
Updating Space Manager for the Private Business Use 
Survey - 2025 

As of October 27, FM:Systems, also known as Space Manager, is the university’s official space management 
platform. Authorized users can update room data using interactive floor plans and tabular data views. 

• Service Page: https://facilities.uw.edu/catalog/space-manager 
• Access requests & support: uwftech@uw.edu 

 

Data update checklist  
 

 System access  

• Users must have the Departmental Space Administrator role to update data for their assigned 
cost center(s), typically at the school, college, or department level.  

• Send access and help requests to uwftech@uw.edu. Supervisor approval is required. 

• After users are assigned a role in the system they will need to complete two training courses 
prior to logging into Space Manager. 

 Identify buildings and rooms to review 

• Focus only on buildings or portions of buildings identified in Treasury’s Debt Funded Buildings 
Map: http://finance.uw.edu/treasury/pbu  

- For additional questions, please contact the Treasury Office.  

• Review only rooms assigned to your group.  

- If you are unsure which rooms are occupied by your group, use the Space Data by 
Department and College Space Data by OrgCode reports in Space Manager. 

- Refer to Module 4 of the FM:Systems user training for guidance. 

 Verify floor plan accuracy 

• Report corrections to flrplans@uw.edu with a clear description of needed updates. 

 Confirm room assignments 

• Ensure rooms are correctly assigned at the space (room) and shared space (allocation) levels. 

• Send corrections to CAPspace@uw.edu.  

 Update room use 

• Update the Primary Use for each room assigned to your group 

• For rooms with research activity, also update:  

- Principal Investigator (PI) assignments – multiple assignments are allowed 
- Driver Worktags (Grants, Gifts, etc.) 

o Mark the Primary Room checkbox if most research activity for this budget occurs in 
the specified room. 

o Worktags may be assigned to multiple rooms, but only one should be marked as the 
primary location. 
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