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Request to Schedule a Classroom for Any Event

Log into the University Room Schedule web site at https://froomschedule.mypurdue.purdue.edu.

Use your career account username and password.

Password:

Use the menu located on the left-hand side of the screen. Click on Events.

Scheduling Assistant
Personai Schedule | UNITIME
Lookup Classes
Lookup Examinations
Events

Help

Log Out

Click Add Event.

Scheduling Assistant
Personal Schedule
Lookup Classes
Lookup Examinations
Events

0 mrooms I
0O events

OO room Avallabany

0 Twnetabse

Help

Log Ou

" @ University Timetabling Application @

Fall 2016 (PWL)
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Event Classroom Scheduling

The following form is displayed. The Academic Session and your contact information are

automatically populated. Enter the following:
e Academic Session: Session is automatically populated (Note: If your meetings span

across academic sessions, you will need to enter an event for each session).

Event Name

Sponsoring Organization (if applicable)

Event Type

Expected Attendance (not required)

Main Contact: Automatically populated.

Additional Emails: Email confirmations may be sent to members of your group. Enter

the e-mail addresses, one address per line, in the Additional Emails box.

¢ Additional Information: Enter additional information that you'd like to be taken into
consideration when making your request to schedule the event. If you will have access
to a building during weekend times please note this on the reservation.

e Attachments: Attach files for your meeting (not required)

Click Add Meeting

n % Add Event@
Scheduling Assistant

Personal Schedule UN!TI’ME

Lockup Classes Event Back
Lookup Examinations| Bcagemic Session Fall 2016 (PAL) |
E‘H’EHIS [ R L L
O rooms
O events Sponsoring Organtzation: Select.
Spectal Event ¥
O Room Avallability I Expected Attendance: [ !
O Timetable Main Contact First Name:
Help Middle Narng
Log Out Last Narma:
Email I
Phione
Additional Information
Attachment Choose File | Mo file chosen
Meetings W Mare +
Date Published Time Location Capacity Approved
|# snow aietea canceried, and rejected mestingd
Back |
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Select Dates, Meeting Times, and Locations

Select the date(s) for your meeting times.

e  To schedule multiple days, click on each day that you want the event scheduled.
Use this method only if the events are scheduled for the same time each day.
o If you wish to schedule the entire month, you may select the upper left corner and the entire month will be
selected. You can click “deselect” by clicking the “not selected key” and selecting the appropriate dates.
Add Meetings...
Next
Dates August 2016 September 2016 October 2016 \ November 2016 December 2016
Sun|Mon|Tue |Wed| Thu( Fri | Sat Sun|Mon| Tue Wed| Thu( Fri | Sat Sun|Mon|Tue Wed Thu| Fri |Sat Sun|Mon|Tue [Wed| Thu| Fri | Sat Sun|Mon|Tue |Wed| Thu| Fri | Sat
I} 31 1 2 3|4 5|8 35 1 2 3 39 1 44 1 2 4 H] 48 1 b
32|78 9110111213 36| 4 5 & 7 e 5|10 40| 2 3|4 5 € 7 e 45| & 7|89 |10f11]12 49| 4 5 & 7 ] 3|10
33|14 15|16 17| 18| 19| 20 37|11 12|13 |14 | 15| 18| 17 41| 9 |10f11f12]| 12| 14| 15 46| 12 [ 14| 15| 18] 17| 18| 18 50| 111213} 14)15] 16} 17
34| 2122|122 24(25| 2627 38|18 |19 | 20| 21| 22| 22| 24 42| 16|17 | 18| 15|20 21| 22 47| 20| 21| 22231 24]125] 26 S51|1g| 13| 20) 21 )22 22| 24
35|28 29| 30| 31 39| 25|26 | 27| 28| 29| 30 43| 23 (24| 25| 26| 2 28| 29 48| 27| 28| 25| 30 92| 2526272829 30 31
44| 30 | 31

Enter the start and end times for you meetings

The default time for a meeting is one hour. If you need a different time length, be sure to enter the needed
end time.

Times:

From:ls:oo pm | To:l?:oo pm |

Make sure you are choosing AM or PM

Monday-Friday open from 7:30am-10:30pm for events

Saturday events the buildings are open from 7:30am-12:30pm anything past this time there will be a fee, of
$50.00 up to $100.00 dollars. LILY or HAMP is open from 7:30am-5pm with no fee.

