Room Schedule Report

1. Log into Class-Web ( Click on “Faculty & Staff Menu” Tab
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Additional Faculty Web Menu Options are below

%, Room Schedule Report
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%, Open Classes Report
S, Course Start Date Report
Transferable Classes
Class Roster for Administrators
SWOXEN Info
SWOXEN (What-IF)
Report of SWOXEN
Avallable Room Query Report
Event Query Report
Short-Term Classes Deadline Date Report
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Change PIN
S, Disable Student Services Menu
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3.  Enter the: Building Number and Room Number , Select the Term ( Hit Submit
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4. Example
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5. Report
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Available Classroom Query Report

1. Log into Class-Web ( Click on “Faculty & Staff Menu” Tab
2.


3.


Sample:


Report:

Enter the room you want to look at (ex. 1826)





Choose the correct term





Use “L” for Las Positas (Ex. L1800 – Sci Bldg)





Room Schedule Report - Choose this option if you know the particular room that you want to use.  





Remember to always look to the bottom of the room schedule for the schedule events.  These will not show in the daily schedule view, where the classes show.  





Choose this option if you want to enter a particular date or date range and time.  This will give you all rooms available at the terms you entered.





Choose: Las Positas College





Remember to click on the days of the week that you are interested in, in addition to entering the date range above.





Be sure to enter all fields, except optional.  Each field has an example below, of how to enter information in that particular field.





Military Time:


0100-1 AM


0200-2 AM


0300-3 AM


0400-4 AM


0500-5 AM


0600-6 AM


0700-7 AM


0800-8 AM


0900-9 AM


1000-10 AM


1100-11 AM


1200-12 AM


1300-1 PM


1400-2 PM


1500-3 PM


1600-4 PM


1700-5 PM


1800-6 PM


1900-7 PM


2000-8 PM


2100-9 PM


2200-10 PM


2300-11 PM


2400-12 PM





Note: 


1. Most Conference rooms - are scheduled manually by Sharon Gach. (e.g. 1601, 1602, 1603, 2401, 2411U, 100B, etc.).  They are not scheduled via Banner.  See Sharon.


PE 142 – Conference Room – Carolyn Smutny


General Classrooms- Schedule by Via the Facilities Process.


(Facilities requests must be turned in for all general classroom requests).








