
 

 

 

How To Look At Building/Room Schedules-Admin Banner 

This will show you the building/room schedules for any term you choose.  

 

1. Navigate to the Meeting Times and Instructor tab for any CRN, including one not yet scheduled.  

2. Go to the Related Menu.  

 

 

 

 

 

 

3. Choose Building/Room Schedules.  

 

 

 



 

 

 

 

 

 

4. Input the Building Code you wish to view in the Building filter box and the Room Code you wish to view in 

the Room filter box.  

5. Drop the “Add Another Field” drop down list and select TERM. Add the term you wish to view in the Term 

filter box.  

6. Choose GO.  
 

 

 

 

 

 

 

 

 

 



7. You will now see the schedule for the building/room/term filter fields you chose.  

 

 

 

 

 

 

 

 

8. You can export this information to an Excel spreadsheet. Choose Tools, Export.  
 

 

 

 

 

 

 

 

 

 

 



9. When viewing this schedule, pay special attention to the Begin and End Dates column. This will tell you 

when you can expect the room to be taken during the term. This information is pulled from the Part of 

Term field that the section has been built with in SSASECT.  

 

 

 

 

 

 

 

10.  If you need to change the filter information, Choose FILTER AGAIN. This will take you back to the filter you 

just built, where you can change or add information. Once you exit this form, you cannot access your filter 

again.  

 

 

 

 

 

 



Things to keep in mind with this search: 

 This schedule only shows sections of classes that have been scheduled in Admin Banner. This will never 

show events scheduled into building/rooms.  

 You can use this tool to troubleshoot issues with your priority rooms if you find that you aren’t able to 

schedule in your priority rooms during priority scheduling.  

 You can use this tool to see when you would be able to schedule a section of a class into a specific 

building/room.  

 This schedule is term specific. Be sure to add the term filter in # 5. Otherwise, the search will return terms 

2009-forward.  

 


