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Purpose 
To find events scheduled in classrooms.  

Related Policies and Regulations 
1. See general policies: Registrar's Sharepoint  

Impacted Departments 
1. Registrar’s Office 
2. Academic departments 
3. HUB Event Scheduling 

  

http://staff.registrar.ucr.edu/Academic%20Scheduling/Forms/AllItems.aspx
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Procedures 
1. To search for classes or events in a specific room 

a. From the Main Menu navigate to the Locations tab 

 

b. Enter the room in the Search By Keyword field and conduct the search 

 

  

1. Locations tab 

2. Search by Keyword field 
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c. Click on the desired room from the populated list of results 

 

 

  

3. List of populated results 
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d. Navigate to the desired date or date range 

 

e. You are now viewing a list of everything scheduled in this particular room for the dates 
indicated 
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2. To search for a class or event that has been scheduled but the room is unknown: 
a. From the main menu navigate to the Events tab 

 

 

 

 

 

 

 

 

 

 

 

2a. Events tab 
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b. Click More Search Options to expand the search criteria fields 

 

  

2b. More Search Options 
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c. Enter the course number, or the course or event title in the keyword field.  It is best to 
also enter the year and quarter in the cabinet field in order to avoid unnecessary results.  
Note that non-academic events are found by using the spot scheduling cabinets, courses 
are found by using the quarter specific cabinet 

 

 

 

 

 

 

 

 

 

 

 

 

 

2c. cabinet field 
2c. keyword field 
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d. Click Go 
e. The results will then be populated and you can navigate to the desired entry and 

information associated with as detailed above. 

 

2e. search results 

2d. Go button 
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