R25 Web Viewer Walkthrough

1. Locating R25 Web Viewer:

a) In the address bar of your internet browser, i.e. Internet Explorer, Netscape Navigator etc.*, window
type in http://roomschedule.wtamu.edu

*Note: You will only be able to access the Web Viewer while you are on campus as it is intranet
accessible only.

b) The page that the address will bring you to will look something like this. This is the R25 Web Viewer
Homepage.*
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*Note: If you choose to bookmark this page please note that it will bookmark will be set as of the date
you bookmark the R25 Web Viewer page. If you bookmark the R25 Web Viewer page please go to step
2 for instructions on how to access today’s date view. If you choose to not bookmark this page please
continue to step 3



http://roomschedule.wtamu.edu/
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2. Viewing the Events Schedule for the Correct Date:

a) On the right hand side of the Web Viewer homepage there is a side bar that is going to allow you to do
many things, but first things first.
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b) In the middle of the side bar you will see the phrase “Go to Today” click on this link to take you to today’s
schedule. You will be able to tell if it is today’s schedule as it will have today’s date in the top center of the
page.
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3. Viewing Room Information

a) On the left hand side of the screen you will notice a calendar icon just to the right of the room number. If
you click on this icon it will show you the weekly schedule for that particular room.
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b) The next window that you will see should look something like this. Giving you the full week’s view of
the classroom usage/availability.*
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Note: Notice in the top left hand corner how highlighted links under the rooms tab changed from “By
Date” to “By Name”. To revert back to the original view of all the classrooms, click on the “By Date”
tab and it will take you to today’s calendar view for all classrooms.

c) To view space features such as Capacity, Smart Classroom, White Board, etc..., click on the bold room
name, for example room ANS*101.
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d) A secondary window will open up and will give you the detailed aspects of the room including a picture
if one is available.
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4. Using R25 to Locate Room/Time Availability:

a) The first page that you are going to see is the classroom schedule for each individual classroom across
campus.
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b) To refine your search use one of the many filters that are available for you. If you are looking specific
results i.e. specific dates, particular buildings, day, week, or month view click on the appropriate filter.
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c) To refine your search select the appropriate filters, for example in this schedule I would like to view the
schedule for all Old Main classrooms for Monday March 9, 2009.
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d) Now that we have the schedule pulled for Old Main you will notice a number of colored blocks. Each
one of these blocks represents a course or another scheduled event. (Blue Boxes = Stacked Courses,
Maroon Boxes = Individual Course/Event) If you scroll over each box it will give you the details of the
event.
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e) If you click the individual box it will bring up another window that will give you more information
about that particular event, i.e. title of the event, attendance, etc...

mj RZ5 WebViewer: Reservation Detail - Mozilla Firefox

| Eﬂ http:/froomschedule. wamu, edufwey3 fwed_servietiurdfrunfuey_event.Detailzid=2144483;dates=0 7 7

3

BUSI 3312 01 (1is5/31)

BUSINESS Law
State: Tentative

Time: Mon Mar 09 2009 02:30 PM to 03:45 PM

Location: OM*204 Old Main

{49 expected)
Organization: BLSI

Description: O

Meetings On or After Today
Meetings Before Today

Additional Meeting Patterns

Dane

f) If there are white blocks for a particular time slot this means that there is not an event scheduled for that
time* and you may reserve this space by completing one of two options a) calling Jonathan Davis in the
registrar’s office at 806-651-4934 or b) by sending an e-mail to jldavis@wtamu.edu .

*Note Non-Academic events will NOT be scheduled until all Academic events have been completely
scheduled for the requesting term. Also you will notice that if you scroll over the white boxes it states
that you can reserve the room by clicking to request an event. The next page that it takes you to is a
login page, as individual accounts have not been created yet this feature is not available. Please request

rooms as stated above. If you at any time have any question regarding the scheduling process please feel
free to give Jonathan a call.
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