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SPACE DATA STEWARDS / ADMINISTRATORS

SPACE INFORMATION
CHANGE OCCUPANTS

Provides guidance on how to add and remove occupants in Responsible Spaces

v GETTING STARTED

Performing updates to space occupants and other space information maintenance activities is

~

demonstrated in the Facilities Connect eLearning course Managing and Updating Space

Information.

For more information, visit myHR Learn or the Facilities Connect website.

-

DIRECTIONS:
1 From the My Responsible Departments and Assignee Details page:

@ Click the drop down arrow and select My Responsible Spaces.
@ Locate a desired space by using the available Search Fields to filter the list of Responsible Spaces.

@ Click on the Space ID.
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SPACE DATA STEWARDS / ADMINISTRATORS

DIRECTIONS:

Upon clicking, a new Space Record window will open. To edit a Space Record:

) Clickthe Revise button

The Occupant — Primary Location, Secondary Location, and Not in Facilities Connect sections allow you to
manage space occupancy and display current Occupants.
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v IMPORTANT

An individual can only have one (1) primary location on campus; any primary location assignment
will automatically remove an individual from an existing primary location.

To add an additional location(s), the individual should be added under Occupant — Secondary
Location.
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DIRECTIONS:

3 To Remove an Occupant:
@ Use the Checkbox to select the current occupant(s) to be removed

@ Click the Remove button to remove the occupant(s)
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DIRECTIONS:

To Add an Occupant:

@ Click the Find button; a popup window will open to search

@ Use Search Fields to locate the desired individual
@ Click the Radio Button to select the desired individual

@ Click the OK button to confirm the selection

Space: 03316 & Print @ Help

Space Details Floor Plan Allocation History Notes & Documents Activate Save Save & Close Space Update Request x

40| ok + | com o 4@_ Find [fmes
Filters Clear Filte K2
S % ¥
Emp ID Net ID Name Title Email Work Phone.
Phone eM:
Contains Contains Contains Contains Contains Contains
B 312/6947000
O 3041480 mam8961 ALMalki,Muath Mohammed F FSM/TGS Student
. 312/926-2863
1080023 aaa060 Aadam,Abdul Aziz Associate Professor l
»
@ 1099667 maz4579 Aagaard,Mary-Louise Retiree Spouse
1 of 1 pages
1080304 ama656 Aalsburg,Alan Michael Core Technician Se. 312/503-3702
O 1094003 rwa0686 Aaron,Robert W Exec Dir Stu Aff Ass. 847/467-7579 Find Remove
O 2819599 ala140 Aaronson,Alexandra Leigh Adjunct Assistant P. Apply Filters Clear Filters S 0w
100074 d A D IR Ad t Profe
O 00748 ra aronson,Daniel Jjunct Professor Email Work Phone
O 1108963 sao0144 Aarudra,Shrindhi Broadcast Engineer 97444545264 . N
« r » e
P »
Items per page: 50 v 1 - 50 of 27601 items 1 of 553 pages >
J— 1 of 1 pages

= Occupant - Not in Facilities Connect

1]

Unnamed Occupant

v INFORMATION

The Occupant — Not in Facilities Connect section contains dropdown menu categories for adding
occupants.

v IMPORTANT ~

If you do not add Occupants (Primary, Secondary, or Not in Facilities Connect), the space will
default to No Occupant without any further action.

v1.1 (Updated: 03/04/2022) © 2022 Northwestern University Page | 4



SPACE INFORMATION
CHANGE OCCUPANTS

Northwestern | FACILITIES CONNECT

SPACE DATA STEWARDS / ADMINISTRATORS

DIRECTIONS:

5 To complete occupant changes:

@ Click the Save button

@ Click Activate to return the record to active status
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