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Calendar Search Overview

The WhereEnCampus Portal Offers Users a Calendar Search for Courses, Events,
Post-Secondary Exams, and Rooms.

e Courses — Search for Post-Secondary and Continuing Education courses.

e Events — Search for Event Bookings including Meeting Room Bookings, Special
Events, and External Courses/Testing/Exams.

e Post-Secondary Exams — Search for Post-Secondary Exams.

e Rooms — View room calendars for any space on campus for the current
semester.

Calendar Search > Courses — Course Search
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Search String — Enter Course Code, Course Name, or CRN. Course Code and Course
Name can be searched using full or partial course information. Leave blank to show all
courses. Use Event Search for all external and non-Post-Secondary/Continuing
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Education courses. Note — If searching for a full course code (i.e ACCT-CB101),
users must include the dash to display correct search results.

Date and Time Criteria — Select to search by date and time.
Location — Course Search will default to Fennell Campuses. Use drop down menu to

search for courses at another Wing, Building, or Campus. Select Campus to search all
space within that Campus, or select specific Building to limit to a specific wing.

Basic Navigation
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Navigation Bar — Use the navigation Bar to navigate to previous screens. Using the
Browser’s back button may result in a “Webpage has expired” error.

Search Result Records — Search Results show a default of 30 records per page for
faster results. Use arrows to move between pages. Use drop down menu to show more
or less results per page.

Login — Login for Faculty and Staff to access All User Guides and Self Service
Bookings.

Narrow Down Search — Use to further refine search results. The results list is filtered
and highlighted to show matching records.



Il MoHaWK o WhereEnCampus Calendar Search Guide
V3.0
L]

Calendar Views — Monthly: Displays Monthly Calendar. Weekly: Displays Weekly
Calendar. Dally: Displays Daily Calendar. Schedule: Displays a stacked view occurring
within the selected Term.

Calendar Search > Courses > Course Search Result — Details View
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Search Criteria — Criteria entered for Course Search.

Summary View — Select Summary View tab to view Course, Course Name, and
Course Type Only.

Details View — Results listed by Course, Course Name, Course Type, Term,
CRN/Section, Start Date, End Date, Day of Week, and Campus/Room.

Calendar View — Calendar Views from Details View will only display single course
delivery. Selecting Calendar from Summary View is recommended and will display all
course deliveries for the selected course.
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Calendar Search > Course Search Result — Summary View
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Details View — Select Details View tab to view additional information — Term,
CRN/Section, Start Date, End Date, Day of Week, and Campus/Room.

Summary View — Result list overview by Course, Course Name, and Course Type.
Courses offered through both Post-Secondary and Continuing Education will appear as
separate results.

Calendar View — Displays calendar View of all deliveries of a course. See Course
Schedule > Calendar View for more details.
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Course Schedule > Calendar View
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Date Options — Use Arrows to move to previous or next day/week/month/year. Select
Calendar Tool Icon to open a full calendar view to select a specific date or month.

Export — Select to export an iCalendar Attachment that can be opened in Outlook.
Note: Calendar is only current at the time of the export.

View Options — Change Calendar View to Schedule, Daily, Weekly, Monthly, or Yearly
from the current calendar view.

List View — View course delivery in list format.

Calendar View — Displays all courses deliveries occurring for the selected Course and
time frame.

Calendar Cell — Displays Course Code, Course Name, CRN, and assigned Room(s).
Click on cell for additional information including Course Type, Academic Term, and
Start/End Times.



Il MoHaWK o WhereEnCampus Calendar Search Guide
V3.0
L]

Course Schedule > List View

amx AT,
Home = I zarch » Lo arch Result » Course Schedule: MH ELEC-10118 Calendar View Export

Calendar Search MH_1542 ELEC-10118

Courses [G] Schedule | 7w Daily | B Weekly |[5H Monthly | 7] Yes T [
4 Week of October 18 2015 |5 p

Term CRN/ Start End Date Day of Start End Campus /

Section Date

Week Time Time

Centinuing
Education Room
List - Fall 2015

& A 00 PM  FF
4 M FF
1B
- ComputerHardwareand ~ Post-Secondary 20153 5 13325 98/ Al F
Special Events = 1
C- Computer Hardwareand  Post-Secondary 201535 13326 FF/E
IAHS Weekend i .
Events il B b I S A A
Al DPM FF
18

Student Spaces
EnCampus

View Options — Change List View to Schedule, Daily, Weekly, Monthly, or Yearly from
the current list view.

Date Options — Use arrows to move to previous or next day/week/month/year. Select
Calendar Tool Icon to open a full calendar view to select a specific date or month.

Export — Select to export an iCalendar Attachment that can be opened in Outlook.
Note: Calendar is only current at the time of the export.

