LeBow College of Business Room
Request Instruction Guide
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Conference Room Requests
If you are in need of a conference room for your meeting, please use the ‘Location’ feature in Microsoft Outlook.

Sign into Outlook as you normally would and go to ‘Calendar.’

Select ‘New Meeting’

File Home  Send / Receive

= B S
MNew

Mew e we
Appointm =nt Meeting lteris ~

Mew

February 2023

Start typing in ‘Location’ the room(s) that you want to use (Gerri C LeBow Hall 501 for this example). Outlook will start
populating rooms as you type.

Gerri C. Lebow Hall 501
(2 Available

Start time

End time

Location




Add in other participants and select a date and time as you normally would.

You haven't sent this meeting invitation yet.

= Title Test Meeting

i Cheryl Re i C. Lebow Hall 501

Start time Mon 4/3/2023 =] id N Allday H £ Timezones

End time Mon 4/3/2023 =] bd < Make Recurring

Location Gerri C. Lebow Hall 501

Use ‘Schedule Assistant’ to check participant AND room availability. The below image indicates that GHALL 501 is not
available on the date selected.

Start time =] hd W Al day B C Time zones

End time Men 4/3/2023 E - 4% Make Recurring

Monday, April 3, 2023

3 PM 4FPM 8 AM G AM 10 AM 11 AM 12 PM 1PM 2FM 3IPM 2] 2 AM

| Al Attendees

~ Required Attendee l
Renz. Cheryl
Cheryl Renz

Add required attendee
~ Optional Attendee

Add optional attendee
~ Resource (Room or Equipm...
Gerri €. Lebow Hall 501 IMGMT S02-001 MAG

Add resource

Conflict

If there is a conflict, you will either find a different room or change your date and time.

Start time a4 H Allday B C Time zones

End time Mon 4/3/2023 bd <O Make Recurring

Tuesday, Ag

Monday, April 3, 2023

3PM 4FM 8AM 9AM 10 AM 1AM 12PM 1FM 2PM 3PM 4FM BAM H

| Al Attendees
v Required Attendee
Renz.Cheryl
Cheryl Renz

Add required attendee
v Optional Attendee
Add optional attendee

“~ Resource (Room or Equipm...

Gerri C_lebow Hall 501 MGMT 908-D01JNAG
Gerri C. Lebow Hall 1237
Add resource




Adding a Conference Room Calendar in Outlook
To make this process easier visually, you can simply add the conference room calendars to your list of other Outlook
Calendars.

) & |

Schedule Add Share
View Calendar ~ | Calendar ~

= IE From Address

E"_ From
P @ From |nternet...
Create Mew Blank Calendar...
Open Shared Calendar...

Show Manager's Team Calendars

Start typing ‘Gerri’ and the conference rooms will populate. Double click on all of the rooms you would like to add and
click ‘OK’

Search: OAIIco\umns @Name only Address Book:

Gerri = || X |AII Rooms - car365@drexel.edu v‘ Advanced Find
| MName Location Business Phone Capacity Description
[ Gerri C. Lebow Hall 018 Room ~
] Gerri C. Lebow Hall 1139

[ Gerri C. Lebow Hall 1227 Room

[] Gerri C. Lebow Hall 1237 Room

[] Gerri C. Lebow Hall 315 Room

[ Gerri C. Lebow Hall 330 Room

[ Gerri C. LeBow Hall 341 Room

[ Gerri C. Lebow Hall 344 Room

[] Gerri C. LeBow Hall 351 Room

[] Gerri C. LeBow Hall 367 Room

[ Gerri C. LeBow Hall 362 Room

[ Gerri C. Lebow Hall 418 Room

[ Gerri C. Lebow Hall 461 Room

[ Gerri C. Lebow Hall 480 Room

[l Gerri © | ahou Hall 501 Ranm v
< >

Rooms Gerri C. Lebow Hall 1139

Cancel

You should now see the selected calendars. When clicking on the calendars, you will be able to see when there is a
conflict and when rooms are open.

+ [l Rooms
W Gerri C. Lebow Hall 344

W Gerri C. LeBow Hall 351
W Gerri C. LeBow Hall 367
W Gerri C. LeBow Hall 369
W Gerri C. Lebow Hall 461




The GHALL Lobby Table Requests

There is now an Outlook Calendar set up for the GHALL Lobby Table. Follow the Conference Room Request instructions,
but instead of typing in a Conference room, type in ‘GHALL Lobby Table’.

