
  Page 1 

Updated: 07/02/2020 Employee Location Updates: Step-by-Step Guide for FM Systems/FM:Interact  

**Please note: This guide is based on the assumption of the user following the direct link to “3.20 Location Update for Faculty/Staff” from the Facilities Data 

Management page: 

Home » Facilities Services » About » Departments » Facilities Data Management; from the “University Personnel Location Updates” drop-

down menu, find and select “Confirm/Update Your Employee Location” 

Log-into FM Systems/FM:Interact - the page should open on “3.20 Location Update for Faculty/Staff”. Confirm whether a Building and Room value is listed 

in your employee record.  

If blank, proceed with the steps in Section 1. If a value exists skip to Section 2, starting on page 4 of this document. (See Steps 1 and 2) If your location is 

in one of the non-SLU owned properties without a floor plan, skip to Section 3, starting on page 7 of this document. 

Once the page refreshes, locate and click the “Select” button toward the bottom of the page. (Step 3) 

A pop-up window will open. Use the drop-down menus to select your location. (Steps 4, 5 and 6) 

Note: Locations will be filtered based on Sites > Buildings > Floors > Spaces order. 

Section 1: Updating employee location if “Building & Room” is blank 
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Once a floor has been selected, the window will refresh displaying a floor plan. Find the room number for your location and ’select’.  

(Steps 7 and 8) 

The page will refresh again with the selected location, toward the bottom of the page. Verify your location update and save changes. (Steps 9, 10 and 11) 
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A new window will open on the “My Primary Location” tab. Follow the instructions on the page. Save changes. (Steps 12 and 13) 

The window will close and the page will refresh back to the original “3.20 Location Update for Faculty/Staff” view. The page should have the following  

message: “Record saved successfully.” If this message displays, your updates have been completed and you can log-out/close the browser window.  

(Step 14) 
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Section 2: Updating incorrect and/or existing employee “Building & Room” location 

Once the page refreshes, locate and click the “Select” button toward the bottom of the page to add the correct location. (Step 3) 

A pop-up window will open. Use the drop-down menus to select your correct location. (Steps 4, 5 and 6) 

Note: Locations will be filtered based on Sites > Buildings > Floors > Spaces order. 

**Please note: This guide is based on the assumption of the user following the direct link to “3.20 Location Update for Faculty/Staff” from the Facilities Data 

Management page: 

Home » Facilities Services » About » Departments » Facilities Data Management; from the “University Personnel Location Updates” drop-

down menu, find and select “Confirm/Update Your Employee Location” 

Log-into FM Systems/FM:Interact - the page should open on “3.20 Location Update for Faculty/Staff”. Confirm whether a Building and Room value is listed 

in your employee record.  

If a value exists and/or is incorrect, proceed with steps in Section 2. If blank, return to and follow the steps in Section 1, starting on page 1 of this document. 

(See Steps 1 and 2) If your location is in one of the non-SLU owned properties without a floor plan, skip to Section 3, starting on page 7 of this document. 
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Once a floor has been selected, the window will refresh displaying a floor plan. Find the room number for your location and ’select’.  

(Steps 7 and 8) 

The page will refresh again with the newly added location and any old/incorrect location(s), toward the bottom of the page. Verify your location update, remove 

old/incorrect location(s), and save changes. (Steps 9, 10 and 11) 
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A new window will open on the “My Primary Location” tab, displaying the newly updated employee location. Follow the instructions on the page. 

Save changes. (Steps 12 and 13) 

The window will close and the page will refresh back to the original “3.20 Location Update for Faculty/Staff” view. The page should have the following  

message: “Record saved successfully.” If this message displays, your updates have been completed and you can log-out/close the browser window.  

(Step 14) 
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Section 3: Updating employee location if located in property without a floor plan 

**Please note: This guide is based on the assumption of the user following the direct link to “3.20 Location Update for Faculty/Staff” from the Facilities Data 

Management page: 

Home » Facilities Services » About » Departments » Facilities Data Management; from the “University Personnel Location Updates” drop-

down menu, find and select “Confirm/Update Your Employee Location” 

Log-into FM Systems/FM:Interact - the page should open on “3.20 Location Update for Faculty/Staff”. Confirm whether a Building and Room value is listed 

in your employee record.  

If your location is in one of the non-SLU owned properties without a floorplan, proceed with steps in Section 3. If blank, return to and follow the steps in  

Section 1, starting on page 1 of this document. (See Steps 1 and 2) If a value exists and/or you need to remove an incorrect location return to and follow 

the steps in Section 2, starting on page 4 of this document. 

Once the page refreshes, locate and click the “Select” button toward the bottom of the page. (Step 3) 

A pop-up window will open. Use the drop-down menus to select your location. (Steps 4, 5 and 6) 

Note: Locations will be filtered based on Sites > Buildings > Floors > Spaces order. 
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Once ’XX Admin Ref. Only’ has been selected, a window may appear with a message stating “You do not have access to this drawing!”  

To continue click “OK”. (Step 7) 

The page will refresh again with the selected location, toward the bottom of the page. Verify your location update and save changes. (Steps 10, 11 and 12) 

Note: There will not be a floor plan displayed after selecting ‘000 Admin Ref. Only - ADMIN ONLY’ (Step 8), and the area on the page below the drop-down 

menus will appear blank. Click “Select” (Step 9) to continue. 



Section 3: Updating employee location if located in property without a floor plan Page 9 

Updated: 07/02/2020 Employee Location Updates: Step-by-Step Guide for FM Systems/FM:Interact  

A new window will open on the “My Primary Location” tab. Follow the instructions on the page. Save changes. (Steps 13 and 14) 

The window will close and the page will refresh back to the original “3.20 Location Update for Faculty/Staff” view. The page should have the following  

message: “Record saved successfully.” If this message displays, your updates have been completed and you can log-out/close the browser window.  

(Step 15) 

Note: To remove any incorrect location(s) return to Section 2 (reference Step 9) for guidance. 


