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The blue strip down the left hand 

side is the navigation menu bar. 

This is where you’ll do most of your 

navigating through the system 

The map shows the location of UniSA buildings within South Australia.  

The numbers in the orange bubbles show the number of buildings in that area.   

You can click on the bubbles to zoom to that area, use the scroll wheel on your 

mouse, or use the navigation controls in the top left corner. 

But you’ll probably find navigating via the navigation menu easier! 

Home: click to navigate back to this Home Page at any time 

Favorites: you can save favourite views for quick navigation  

Space Management: for Space Management functions – 

read on for more info! 
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Space Management functions 
 

 
 

 

 

 

 
 

Click on the Space Management 

icon in the navigation menu bar 

for Space Management functions 

Click on Sites to see a list of all sites, 

buildings and floors  

(those that have floor plans available!) 

This will show the expanded 

navigation menu 

In FM:Interact, our 

campuses are called 

‘Sites’ 
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Site summary info 
 

 
 

 

 

 

 
 

 

Click on a site to see 

summary information and a 

site plan 

Scroll down in that same view to 

see a full list of the buildings on 

the site. 
Clicking on a building in this list will take 

you to the summary page for that building 
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Building summary info 
 

 
 

 

 

View floor plans 
 

 

This also shows summary floor 

information in the info view 

below the floor plan 

Click on a building to see 

summary information 

and a photo 

You can also see a list of all 

the floors in the building. 
Clicking on a floor in this list will take 

you to the floor plan for that floor 

In FM:Interact,  

the terms  

‘floor’ and ‘level’  

are interchangeable 

Expand out the tree and click 

on a level to see a floor plan 

The floor info view shows a 

list of rooms on that floor. 
Clicking on a room in this list will 

highlight that room on the plan 
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Room summary info 
 

 
 

 

 

 

 
 

 

When you click on a room, it will be 

highlighted with an orange boundary 

and summary information will show 

in the info view below 

Spaces that are selectable on the 

floor plan show as grey when 

you move your mouse over them 
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Employee summary info 
 

 
 

 

 

 

 
 

 

If you select a room that is occupied, 

you’ll see a list of the employees 

occupying that room. 

Click on a name to see summary 

information about that employee 

Summary information about 

the employee 

 

To go back to the room info, 

click on the room again twice 

 



Page 9 of 20 

Graphic views 
 

 
 

 

 

 

 
 

 

Click on the drop-down list 

in the graphic view controls      

to see more graphic views, 

select one to view 

Graphic view controls Graphic views are all based on 

the floor plan for a level. 

The base floor plan (shown here) 

is called ‘Space Plan’ 

You can zoom in and out on graphic views 

using the scroll wheel on your mouse, or 

using the graphic view controls  

(hover over the controls to see what each one does). 

You can move around the graphic view 

with your mouse by left-clicking, holding 

the mouse button and moving your mouse 
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Data views 
 

 
 

 

 

An example of a graphic view – 

note the legend to the right 

of the floor plan.   
Different graphic views will show different 

types of information in the legend 

Click on Views in the navigation menu 

to see the available data views.  
(You may need to scroll down, or click on ‘Sites’ 

at the top of the navigation menu to collapse 

the menu tree structure.)            
Select one to see the view 
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The grid 

Don’t get confused… 

‘Sites’ at the top of the navigation menu is essentially 

a list of the available floor plans you can view. 

‘1.01U Sites’ is a data view like the one showing here 

You can scroll left to right 

to see more information 

in the grid 

You can scroll up and down 

or click through pages to 

see more records 
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Select any record in the grid to see more 

information in the details panel below 

Select different tabs to see 

different information in the 

details panel 

Details panel 

Note that you can always see the summary 

information for the selected room above the tabs 
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Search data views 
 

 
 

 

 

 

 
 

You can SEARCH to find what you’re looking for – type anything              

in the lower search box and click the search icon to search the                 

grid immediately below.  

You can search whatever data is in the grid - examples for the 

Rooms view are building name, room number, room name 

Be careful!  What you see in the grid isn’t always 

what you see in the details panel below. 
This happens when you apply a search or filter to the grid 

when you’ve already got a record selected 

 

You need to select the 

record in the grid to see 

the corresponding 

details below 
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When searching for a room 

number be careful to select the 

room on the right site when 

there are multiple!   

To clear search results, you can: 

 Press F5, or  

 Delete the text in the search box 

and click the search icon again, or 

 Click on the view name in the 

navigation menu 
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Sort data views 
 

 
 

 

 

Filter data views 
 

 

You can SORT grid views by clicking on 

the column heading.  Clicking again 

will sort in the reverse order 

You can FILTER if you’re looking for 

something specific – click on the funnel icon 

to bring up filters for each column 
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Type what you’re looking for in the relevant 

column, then click the adjacent funnel icon.  

Choose an option from the list that appears – 

‘Contains’ usually works for most filters. 

You can filter on multiple columns 

to further refine the results 

 

 

To clear a filter, click the funnel icon next to the 

column name again and choose ‘No Filter’  

or press F5 
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Reports 
 

 
 

 

 

 

 
 

 

 

 

Click on Reports in the navigation menu to 

see the available reports.       
(You may need to scroll down, or click on ‘Views’ again 

to collapse the menu tree structure.)            

Select one to view the report 

Many reports are expandable – click on the        

+  and  –  boxes to expand and contract the 

data based on the information you’d like to see 
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Note that some reports include filters to 

enable you to choose the specific 

information you’d like to see. 

Once you’ve chosen an option, click 

View Report to view the results 

Most reports don’t print well! 
 

The best option is to export the 

report, choose the ‘Excel’ option 

and set up to print from there. 
 

Remember your printed report might 

soon be out of date!  You should refer to 

the live report in the system to make 

sure you’ve got the latest data 
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Find a person 
 

 
 

 

 

 

 
 

 

Find a specific person by typing 

their name into the global search 

and clicking on the search icon. 
 

You can use global search at any 

time, from any screen 

If you click on the result you need, it will show 

you the location on the floor plan and provide 

further info about the employee. 
 

Note: if no room number is listed, the person 

does not have a valid FM:Interact location listed 

in UniSA’s telephone directory.   
 

This can be rectified by contacting the IT Helpdesk and 

providing the correct room number (once updated in the 

phone directory, it will update in FM:Interact overnight) 
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Room is 

highlighted on 

floor plan 

 

Summary information 

about the employee 

 