You haven't sent this meeting invitation yet.
This appointment conflicts with another one on your calendar.

= Title Fundraising

i GHALL Lobby Table

Start time Tue 2/14/2023 1§ 1200PM Ad M Allday H # Timezones
End time Tue 2/14/2023 =14 zo0Pm d <3 Make Recurring

Location

GHALL Lobby Table




Classroom Requests for Events and Non-Credit Courses



We are now using the Astra Scheduler to submit classroom requests in GHALL and Pearlstein. If you do not yet have an

account set up, reach out directly to exammail@drexel.edu from your Drexel email or you can request access by
emailing Ichops@drexel.edu.

Once you have your account set up, you can sign in using your Drexel username (ABC123) and password.

Astra can be found by typing this into your browser - https://www.aaiscloud.com/DrexelU/Default.aspx . If you make
requests frequently, | recommend adding a bookmark for Astra.

) Hom= [ Calendars & Academics 4 Events K Settings

Default

My Upcoming Events [Scheduled & Pending - Click for Status!]

Welcome to the event scheduling site for the
Office of the University Registrar where
classrooms can be reserved for events on
University City, Center City, Queen Lane
and West Reading campuses, as well as
the Health Sciences Building.

At UC & CC campuses, we will begin
scheduling non-course events during the 2nd
week of each term. For events scheduled
during Weeks 1 through 3 of the term, room
assignments will be provided no later than
seven (7) days before the event.

To request a classroom on University City
campus for an event related to academics,
please use the University City Event Request
Form. There is a separate form for LeBow
College of Business spaces; please use the
LeBow College of Business (PEARL, GHALL)
Event Request Form to request classroom
space in Pearlstein Business Learning Center
or Gerri C. LeBow Hall.

For any non-academic event on University
City campus, please consult with the Event
Services Office.

For any event on the Center City campus,
please use the Center City Event Request
Form.

For any event in the Health Sciences
Building, please use the HSB Event Request
Form.

At QL & WR campuses, the academic
calendar of a given year must be finalized
before events can be requested. The
calendar will then open through December
31st of that year before opening fully to July
31st of the following year.

For any event on the Queen Lane campus,
please use the Queen Lane Event Request

Select ‘Scheduling Grids’ under the ‘Calendars tab’ to see availability on a specific day/time or classroom.

)‘ Home 7= Academics

Default  Available Rooms Halp

Welcome

Ei;ltlfg;n Bag seminar 12:00 PM - 12:50 PM ;’%
Z::T:;J;omhined Class 12:00 PM - 01:50 PM :E,t'
g'r-z(il 2L‘l]r;ivers‘lty Debate Union Fall Practices 06:00 PM - 07:50 PM :cjt'
Z:Lﬁpgpﬁas Psi Chapter Meetings 06:00 PM - 06:50 PM :;
Zrhfﬁjr;g:ystnder in Sexual Violence Prevention 06:30 PM - 07:50 PM ;’;
\g::rfg:?warrinrs 07:00 PM - 07:50 PM EI);

> P | & 120013

IAttention! New Users - And Non-Drexel Users

Attention New Users:

Mew Astra users must request login privileges to Astra Schedule from the Office of the University Registrar in order to

gain access to the event request forms. Please send an email from your Drexel account as noted below:

New CC/QL/WR Campus Users: Email CCRooms@drexel.edu

New UC Campus Users: Email Exammail@drexel.adu

For HSB Scheduling Access: Email OURHSSched@drexel.edu

Access requests should be processed within 24-72 business hours.

Instructions for Non-Drexel Users:

University City: Any requests by non-Drexel staff to reserve space on the University City campus
should be submitted through the Event Services office. (Please note that the HSB is not

available for non-Drexel use at this time.)

Request Account

Center City/Queen Lane/West Reading: Please note that at this time, events on campus may
only be booked by Drexel University departments and student organizations.

& Events JF Settings

car365

7

Sign in

oming Events [Scheduled & Pending - Click for Status!]

