How to reserve RAWL 4082 in UniTime

RAWL 4082 Usage Guidelines

(1) Before you get started, if you need any special software, it MUST be requested and approved
through emailing kcchelp@purdue.edu

(2) Any room reservations can only be made after classes are finalized by the Krannert Scheduling
Deputy and Purdue University

How to Check Availability

1. Login to https://timetable.mypurdue.purdue.edu with your Purdue Career Account

2. Next, click on “Room Availability” in the menu on the left

Courses
Scheduling Assistant
Evenis

Rooms
L] Events
O Add Event

L Room Availability

O Timetable

L Reports
Administration
Preferences
Help

Log Out

3. A calendar showing the dates of the semester will appear as shown below:

Filter Add Event | Clear | Search

Academic Session: Fall 2016 (PWL)

Dates: August 2016 September 2016 October 2016 November 2016 December 2016
Tue [Wed| Thu| Fri | Sat Sun|Men|Tue [Wed| Thu| Fri |Sat Sun MGH|TIJE|WE:’ Thu| Fri |Sat Sun|Men|Tue [Wed|Thu| Fri |Sat Sun |Mon TI.IE|WE:’ Thu| Fri |Sat
31 1 2 32 4 5 [ 35 1 2 3 39 1 44 1 2 3 4 5 48 1 2
32| 7 ) 9 | 10| 11| 12| 13 36| 4 3 7 8 10 40| 2 3 4 5 & 7 8 45| 6 7 8 9 10 | 11| 12 49 [ 4 5 ] 7 8 g 10
33 (14| 15| 16| 17| 18| 15| 20 37 (11| 12| 13| 14| 15| 16 | 17 41| 3 011 12§ 13§ 14} 15 46| 13| 14| 15| 16| 17| 18| 18 501112131441 16 | 17
34 (21)220123|24(25| 26|27 38 (18| 19| 20| 21| 22| 23| 24 42 (16| 17| 18| 12| 20| 21| 22 47 (20| 21| 22 23§24 25§ 26 51|18 | 15| 20| 21| 22| 23| 24
35( 28| 29| 30|31 39 (25| 26| 27|28 29| 20 43 (23| 24| 25| 26| 27| 28| 29 48| 27| 28| 29| 30 52(25) 26 27| 28 | 2 31
44 30| 31
Times: From: To:
Locations: RAWL 4082

NOTE: Be sure to have the “Academic Session” in the correct semester


mailto:kcchelp@purdue.edu
https://timetable.mypurdue.purdue.edu/

How to reserve RAWL 4082 in UniTime

4. Next, click on the days you want to see available or click on the row number for the
week you want to see. (Examples shown here)

Movernber 2016
Sun |Mon|Tue [Wed|Thu| Fri | Sat

By clicking on one date (November 3) you can select
one date.

By clicking the row number once (45) you can select
the weekdays for one week

By clicking the row number twice (46) you can select
47 | 20 | 21 | 22| 23] 24| 25| 26 the entire week- including the weekend.

a3 12| 3| 4

£n

5 10| 11| 12

=]
o

45| &

46| 13 [ 14 | 15 16| 17 | 18 | 12

48 | 27| 28 | 2% | 30

5. Make sure your Location is set to RAWL 4082

6. Click the“Search” button on the top right corner.

Add Event | Clear | Search |
December 2016 ] Selected
Sun Mon|Tue|W’ed Thu| Fri [Sat| [ | Not Selected
4= : : : T Mot in Session
i I I I N S I T Classes Start/End
50| 11 | 12§ 13| 14| 15| 16 | 17 . -
11 | Finals
51| 18 | 19| 20| 21| 22 | 23 | 24 .T HOlidElj
52| 25| 26| 27| 28| 29| 30| 31 T Break

7. Your screen will show the dates you selected with the hours of the day vertically and the dates
across the top as shown below:
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Quick Lab Reservation
1. Follow the directions 1-7 in “How to Check Availability”

2. While viewing the screen from step 7 of “How to Check Availability”, hold your cursor over the
date you want to reserve intersecting with the time of day you need to reserve as such:

RAWL 4082 (49)

Thu 14/02

Men 1407 Tus 11/08
fam

Teaching L
Wed 11/09 Thu 1410 @ Sun 11

Next, click and drag down your cursor to the end time needed for your reservation and it will
highlight the section created

Fri 1111

Fri 11/11 8:00a - 9:15a =
(75 mins) RAWL 4082
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4, Next, click “Add Event”

Add Event Print Sort by v

5. Fillin the following:

Event Name (Class and Section Number)

Sponsoring Organization (none needed, leave as “select”)

Select the Event Type (choose “Course Related Event” unless not specific to course)
Expected Attendance (max capacity is 49 students and 1 teacher)

Event Back

Academic Session: Fall 2016 (PWL)

WENT 10100
Sponsoring Qrganization: Select... ¥
Special Event M

Expected Attendance:
Main Contact: First Mame: Loockup

Middle Mame:

Last Name:

Academnic Title:

Ermail:

Phone: More Contacts. .

