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Checking Facility Usage 
 
Navigation:  Manage Student Records, Establish Courses, Inquire, Search for a Facility 
 
 
 Enter the Search Criteria 
 

 
 
The search criteria are designed to mirror the information you enter when you are setting up a 
class. 
 
1. Start Date:  Enter the Start Date for the period you want to search for a facility. 
 
2. End Date:  Enter the End Date. 
 
3. Meeting Start Time:  Enter the Start Time for the period you want to search for a facility. 
 
4. Meeting End Time:  Enter the End Time. 
 
5. Days of the week: Check the boxes for the dates you want to use in your search for a 

facility. 
 
6. All criteria in the lower portion of the panel are optional.  Use them only if you wish to further 

restrict your search. 
 
7. Click on Fetch Facilities. 
 
8. View the list of facilities that meet your criteria. 
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Check to see if a specific facility is free for scheduling. 
 
Navigation:  Manage Student Records, Establish Courses, Inquire, Class Facility Usage 
 
 

 
 
5. Term:  Enter the Term for your search. 
 
6. Session:  Enter the Session for your search.  This field is optional. 
 
7. Day of the Week:  Choose the day of the week from the list. 
 
8. Press the Fetch Class Meetings button. 
 
9. View the list of meetings that meet your criteria.  Note that the Total Enrollment in each class 

is listed. 


