
Adding/Editing Rooms 

 

 

1. On the course editing window, go to the Meeting Patterns & Rooms card and click 
the room's name. 

 

OR If no room has been set for the course, click Not set. 

 

2. A new window opens. Available rooms that fit the class's enrollment capacity will 
automatically appear for your selection. 
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A. By default, only available rooms will be listed. 

B. By default, only rooms with greater than or equal to capacity of your course will be 
listed. 

C. Click the Filter by Type caret to filter by types of classrooms (e.g., CMLB for 
Computer Lab). 

D. Click the Filter by Features caret to filter by features of classrooms (e.g., General 
Use Classroom). 



3. You can also search for a specific room by typing the room's name in the Search bar. 

 

 

 

 

 



 

4. View additional room details (if available) and select the room. 

 

A. Some rooms may have images of the room available. Click on an image to view it. 

B. Hover your mouse over the info icon for a room to see additional about it (e.g., room 
features). 

C. Click the room you want to schedule for this course. 



5. On the Meeting Patterns & Rooms card, the Room field will update with the room 
you selected. Click Save Section to finalize the change. 
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