Calendar View — View course delivery details in calendar format.
List View — Displays all course deliveries for the selected course and time frame in list

format. Results listed by Course, Course Name, Course Type, Term, CRN/Section,
Start/End Date, Day of Week, and Campus/Room.
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Calendar Search > Events

IMoHauWwkK | 0 Where EnCampus Login

Home

Calendar Search EVENT SEARCH

Date: Campus:
Bulldings: A
Continuing

Education Room
List - Fall 2015

Special Events

IAHS Weekend
Events

Student Spaces
EnCampus

Search String — Enter Event description to search for Meeting Room Bookings, Special
Events, Extra Classes/Test, and External Courses/Testing/Exams. Use Course Search
from Post-Secondary and Continuing Education Courses or Exam Search for Post-
Secondary Exams.

Date and Time Criteria — Select to search by date and time.
Location — Event Search will default to Fennell Campuses. Use drop down menu to

search for events at another Campus. Select Campus to search all space within that
Campus, or select specific Building to limit to a specific wing.
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Calendar Search > Events > Event Search Result — Details View
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Summary View — Select Summary View tab to Event and Managed by Department
Only.

Details View — Results listed by Event Description, Start Date, End Date, Day of Week,
Campus/Room, and Managed by Department.

Calendar View — Calendar Views from Details View will only display single event
occurrence. Selecting Calendar from Summary View is recommended and will display
all event occurrences deliveries for the selected event type.
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Calendar Search > Events > Event Search Result — Summary View
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Details View- Select Details View tab to view additional information — Event
Description, Start Date, End Date, Day of Week, Campus/Room, and Managed by
Department.

Summary View — Result list by Event Type and Managed by Department.

Calendar View — Displays Calendar View of all deliveries of a course. See Event
Schedule >Calendar View for details.
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Event Schedule > Calendar View

View Options
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Calendar Cell

Calendar View

Date Options- Use arrows to move to previous or next day/week/month/year. Select
Calendar Tool Icon to open a full calendar view to select a specific date or month.

Export — Select to export an iCalendar Attachment that can be opened in Outlook.
Note- Calendar is only current at the time of the export.

View Options — Change Calendar View to Schedule, Daily, Weekly, or Yearly from the
current calendar view.

List View — View event reservation details in list format.

Calendar View — Displays all event deliveries occurring for the selected event and time
frame.

Calendar Cell — Displays Event reservation description, Start/End Time, and assigned
room(s). Click on cell for additional information including Managed by Department.
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Event Schedule > List View
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View Options — Change List View to Schedule, Daily, Weekly, Monthly, or Yearly from
the current list view.

Date Options — Use arrows to move to previous or next day/week/month/year. Select
Calendar Tool Icon to open a full calendar view to select a specific date or month.

Export- Select to export an iCalendar Attachment that can be opened in Outlook. Note
— Calendar is only current at the time of the export.

Calendar View — View Event reservation details in calendar format.
List View — Displays all Event reservations for the selected Event and time frame in list

format. Results listed by Event Description, Event Type, Start/End Date, Day of Week,
Start/End Time, Campus/Room, and Managed by Department.
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Calendar Search > Exams > Exam Search
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Search String — Enter Course Code, Course Name, or CRN. Course Code and Course
Name can be searching using full or partial course information. Leave blank to show
exams for all courses. Use Event Search for external and non-Post-
Secondary/Continuing Education exams and tests.

Date and Time Criteria — Select to search by date and time.
Location —Exam Search will default to Fennell Campuses. Select Campus to search all

space within that Campus, or select specific Building to limit to a specific wing. Note:
Exam Schedules are currently only available for the Fennell Campus.
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Calendar Search > Exams > Exam Search Result — Details View
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Summary View- Select Summary View tab to view Course Code and Course Name
only.

Details View — Results listed by Course, Course Name, Course Type, Term,
CRN/Section, Start Date, End Date, Day of Week, and assigned Campus/Room.

Calendar View — Calendar Views from Details View will only display single exam
occurrence. Selecting Calendar from Summary View is recommended and will display
all exams deliveries for the selected course.
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Calendar Search > Exams > Exam Search Result — Summary View
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Details View — Select Details View tab to View additional information — Term,
CRN/Section, Start/End Date, Day of Week and Campus/Room.

Summary View — Result list by Course Code and Course Name.

Calendar View- Displays Calendar View of all exam deliveries of a course. See Course
Schedule> Calendar View for details.
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Exam Schedule > Calendar View
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View Options — Change Calendar View to Schedule, Daily, Weekly, Monthly, or Yearly
from the current calendar view.

Date Options — Use arrows to move to previous or next day/week/month/year Select
Calendar Tool Icon to open a full calendar view to select a specific date or month.

