
Select a Different Space Instructions 
 

1. To begin Select a New Space click on the link titled “Select a Different Space” 
 

 
 

2. Click on the drop down box to choose a facility and then click on the “Search” 
button. 

a. Your current assignment is at the top of the page. 

 



 
 
 

3. To select a unit click on the name of the unit.   
a. If no space is found, please refer to the list of possible reasons why. 
 

 
 
 

4. To verify your choice click on “Select this Room”.   
a. If you do not click it then you have NOT selected the space. 

 
 



5. If you have successfully chosen a room, you will receive this message “You have 
successfully chosen a new room!”  You will also receive an email stating as such 
to your SFA email address.   

a. Listed is your new assignment. 

 

 