Sunday the buildings are closed for events except LILY or REC is open from 12pm (noon) until 10:30pm
with no fee.

If you will have access to a building, please note this in the additional comments section. If you want to
reserve MJIS after hours this building is on a timer system, you will need to contact Susan Hardy to make
arrangements for this building. For GRIS after hours please work with Leza Dellinger Irdellin@purdue.edu
If a building or room is locked when it should be unlocked you can contact the Purdue Police at the non-
emergency number 765-494-8221.

Select Location parameters from the drop down box. (Note: Click outside of the box to close it).

Times:

Copyright © May 2013 by the Student Systems Competency Center & Office of the Registrar
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Event Classroom Scheduling

Click the next button on the lower right hand side.

Mext

Select the room(s) where you would like to meet by clicking in any empty cell. If you hover over the room
a picture will come up along with a map. There may be a delay in between pictures. This will give you a
better idea of how things look in the room.

Add Meetings._ . !

AR 1022 ERWMN 2104 CLS0 125 EE 1156
Classrooms Classrooms Classrooms Classrooms
16 seats 30 seats 40 seats 45 seats
Wednesday
11/02/2016

6:00p - 7:00p

Friday
11/04/2016
6:00p - 7:00p

BRNG 1242 BRNG 1243 BRNG 12465 BRNG 1248 BRN
cmssrc{ps Classrooms Classrooms Classrooms Clas
30 seals 30 seats 44 seats 24 seats 33

BRNG 1242 (Classrooms)

Capacity: 2O (15 for examinations)
Aanss Computer. Computer Projection. Document Camera
Boards: Chalkboard < 20 Ft., Whiteboard >= 20Ft
| seating: Movable Seats. Tablet Arm Chairs. Wheeled Tablet Arm Chairs
H croups: Central Campus. Classroom
| Events: Authenticated Users Can Request Events Managers Can
Approve

o Department: 1979 - General Academic Classrooms
Has wheeled tablet arm chairs
NIversity  If you Nave roublo Sccessing s page Decause of & aisspility.

ARMS 1028 ARPAS 1103 ARPAS 1010 ARMMS 1021 e
[=" rocms Classroocms Classroocms Classroocms Cilas
So'seats 50 seats 150 seats 40 seats =)
ARMS 1028 (Classrooms)
= Mackey Arena
Sth St
ath st
Google Map data &20156 Google
Capacity: 20 (15 for examinations)
A 2 Computer Projectrs. Computer. Computer Projection.
Document Camera
Boards: Chalkboard < 20 Ft_. Whiteboard >= 20Ft
Seating: rMovable Seats, Tables and Chairs, Trapezoidal Table
Arrangenment
Sroups: Classroom, NMorth Campus |
Ewvents: Authenticated Users Can Request Events Managers Can
Approwve
Department: 1979 - General Academic Classrooms

Click the Select button once you’'ve made your choice.

Select
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The meeting times and places that you selected are displayed. If no changes are necessary,
click the Create Event button at the top or bottom of the page.

Add Event @

Biery, Mindy B

UniTime
Event Y| Sand email confirmation I Create Event I Back

Meetings Add Meetings More *
@ Date Published Time Location Capacity Approved
Mon 03/21, 2016 9:00p - 10:00p BRNG B222 49 new meeting
Wed 03/23, 2016 9:00p - 10:00p BRNG B222 49 new meefing
Fri03/25, 2016 9:00p - 10:00p BRNG B222

49 new meefing

¥ Show deleted, cancelied, and rejected mestings.

¥| Send email confirmation Create Event Back

Event Approval Process

The Event Detail page shows a summary of the time and location of your event. It is pending
approval.

Event Detail @

Biery. Mindy B

UriTime

Test (Special Event)

Edit Event Back
Event Type:

Special Event
Contacts Name Email Phone

Biery, M B bieryOs@purdues edu

Additional Emails:
Meetings
=2 Date
Mon 0321, 2016
Wed 03/23, 2016
Fri 02/25, 2016

bliles@ purdue_edu

Published Time
9°00p - 10:00p
9-00p - 10:00p

Location
BRMNG B222
BRMNG B222

+1 765 49-46127

More -

Capacity Approved
49 oe,

a9 pe

9-00p - 10:00p BRMNG B222 a9 o=

¥ Show delefed, cancealied. and rejected meatings.
Motes

Date User Action Meetings MNote

-10:00p BRNG B222 Will have keys
Will have access to the building.

Attachment
02/12/2016 11:13AM M B Biery Create MWF 0321 - 03/25, 2016 9:00p

Edit Event Baclk
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You will receive an email notification indicating that your request has been submitted.

% Event Test created.

UniTime

Test
Event Type: Special Event

Name Email Phone
Contacts

Biery, M B biery08@purdue edu +1 765 4946127
Additional Emails: bliles(@purdue.edu

Following meetings were requested by you or on your behalf

Date Published Time Allocated Time Location Status
MWEF 03/21 - 03/25, 2016 9-00p - 10:00p 9:00p - 10:00p BRNGB222 pending

Additional Information

Will have keys
Will have access to the building.

All Notes of Test

Date User Action Meetings Note
Will have keys

02/12/2016 11:13AM M B Biery Create MWF 03/21 - 03/25, 2016 9:00p - 10:00p BRNG B222 Will have access to the building.

There is an expiration date on an event. Shortly after midnight the next day (e.g., if the
expiration date is November 14, the event will expire on November 15), all pending meetings
are cancelled. All the approved meetings stay as they are.

Only users with the new Event Set Expiration permission can set an expiration date on a new
event or an event which does not have an expiration date already set. When the expiration date
is already set on an event, anyone who can edit the event can change or remove the expiration
date.
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Need help? Contact the Office of the Registrar at (765) 494-8581 or registrar@purdue.edu



mailto:registrar@purdue.edu

Event Classroom Scheduling

After your event has been approved, you will receive an email notification showing that the
event is approved. Please save or print this confirmation.

! Event Test approved.

UniTime
Test

Event Type: Special Event
Name  Email Phone
Biery, M B bierv08@purdue edu +1 763 4946127

Additional Emails: bliles@purdue edu

Contacts

Following meetings were approved

Date Published Time Allocated Time Location Status
MWE 03/21 -03/25, 2016 9:00p - 10:00p 9:00p - 10:00p BRNG B222 approved

Current status of Test

Date Published Time Allocated Time Location Approved
MWF 03/21 - 03/25, 2016 9:00p - 10:00p 9:00p - 10:00p BRNGB222 02/1212016
All Notes of Test
Date User Action Meetings Note

Will have keys

02/12/2016 11:13AM M B Biery Create  MWE 03/21 - 03/25, 2016 9:00p - 10:00p BRNG B222 Will have access to the building.

02/12/2016 11:15AM M B Biery Approve MWE 03/21 - 03/25, 2016 9:00p - 10:00p BRNG B222

Copyright © May 2013 by the Student Systems Competency Center & Office of the Registrar Page 10 of 19
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Once the event is approved, this is what the event will look like in UniTime.

Event Detail @

Biery, Mindy B
UniTime
Test (Special Event) EdtEvent | Previoss | Back |
Event Type: Special Event
Contacts Name Email Phone
Biery, MB biery08(@purdue.adu +1765 49-46127
Additional Emails: bliles(@purdue.adu
Meetings More v
® Date Published Time Location Capacity Approved
[/ Mon 0321, 2016 9:00p - 10:00p BRNG B22Z 49 02112/2016
L] Wed 04123, 2018 9:00p - 10:00p BRNG B22Z 4902122018
Ll Fri03/z5, 2016 9:00p - 10:00p BRNG B22Z 49021122016
| Show deleted, cancelled, and rejected meetings.
Notes
Date User  Action Meetings Note Attachment

02112/2016 11:13AM M B Biery Create  MWF 03/21 - 03/25, 2016 9:00p - 10:00p BRNG B222 Will have keys
Will have access to the building.
02112/2016 11:15AM M B Biery Approve MWF 03/21 - 03/25, 2016 9:00p - 10:00p BRNG B222

Edit Event | Erevious‘ Back ‘
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Cancel, Modify, or Add a Scheduled Event

Cancel or Modify a Scheduled Event

If cancelation or modification to the meeting times and locations are needed, click on the More
button to cancel all meetings or the Edit Event button to make modifications.

1] [ ] .
= Event Detail @
L | | ||
] Biery. Mindy B
UniTime |
Test (Special Event) Edit Event | Previous ‘ Back ‘
Event Type: Special Event
Contacts Neme .. el Phote
Biery, M B biery08@purdue.edu +1 765 49-46127
Additional Emails: bliles@purdue.adu
Meetings - More v
The More button and the Capacity Appfoved
[ Mon 03/21, 2016 bUtton to the |Eﬂ ShUW thE 49 021272016
) Wed0¥/23, 2016 _same menu. ThESE ChECkEd 49 0212/2016
L) Fri03/25, 2016 It_em on the men ..‘."»hUW What 49 0212/2016
pieces of information are ool caneeloc a rleciod
displayed on the event detail I GRIEIEE, CSIICEse, and [Eeag mestings
Notes screen.
(1o R en il 99__\_!@'_'3*_? _____________________________________ < MNote Alechoes
0212/2016 11:13AM M B Biery Create  MWF 03/21 - 03/25, 2016 9:00p - 10:00p BRNG B222 Will have keys
Will have access to the building.
0212/2016 11:15AM M B Biery Approve MWF 03/21 - 03/25, 2016 9:00p - 10:00p BRNG B222
Edit Event | Previous ‘ Back ‘
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Select Al The More button displays the following menu from the Event Detail page. To
cancel all meetings, select Cancel All. Note: The checked items indicate
which pieces of information are displayed on the event detail screen.

X Cancel All ..

E Published Time
O Allocated Time
O Setup

O Teardown

E Capacity

To edit a meeting(s), click on the Edit Event button at the top or bottom of the page.
Notes

Date User Action Meetings Note Attachment
021272016 11:13AM M B Biery Create  MWF 03/21 - 03/25, 2016 9:00p - 10:00p ERNG B222 Will have keys

Will have access to the building.
021272016 11:15AM M B Biery Approve MWF 03/21 - 03/25, 2016 9:00p - 10:00p ERNG B222

I Edit Event I Previous Back

Add Additional Meetings

To add additional meetings to an approved event, click the Edit Event button at the top or
bottom of the page.

Event Detail @

Biery, Mindy B
UniTime
Test (Special Event) I Edit Event I Previous Back
Event Type: Special Event
Contacts Name Email Phone
Biery, M B biery08@purdue.edu +1 765 4946127
Additional Emails: bliles@purdue.adu
Meetings Maore »
@ Date Published Time Location Capacity Approved
Mon 03721, 2016 9:00p - 10:00p BRNG B222 49 0211272016
Wed 03/23, 2016 9:00p - 10:00p BRNG B222 49 02122018
Fri 03/25, 2016 9:00p - 10:00p BERNG B222 49 02122016
¥ Show deleted, cancelled, and rejected meslings.
Notes
Date User Action Meetings Note Attachment

02M12/2016 11:13AM M B Biery Create  MWF 03/21 - 03/25, 2016 9:00p - 10:00p BERNG B222 Will have keys
Will have access to the building.
02/12/2016 11:15AM M B Biery Approve MWF 03721 - 03/25, 2016 9:00p - 10:00p BRNG B222

I Edit Event I Previous Back
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Click Add Meetings. Select dates, meeting times, and locations (see instructions above).

F= et Edit Event@
e Biery, Mindy B
UniTime
Event ¥ Sandg email confirmation | Update Event ‘ Cancel Event ‘ Back |
Event Name: |Test |
Spoensoring Organization: | Select. .. v |
Event Type: Special Event
Expected Attendance: I:l
Main Contact: First Name:  [mindy | Lookup Reset
Middle Name: [g |
Last Mame: |Bierv |
Academic Title: | |
Email: |bierv08@purdue.edu |
Fhone: |+1 765 49-46127 | More Contacts. .
Additional Emails: bliles@purdue.edu
4
Additional Information:
4
Standard Motes. ..
Attachment: Cheoose File | Mo file chosen
Expiration Date: I:l
Meetings Add Meetings | More v
@ Date Published Time Location Capacity Approved
] Mon 03721, 2016 9:00p - 10:00p BRNG B222 49 02112/2016
] Wed 03/23, 2016 9:00p - 10:00p BRNG B222 49 02112/2016
[ Fri03/25, 2016 9:00p - 10:00p BRNG B222 49 02112/2016
¥ Show deleted, cancelled, and refected meetings.
¥ Send email confirmation  Update Event | Cancel Event Back
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The new meeting times will be displayed with the originally scheduled meetings. Click Update
Event. The new meetings will go through the event approval process as described above.