6. Next, click “Lookup” and type in the name of the main contact for this reservation
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Event

Academic Session:

Event Name:

Sponsoring Organization:

Event Type:

Expected Attendance:

Main Contact:

NOTE: the main contact should be the person using the room

Fall 2016 (PWL)

EVENT 10100

Select...

Special Event v

First Name:

Middle Mame:

Last Mame:

Academic Title:

Ernail:

Phone:

Back

More Contacts. ..

7. Click on the name of the main contact and it will fill out the needed information in the
blanks under “Main Contact”

(If needed, add more contacts by clicking on “More Contacts...” and follow the same

instructions to add any other needed contacts to your reservation.)

Main Contact:

Additional Emails:

First Mame: Kimberly

Middle Name: |3

Last Mame: Depue

Academic Title:

Email: depue@purdue.edu

Fhone:

Lookup Reset

More Contacts. ..

v

8. Add any additional information needed under “Additional Information”



How to reserve RAWL 4082 in UniTime

Additional Informatioms

A

Standard Motes. .. |

NOTE: DO NOT put in requests for special software in this space, email kcchelp@purdue.edu
for any software requests to be approved.

9. Then click “Create Event” and you will receive a confirmation email that your event was created.

Meetings Add Meetings IMore »
& Date Published Time Location Capacity Approved
[l Thu08&/25, 2016 3:00p - 4:30p RAWL 4082 49 new meeting
& 49 Siudants Computers, T Teaching Station RAWL 4082 48
¥ Show deleted, c3 lacted mesatings.

¥ Sand email confirmaridn Create Event

**A member of Krannert Computing Center will approve your RAWL 4082 request or inquire if there
are any concerns. You will receive an email stating your reservation’s approval.


mailto:kcchelp@purdue.edu
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Advanced Lab Reservation
1. Loginto https://timetable.mypurdue.purdue.edu with your Purdue Career Account

2. Next, click on “Add Event”

Navigation - |
Courses
Scheduling Assistant
Events
Rooms
[ Eyen

[ Add Event ) g————
L rRoom Availability

L Timetable

L reparts
Administration
Preferences
Help

Log Out

3. Your Screen should look like this:

Navigation L] @ Add EVent 0
Courses Depue, Kimberly J
Scheduling Assistant UniTime

Events Event Back

Rooms Academic Session: Fall 2016 (PWL)
[ Events
[ Add Event Event Name:
[ Room Avallability Sponsoring Qrganization” | Select v
O Timetable Event Type: Special Event v
[ reports Expacted Aftendance
Administration Main Contact First Name Lookup
Preferences Middle Name:
Help Last Name:
Log Out Academic Title
Email:

Phone: More Contacts...

Additional Emails

Additional Information:

i

Standard Notes

Attachment Choose File | No file chosen

Expiration Date:

Mee'tings Add Meetings Iore v

Date Published Time Location Capacity Approved
¥ Show deleted, cancelled, and rejected meetings.

Back


https://timetable.mypurdue.purdue.edu/
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Select the Event Type (choose “Course Related Event” unless not specific to course)
Expected Attendance (max capacity is 49 students and 1 teacher)

Event Back

Academic Session: Fall 2016 (PWL)

WENT 10100
Sponsoring Qrganization: Select... ¥
Special Event M

Expected Attendance:
Main Contact: First Mame: Loockup

Middle Mame:

Last Name:

Academnic Title:

Ermail:

Phone: More Contacts. .

6. Next, click “Look up” and type in the name of the main contact for this reservation

NOTE: the main contact should be the person using the room

Event Back

Academic Session: Fall 2016 (PWL)

Event Mame: EVENT 10100

Sponsoring Organization: Select . v
Event Type: Special Event v

Expected Attendance:

Main Contact: First Name:

Middle Name:

Last Name:

Academic Title:

Email:

Phone: More Contacts. .. ‘

7. Click on the name of the main contact and it will fill out the needed information in the
blanks under “Main Contact”

(If needed, add more contacts by clicking on “More Contacts...” and follow the same
instructions to add any other needed contacts to your reservation.)
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Main Contact: First Name:  |Kimberly Lookup Reset

Middle Mame: |3

Last Mame: Depue
Academic Title:

Email: depue@purdue.edu

Phone: More Contacts. ..

v

Additional Emails:

8. Add any additional information needed under “Additional Information”

NOTE: DO NOT put in requests for special software in this space, email kcchelp@purdue.edu for
any software requests to be approved.