REguestEvent w

Welcome to the event scheduling site for the

?


mailto:lcbops@drexel.edu
https://www.aaiscloud.com/DrexelU/Default.aspx

You can see classrooms availability by ‘Day’ or by ‘Week’

Rooms | Resourc \_Day ek Choose Calendar: | Select... vy x| Flite AddEvent & 1

Q Dater \aay x &z

T T
04:00 PM  05:00 PM i 06:00 PM ‘ 07:00 PM ‘ 08:00 PM | 09:00 PM  10:00 PM

Room *1 06:00 AM | 07:00 AM ‘ 08:00 AM ‘ 09:00 AM  10:00 AM ‘ 11:00 AM | 12:00 PM ‘ 01:00 PM ! 02:00 PM ‘ 03:00 PM

@ GHALL 027 -
@ GHALL 031 -
@ GHALL 033 -
© GHALL 106 -
@ GHALL 108 -
@ GHALL 109 -
@ GHALL 121 -
@ GHALL 137 -
@ GHALL 205 -
© GHALL 206 -
@ GHALL 208 -

@ GHALL 209 - FIN 346/130 - Global

® GHALL 218 -
@ GHALL 219 -
@ GHALL 368 -
® GHALL 406 -
® GHALL 408 -
@ GHALL 409 -
® GHALL 722

@ PEARL 101 -
@ PEARL 102 -
@ PEARL 201

® PEARL 202

® PEARL 203

® PEARL 206 -
@ PEARL 207 -
® PEARL 301

@ PEARL 302 -
@ PEARL 303 -
@ PEARL 307 -
@ PEARL 308 -

Drexel University Det

H
B
5

@
c
G
2
=
2
g
3
-
i

%

Rho Psi Eta Game Nig

g
§
F
g

m
n
o
z
@
A

Monday Math [
Monday Math €

@ PEARL 401

(- o]«

The ‘Day’ view will give you a snapshot of the date selected by ‘Times’ and ‘Rooms’

Choose Calendar: | select... * A Filter:

|
1]
3

Rooms Resources

Q Dat End Date.. v
Room “1 Sun 02712 Mon 02/13 Tue 02/14 wed 02/15 Thu 02/16 Fri02/17
® GHALL 027 - -
06:00
® GHALL 031 - AM
® GHALL 033 - 07:00
AM
08:00
® GHALL 108 - AM
09:00
AM
® GHALL 121 - D
©® GHALL 137 - Gl
11:00
® GHALL 205 - v
® GHALL 206 - 12:00
PM
® GHALL 208 -
01:00
® GHALL 209 - PM
® GHALL 218 - 02:00 23T T -TESD T
PM FIN 301 Quiz
® GHALL 219 -
. | 0300

The ‘Week” view will show you the selected week’s scheduling by selecting the room. This is Feb 12 — Feb 17 for GHALL
108.



Make sure you have ‘include events’ and

Show Currene Fiter

BurrrsACowrse:

+

=

+

Reglon +
R Type: +
Between: 3
andt: .

+ + + +

o Everes

Sl Setup/Tea

* ¥ ¥ &

b Inchude Amdemics

Subject

Rooms  Resous

Q Date:
Room =1 06:00 AM  07:00 AM

© GHALL 027 -
@ GHALL 031
© GHALL 033
@ GHALL 105 -
@ GHALL 108 -
@ GHALL 109 -
@GHALL 121
@GHALL 137~
@ GHALL 205 -
©GHALL 206
@ GHALL 208 -
@ GHALL 209~

© GHALL 218
@ GHALL 219~
© GHALL 368 -
© GHALL 405 -
© GHALL 408
©GHALL 409 -
@GHALL7:
©PEARL 101 -
© PEARL 102
© PEARL 201
@ PEARL 202
© PEARL 203
@ PEARL 206 -
@® PEARL 207 -
© PEARL 301
@ PEARL 302
© PEARL 203 -
© PEARL 307 -
© PEARL 308 -

@©PEARL 401

BEHALL 12

BGHALL 137

THALL 308

BEHALL 309

S EHALL 368
BGHALL 406

B PEARL 401

02:00AM  09:00AM | 10:00 AM | 11:00 AM

/ACCT 116/002 - Manay
BUSN 101 BUSN 101
STAT 201/132 - Intro t

ECON 201/003 - Princi

Choose Calendar:

1200PM  01:00 P
ACCT 341/001 - Pringi|
BIO 201/ MATH 201
STAT 2017130 - Intro t
BUSN 101/003 -

ECON 201/001 - Princi

Select...

02:00PM  03:00 PM

ACCT 116/004 - Manaj

BUSN 101

STAT 201/001 - