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How To Find An Available Classroom based on theoretical information-Admin Banner

This will help you find an open classroom for theoretical criteria (dates/days/times) before updating your section
in SSASECT.

1. Navigate to the Meeting Times and Instructor tab for any CRN, including one not yet scheduled.
2. Go to the Related Menu.
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3. Choose Query Available Class Room.
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4. This opens a form where you will see all the information for the section (days/times/campus/capacity) in
SSASECT. If you have not entered in any information, fields may be blank.
a. Change any and all information on this tab as you wish.
i. Check the week days you want the search to use.
ii. Change the times you want the search to use.
iii. Add/change a building, if you wish. If you want the search to search all buildings, leave
building field blank.

iv. Make sure the campus is S.
v. Change the capacity, if you wish.

b. Choose GO.
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Get Started: Complete the fields above and click Go. To search by name, press TAB from an D field, enter your search criteria, and then press ENTER

You can change as many or as few fields on this form as you wish to influence the search. Changing the
information here does NOT change ANY information in SSASECT. This is a search/query only form.




5. You are now in the search/query. To see the results, you can either click with your mouse in the first BLUE

row under Class Room Query Results, use the next section command at the bottom left of the screen, or
keyboard shortcut, ALT-PageDown.
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You will be able to see all rooms that fit the criteria of your section. Be sure to pay attention to the number of
results, results per page, and number of pages.




6. If you find a room that works, and you decide to change your section to match the criteria you’ve indicated
in your search, you need to take note of the open building/room information and close the search/query by
choosing the white X, top left. This will take you back to SSASECT.
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7. Change the information in the meeting locations and credits tab to match the criteria you placed in your
search. Add the building/room information you noted was available.




Things to keep in mind with this search:

e All rooms fitting your section’s criteria will return in the results list. This means that computer labs,
photography studios, darkrooms, classroom labs, etc. will all show. You will continue to follow all the set
guidelines when choosing a room, including but not limited to:

o Ifit’s not your lab, you cannot use it without express permission of the department who controls it.
o Ifit’s priority scheduling, only use your priority rooms.
o Watch capacity levels.

e You can sort the results by building or capacity by clicking on the column titles. This will sort your results by
these fields. The search is automatically returned by building.

e The campus must be a campus of S. If you’ve built a section with any other campus and need to find a
room, you will need to change the campus code to S on step #4.
o This may be an issue for classes that meet off campus but come back to campus for 2-3 specific
meeting days.
e Do NOT double click to select the building/room you wish to use. You must exit the search/query, go back
to SSASECT, change the information in the Meeting Location and Credits tab, then add the building/room
information. Otherwise, you may run into a room conflict error.



