 
submitted for review. All of its 
Questions have been answered. 
The questions can be viewed, but 
cannot be modified by the 
Respondent.
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Respondent Information - Submitted Questionnaire

Data is Locked

This is an example of a 
question within a 
Questionnaire that has 
been Submitted. 
Notice that the text has 
been grayed out and 
the message at the top 
of the window states 
that the Data has been 
Locked. Once your 
Questionnaire has 
been submitted, your 
Approver must Reject
it before it can be 
modified again.
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Respondent Information - Approved Status

Approving a 
Questionnaire

A Line Office Approver can 
approve a Questionnaire 
that has been submitted. 
Only Questionnaires with 
the status Submitted can 
be approved. The status 
then becomes Approved. 
When a Questionnaire is 
Approved, none of the 
Question responses or the 
Basic Building Information 
can be modified by the 
Respondent or the Line 
Office Approver. Contact 
your NOAA Representative 
if changes are needed to an 
Approved Questionnaire.
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Approver Information - Approval Process

Approval Process

Now let’s take a look at the process for Approving (or Rejecting) a completed questionnaire. We will log in with our 
training Approver (Bob Jones) and take a look at the questionnaire submitted by his Respondent (Alex Smith).
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Approver Information - Approval Process

Program Office Select

Notice that Approvers 
may have responsibility 
for more than one 
Program Office. In this 
case they will see a 
dropdown menu 
allowing them to select 
which Program Office 
they are currently 
working with. This will 
limit the Asset List 
accordingly.
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Approver Information - Building Information Check

Basic Building 
Information

The first thing the 
Approver should check is 
the information found in 
the Basic Building 
Information screen. If any 
of this information is 
incorrect or if you have 
any questions regarding 
the Respondents 
answers, you should 
Reject the questionnaire 
and communicate your 
questions/concerns to the 
Respondent. The 
Respondent may then 
modify his or her answers 
and Resubmit the 
questionnaire.
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Approver Information - Approve or Reject the Submission

Once you have checked the Basic Building Information, you may move on to the Submitted 
questionnaire. You should then go through each of the questions and check to make sure 
the information is accurate and complete. You may then Approve or Reject the submission 
by clicking on the appropriate button at the top of the Question Listing window
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Approver Information - Rejection Process

Rejected 
Questionnaire

Should you Reject a 
questionnaire, it’s 
Status will change from 
Submitted back to      
In Progress. In this 
case you may go back 
into the Question List 
and make comments 
within the appropriate 
questions. Lets take a 
look at an example…



Copyrighted VFA, Inc 2007 – CONFIDENTIAL INFORMATION

40

Approver Information - Rejection Process

Let’s say that you had 
a problem with your 
Respondents answer 
to question 3 of this 
sample DOC Leased 
building. You may 
double-click on 
question 3 to modify it.
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Approver Information - Rejection Process

Comments

You may now enter any 
comments or questions 
you have for the 
Respondent in the 
Comments box and then 
click the Save as Draft
button to save your 
comments. This will make 
it easy for the 
Respondent to tell which 
questions they need to 
update.
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Approver Information - Rejection Process

Note the Draft
Status of the 
question to which 
you added your 
comments 
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Approver Information - Resubmit the Questionnaire

When the Respondent 
returns to modify their 
answers they may use 
the Comments field to 
respond to the 
Approvers inquiries. 
They may then save 
the question by clicking 
the “Save as 
Complete” button and 
Resubmit the 
Questionnaire.
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Approver Information - Approving the Submission

Approving the 
Submission

The Approver then has 
the option of 
Approving the 
updated questionnaire 
or Rejecting the 
questionnaire and 
sending it back for the 
Respondent to modify 
further. If the Approver 
is satisfied that the 
questionnaire has 
been filled in correctly, 
they may then approve 
the questionnaire by 
clicking the “Approve 
Submission” button. 
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Approver Information - Approved Questionnaire

Remember!
Once a Questionnaire is Approved, the responses to the questions and the Basic Building 
Information CANNOT be modified by the Respondent or the Line Office Approver. Contact 
your NOAA Representative if changes need to be made to an Approved Questionnaire.
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Approver Information - Completion

Once the 
Questionnaire 
has been 
Approved, your 
job as an 
Respondent 
and/or Approver 
is complete!
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Don’t Forget…

 Questions?
 Email help@vfa.com or 

call 888-506-8500 to 
reach VFA Software 
Support

 All email requests or 
voicemail messages will 
be responded to within 
one business day.
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