Export — Select to export an iCalendar Attachment that can be opened in Outlook.
Note: Calendar is only current at the time of the export.

Calendar View — Displays all exam deliveries occurring in for the selected course and
time frame.

Calendar Cell — Displays Course Code, Course Name, CRN, and assigned Room(s).
Click on cell for additional information including Course Type, Academic Term, and
Start/End Times.
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Exam Schedule > List View
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View Options — Change List View to Schedule, Daily, Weekly, Monthly, or Yearly from
the current list view.

Date Options — Use arrows to move to previous or next day/week/month/year. Select
Calendar Tool Icon to open a full calendar view to select a specific date or month.

Export — Select to export an iCalendar Attachment that can be opened in Outlook.
Note: Calendar is only current at the time of the export.

Calendar View- View exam delivery details in calendar format.

List View — Results listed by Course Code, Course Name, Type, Exam Term, CRN,
Date, Day of Week, Start/End Time and scheduled room(s).
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Calendar Search > Rooms — Search Criteria
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Location- Room Search will default to Fennell Campus. Use drop down menu to search
by Campus. Select Campus to search all space within that Campus, or select specific
Building to limit to a specific wing.

Additional Criteria — Select to use additional Search Criteria for specific room types,
characteristics or minimum capacity.

Minimum Capacity — Selected Capacity will limit the search to rooms with a minimum
capacity.

Room Types and Characteristics — Multiple Room Types or Characteristics can be
selected by holding CTRL while selecting desired attributes. Attributes can be left
unselected to show all results for the selected Campus. Once an attribute has been
selected, hold CTRL and click to remove from selection.
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Result List- Result list will update automatically based on Search criteria.

Calendar View Tab — Gives a grid overview of events, courses, and exams booked for
all rooms in the Results list.

Room Information — Campus, Building, Room, Description, and Room Type — Room
Type Description. Click anywhere within the room record to open the Room Detail
Screen; detailed room information including characteristics, capacity, and room pictures.

Calendar View — Displays Calendar View of all exam deliveries of a course See Room
Schedule > Calendar View for details.

Room Search > Calendar View
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Date Options — Use arrows to move to previous or next day. Select Calendar Tool Icon
to open a full calendar view to select a specific date.

Calendar Cell — Displays Course Code/Course Name/ CRN or Event Description and
assigned Room(s). Click on cell for additional information including Course Type,
Academic Term, and Start/End Times.
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Calendar View — Displays Courses, Events, and Exams booked for the selected date
for all rooms matching the room search criteria. Academic — Course and Exam
Bookings. Event - Event Bookings. Room Not Available- Room Block offs, IT and
Facilities Management.

Room Detail Screen

ImoHaWwkK WhereEnCampus Login
Home i - l
Calendar Search FF/A123
______ [ E Room Information
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Special Events
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Student Spaces
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Room Information- Campus, Building, Room Number, Floor, Room Type,
Characteristics, and Area.

View Room Calendar — Monthly, Weekly, Daily, and Schedule (See Room Search
Results for details).

Configurations — Displays default Room Configuration and Capacity. To arrange other
setup configurations contact Property Service.



Il MoHaWK o WhereEnCampus Calendar Search Guide

. V3.0

Room Schedule > Calendar View

View Options

e I

Home

Calendar Search FF/A123 2

Courses I:| Schedule | 7H] Daily | = Weekly | [B] Monthly | T Yearly

il
]

Continuing
Education Room
List - Fall 2015

Special Events

IAHS Weekend e s cow ;

pigmiil e | ICRN 13677
= [ - ™
Student Spaces Calendar Cell s

EnCampus

View Options — Change Calendar View to Schedule, Daily, Weekly, Monthly, or Yearly
for the current calendar view.

Date Options — Use Previous or Next to move to the previous or next Month. Select
Calendar Tool Icon to open a full calendar view to select a specific date or month.

Export- Select to export an iCalendar Attachment that can be opened in Outlook. Note:
Calendar is only current at the time of the export.

List View- Switch to list view to view Course, Exam, and Event details in list format.

Calendar Cell — Displays Course Code/Course Name/CRN or Event Description and
assigned Room(s). Click on cell for additional information including Course Type,
Academic Term, and Start/End Times.
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Calendar View- Displays Course, Exams, and Events occurring in the selected room
for the selected time frame Academic - Course and Exam Bookings Event — Event
Bookings Room Not Available — Room Block offs, IT and Facilities Managements.

Room Schedule List View
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View Options- Change List View to Schedule, Daily, Weekly, Monthly, or Yearly from
the current list view.

Calendar View- Return to Calendar View.

List View — Displays Courses, Exams, and Events occurring in the selected room for
the selected time frame. Records are sorted by Day of Week and Start Time.
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