Meetings

® Date
Mon 03/21, 2016
Wed 03/23, 2016
Fri 03/25, 2016
Mon 03/21, 2016
Mon 03/21, 2016
Wed 03/23, 2016
Wed 03/23, 2016
Fri 03/25, 2016
Fri 03/25, 2016

Published Time
9:00p - 10:00p
9:00p - 10:00p
9:00p - 10:00p
9:00p - 10:00p
9:00p - 10:00p
9:00p - 10:00p
9:00p - 10:00p
9:00p - 10:00p
9:00p - 10:00p

Location

BRNG B222
BRNG B222
BRNG B222
BRNG 1245
BRNG 1248
BRNG 1245
BRNG 1248
BRNG 1245
BRNG 1248

Add Meetings | More = ‘

Capacity Approved

49 02112/2016
49 02112/2016
49 02112/2016

44 naw meaating
24 naw mealing
44 naw meaating
24 naw mealing
44 naw meaating

24 naw mealing

¥ Show delefed, cancelled, and rejected meetings.

¥\ Send email confirmaltion

Look up a Scheduled Event
To look up a meeting that you have already scheduled, click Events on the menu bar on the
left. Select the Academic Session, and if needed the event and/or room filters. Click the
Search button. The list of meetings will be displayed. You can filter information further by using
the List of Events or List of Meetings tab.

Navigation

Courses

"

Scheduling Assistant | UNITIME

Events Filter

& Rooms Academic Session:
[ Add Event Event Filter My Events & esT

[ Room Availability Room Filter: -_

[ Timetable .

Room events for Spring 2016 (PWL)
[ Reports

All Matching Rooms

Administration

® 1 Name Type Date
Preferences TEST Special Fri 03/11, 2016 8:00p
Help TEST Special Wed 01/06, 2016 2:00p
Log Out Test Special MWF 03/21 - 03/25, 2016 9:00p

MWF 03/21 - 03/25, 2016 9:00p
MWF 03/21 - 03/25, 2016 9:00p

Published Time Location

- 9:00p
- 3:00p
-10:00p
-10:00p
-10:00p

Update Event

Cancel Event Back

LWSN 1106
BRNG 1222

BRNG 1245
BRNG 1248
BRNG B222

Events @

Biery, Mindy B

Add Event

Clear |] search |

¥X
X
Print

Export More v

All Matching Weeks

Capacity Instructor / Sponsor Main Contact Approved Last Change

36 Biery, M B cancelled  11/19/2015 Cancel
32 Brery, M B cancelled 11/19/2015 Cancel
44 Biery, MB 02/12/2016 Update
24
49

Add Event Print Export More v

Copyright © May 2013 by the Student Systems Competency Center & Office of the Registrar
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Check Room Availability

On the menu bar, select Events/Room Availability.

Navigation - |

Events

# Rooms
[ Events
[ Add Event

[ Room Availability

[ Timetable
[J Reports

Preferences

Help
Log Out

The Event Room Availability page is displayed.

down box.

Select the Academic Session from the drop-

UNI

Filter

Academic Session: Summer 2013 (PWL) |

Event Room Availability"”

Ferkis, Mary Ann Ann

Add Event Search

— .

_an am
- — S B g

Select the meeting Dates on the calendar by clicking on the dates needed. When the dates are
selected, they will be shown as “selected” in yellow.

