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Purpose 
To determine availability of a space for a specific day and time.  

Related Policies and Regulations 
1. General scheduling policies and procedures available on SharePoint. 

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

Procedures 
1. From the Home page, navigate to the Locations tab 

 

1. Locations tab 

http://staff.registrar.ucr.edu/Academic%20Scheduling/Forms/AllItems.aspx?RootFolder=%2fAcademic%20Scheduling%2fScheduling%20Policies%20and%20Procedures&FolderCTID=&View=%7b5755AC35%2d34F9%2d4829%2dB89C%2dADD32C2DD555%7d&InitialTabId=Ribbon%2EDocument&VisibilityContext=WSSTabPersistence
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2. In the Search by Keyword field type the known/desired information and click Go.  This will 
populate a list of results. 

 

3. Choose the desired room from the list of results by clicking on the room name. 

 

 

 

 

 

 

 

 

 

 

 

 

2. Known information (HMNSS) 
was entered in the Search by 
Keyword Field 

2. Go button 

2. populated results 
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4. You will be taken to a screen where you can view availability for that room by week, day, or by 
monthly calendar.  The data is presented in a graphic format: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. 
Availability 
by day 

4. 
Availability 
by week 

4. 
Availability 
by month 
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5. If there is a specific date or date range for which you would like to see what is scheduled in the 
room, click the blue dates above the results window and adjust accordingly.  If you would like to 
see the schedule for an entire quarter, adjust the dates to reflect the beginning and ending 
dates of the quarter or of instruction as appropriate: 

 

 

 

 

 

 

 

 

5. Blue dates which 
can be adjusted to 
filter results 

Click Done after 
selecting date range 

Date range can be 
adjusted on any of 
these four tabs 
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6. The List tab provides a list of all events and classes scheduled in the room for the specified 
dates: 

 

 

 

 

 

 

 

 

 

 

6. List tab 
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7. For details about the room including seating capacity and room category, click the Details tab: 

 

7. Details tab 
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