
MEETING & LOCATIONS CARD 
 
The Meeting & Locations card allows you to schedule your event in available academic spaces.  

 
 
You can manually type the date and time or use the calendar and clock icons. 

 
 

 
 
 



Select from the list of available rooms, repeat meeting times, and add multiple meetings in one request 

 
 
Click on the Select Room button 

● Optional filter: Building and/or room 
 
Click on Search for Available Rooms and select room 

 



You can repeat a meeting daily, weekly, monthly, or yearly. 
● Note: Due to Academic Scheduling, there are some temporary blackout dates during the year 

 
Below is an example of a meeting that will repeat weekly on Wednesday, starting on April 9 and ending April 
30. The four occurrences are April 9, 16, 23, and 30. 

 
 
Select a specific date or number of occurrences to end the series of meetings and reach the same result. 

 
 



 