Additional Information:

A

Standard Motes. ..

Next, click on “Add Meetings”

Attachment: Choose File | No file chosen

Expiration Date:

Meetings Add Meetings |

Date Published Time Location Capacity

¥ Show deleted, cancelied, and rejected mestings.

Back

9. A calendar with dates will appear as shown below:


mailto:kcchelp@purdue.edu
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Add Meeti

Dates:

Times:

Locations:

10.

|| L2 Add Event I cvom rusuu
ings...
Next
August 2016 September 2016 October 2016 November 2016 December 2016
Sun|Mon| Tue Wed| Thu| Fri Sat Sun Man|Tua|WadThu Fri | Sat Sun Mnn|Tua|WadThu Fri | Sat Sun|Mon|Tue (Wed| Thu| Fri [Sat Sun Mnn|Tua|WadTlm Fri | Sat
31 1]z a|s|e]|]|=s 1] 2fz]]|z0 1] ]aa 1|lafz]a|ls]||as 1|2
32| 7| 8| 9|10]11|12]213]| 38| 4 |7 |e|=s|wf|a|2]z2|a]s5|c|7]|c||as|e]|7|a]|z|w|a]|12f|ae|s]|5|[c]|7|c]|=]1
33 (14| 15| 16|17 18| 15| 20| |37 12| 12|13 14 15|16(27]| |a1| 5 fwof1af1z]13)1af15]| |a6| 13| 14| 15(16]| 17| 16| 19| |50 12| 12)13f14]15]) 16 17
34| 2 3| 24| 25| 26| 27| (38| 18| 15| 20| 21| 22| 23| 24 [a2| 6] 17| 18 21| 22| | 47| 20| 21|22 23) 22 f25]26] |51 18 24
35| 28 31 3025|2627 (28] 20 30 43| 23| 24| 25 26|29 |a8f27] 28| 29| 20 52| 25f26]| 2728|2030 2
44| 30 a1

_SElected

_NUtSEIected

T Not in Session

:‘ Classes Start/End

[ S—

11 | Finals

T‘Haliday

—

10 | Break

From: Tor

[ERERE L 4052

Mext

= SNOW GEISISd, CANCalied, di1d FE[ECled Meenngs. |

=

To select the date (or dates) desired for the reservation, click on the days in the

calendar. (It will appear as highlighted in yellow)

August 2016

11.

Next,

IITO :II

Sun|Mon|Tue (Wed|(Thu| Fri | Sat
31 1 2 3 4 5 &
32| F ] g 10| 11| 12| 13
33| 14| 15| 16| 17| 18| 15| 20
349 | 21 § 223 23| 24| 25| 26 | 27
35| 28| 25| 30| 31

Note: To un-select a date, just click on the day again.

select the times for your reservation by clicking on the boxes after “From:” and

A drop box of possible times will show up, click on which start and end times are needed.
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Times: From:|| | T0:|
2:00 pm o
Locations: - 2:15 pm X
2:30 pm
2:45 pm
3:00 pm

3:15 pm
3:30 pm
3:45 pm
4:00 pm

4:15 pm
4:30 pm
4:45 pm

12. Next, click the box next to “Locations:” and type in “ RAWL 4082 “

Locations: |paw1 4082 ¥ X

13. Click on the highlighted location and then click “Next”

Locations: |RAWL4082 v X‘

NOTE: If there are no available meeting times for RAWL 4082, click “Previous” and delete the
location of RAWL 4082. Next, click the arrow to see more room options. (your options will
appear as below)
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Add Meetir

Dates:

Times:

Twee

Classrooms [258]
Conference Rooms (31)
Building Lobbies (25)
Mon-University Locations [120]
Collab Lrn (12]

AV
2 Computer Projectrs (67)

Computer [295]
ECHO360AudiofVidea (37]
Hearing Loop 2-way [2)

Bosaaos
Chalkboard < 20 Ft. (105)

Whiteboard == 20Ft (61)

0s
Mac (2]

SeamnG

3@Wedges (5]
Collaborative Learning (16]
ComplLab Row Seating [17]
Horseshoe Fixed Table Arrngme
Tables and Chairs [145]
Tiered Seating (58]

Grous

Central Campus (172]
Morth Campus [124]
Village Area (26]

Bunoms

Teaching Labs [260)
Study Space (2]
Cther Dept Rooms [290]
University Reserve (7]