Dates: May 2013 June 2013 July 2013 August 2013

Sun Hnn|T||e [Wed|Thu | Fri |Sat Sun (Mon)| Tue|\ﬂ'ed Thu | Fri |Sat Sun|Mon|Tue Wed|Thu | Fri [Sat Sun|Mon Tlle|'|Ned Thu | Fri |Sat
17 1 2 3 4 21 1 26 1 el 2 4 5 & 20 1 z 2
18 | 5 & 7 3 El 10| 11 22 2 2 4 S5 [ 7 e 27 7 e k] 10 |11 |12 |12 21 4 5 [ 7 =3 El 10
10 | 12 | 132 %‘8 23 ] 10|11 | 12 |12 [ 14 [ 15 28 |14 (15 (15 | 17 | 128 |15 | 20 22|11 | 12 (1F | 14| 15 | 16 | 17
20 20 | 21| 22|22 24‘9 24 |16 |17 (18 (15 |20 | 21 | 22 20 | 21 (22 (22 | 24 |25 |26 | 27 22|18 |15 |20 |21 |22 |23 |24
21 | 26 25 |23 |24 (25| 26 |27 | 28 | 29 30 |28 (23 (30| 31 34|25 |26 (27|28 |29 | 30 | 31

26 | 30

Selected
NotSeIel:tEd

Mot in Session

Classes Start/End

Finals

Holiday
m Today
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Select the time for the meeting(s). Note: The default meeting time is set for 1 hour. The time
may be modified to a longer or shorter period by selecting a different end time.

Times:

Frcrm:l'a:SD am | To:

10:30 am

Select the location and room features. Note: Click outside of the box when you are finished

adding your room features.

DEBARTMEN
All Departments
TVYPE
Classrooms (23]
Building Lobbies (1]
FEATURE
2 Computer Projectrs (2]
Chalkboard == 20 Ft. (=] Computer (23]

Document Camera [12]
Horseshoe Arrangemnt (1)
Tables and Chairs [10]
GROUF

Central Campus (23]

Classroom [

BUILDIMNG

Computing Labs (5]

Movable Seats (25
Tablet Arm Chairs (1

Audio Recording (23

ECHOZ60Audio&Yideo (1]

Conference Rooms (1)

Chalkboard < 20 Ft. (28]
Computer Projection (23]
Fixed Seating (=]
Crverhead Projector (20
Tiered Seating (2]

ARMS - Neil Armstrong Hall of Engineering (9)
BCHM - Biochemistry Building (2)

Only event locations

[ 1nelude close by lacations

Once all parameters have been set, click Search to see classrooms availability.

UNI
| time

Filter

Event Room Availability®

Mary Ann Ferkis

Add Event

Copyright © May 2013 by the Student Systems Competency Center & Office of the Registrar
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Times and locations will be displayed. Times and locations that are already scheduled will be
highlighted. Times and locations that are empty may be selected. See examples below.

BRNG 1202 Classrooms 18 seals

Mon 0520 Wed 05/22 Fri 0524

8:00a - 4:00p

10am

BRNG 1206 Classrooms 20 seats

Mon 0520 Wed 05/22 Fri 0524

528-001 (Lecture) FVS 451008 22528-001 (Lecture)
5:50a-11:40s

& enrclied, 20 iimit & enroiled, 20 limit
‘Chastain, Bobby Lee Chastain, Bobby Lee

BRNG 1222 Classrooms 32 seats

Mon 0520 Wed 06/22 Fri 06524

This time is free and
10=m may be selected.

LA Aduising Stafi mesting (Spedial)

Click and drag to select the time and location. If you click each line this will only give you 15
minute intervals.

BRNG 1222 i ms
Mon 05/20 Clickanddrag to o2
Sam select an available
Men 0520 9:30= - 10:302 (60 mins) BRNG 1222 x time and | tion.
10am
L& Advising Staff meeting (Special)

To schedule an event for the date and time selected, click Add Event to schedule it. Complete
the Event form and click Create Event.

UNI Event Room sz-:ilz-:bilityQ
| vine
Mary Ann Fl?l‘!_(ls
Filter |Add Event | Search
Copyright © May 2013 by the Student Systems Competency Center & Office of the Registrar Page 18 of 19

Need help? Contact the Office of the Registrar at (765) 494-8581 or registrar@purdue.edu



mailto:registrar@purdue.edu

Event Classroom Scheduling

DO NOT FORGET TO LOGOUT!

Navigation - |

Classes

Examinations

Events

L] Events

L] Add Event

L] Room Awvailability
Ll Timetable

Help

Log Out
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