2 Document Cameras (11)
Computer Projection (3235)
Flat Panel Display [21)
Microphone (£1]

Chalkboard == 20 Ft, (159)

PC (28]

6@Round (2]

ComplLab Cluster Seat (4]
D-Table (2]

Movable Seats (226)

Tablet Arm Chairs (165]
Trapezoidal Table Arrangement

Classroom (268]
Remaote Campus (27)

Computing Labs (29]
Special U5 Rooms | 17]

Outside Locations (65)
Construction Reserve (2]

3 Computer Projectrs (2]
Document Camera [284)
Hearing Loop 1-way [21)
Touch Screen Flat Panel Displa

Whiteboard < 20Ft (2]

S@Round (2]

CompLab Column Seat (8]
Fixed Seating [87]

Strip Tables (29)

Theater Seats (4]

Wheeled Tablet Arm Chairs (26

Finals-Cmpt Labs-pPC (17)
South Campus [37]

ABE - Agricultural and Biclogical Engineering (11)
ADDL - Animal Disease Diagnostic Laboratory (1)
ADM - ADM Agricultural Innovation Center (2)

Omwen

Min: | | Ma: |

| O Only event locations

[ tnclude close by locations

Locations: ||

Click on “Computing Labs” and then type in the min and max amount of space needed.

***Any use of computer labs other than RAWL 4082 will be confirmed or denied by that
spaceholder and NOT Krannert Computing Center.
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14. A box to “Add Meeting” will appear on your screen, click on the empty box

Add Meetings... o

Brevious More »

RAWL 4082
Teaching Labs
49 seats

Thursday
08/25/2016
3:00p - 4:30p

Brevious

15. After you click the empty box, it will highlight blue and a “Select” box will appear, click
“Select”

More »

RAWL 4082
Teaching Labs
49 seats

Thursday
08/25/2016
3:00p - 4:30p

Previous
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16. After clicking “Select,” the meeting created will be added to the bottom of your screen

like this:
Event ¥ Send email confirmation Create Event | Back
Academic Session: 4 |Fa|| 2016 (PWL)
Event Name: |EVENT 10100 |
Sponsoring Organization: | Select... v
Event Type: | Special Event v |
Expected Attendance: I:I
Main Contact: First Mame: |Kimber|.,r | Lookup Reset
Middle Name: |3 |
Last Name: |Depue |
Academic Title: | |
Email: |depue@purdue.edu |
Phone: | | More Contacts. ..
Additional Emails:
4
Additional Information:
b
Standard Notes. ..
Attachment: Choose File | Mo file chosen

Expiration Date:

Meetings __—

Date Published Time Location Capacity Approv“
[ Thu o825, 2016 3:00p - 4:30p RAWL 4082 49 new meeting
49 Stdents Computers, T Teaching Stalion RAWL 4082 WV
¥ Show delates-merETEG, and rejected meetings.

¥ Sendg email confirmation Create Event ‘ Back ‘

17. Finally, click “Create Event” at the bottom of the page:

Meetings Add Meetings ‘ More + ‘
& Date Published Time Location Capacity Approved
[l ThuoDa/2s, 2016 3:00p - 4:30p RAWL 4082 49 new meeling
& 49 Students Computers, 1 Teaching Station RAWL 4082 49
¥ Show delstad, cangalied-srdgiected meelings.

Back |

¥ Send email ccrnrfnnaﬂa( Create Event

N——_
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18. After creating the event, you will receive an email stating your room reservation has
been created.

Event EVENT 10100 created.

UniTime

EVENT 10100
Event Type: Special Event

Name Email Phone
Contacts

Depue, KJ depue@purdue.edu
Expected Attendance: 2

Following meetings were requested by you or on your
behalf

Date Published Time Allocated Time Location Status
Wed 07/13, 2016 8:30a - 9:30a 8:30a - 9:30a RAWL 4082  pending

All Notes of EVENT 10100

Date User 'rA“Ct'O Meetings eNOt
07/12/2016 Kimberly J Create W 07/13, 2016 8:30a - 9:30a RAWL
10:56AM Depue 4082

For an up to date version of the EVENT 10100 event, please visit
https://timetable.mypurdue.purdue.edu/Timetabling.

**A member of Krannert Computing Center will approve your RAWL 4082 request or inquire
if there are any concerns. You will receive an email stating your reservation’s approval.


mailto:depue@purdue.edu
https://timetable.mypurdue.purdue.edu/Timetabling/selectPrimaryRole.do?target=gwt.jsp%3Fpage%3Devents%23event%3D555534429%26term%3D461236756
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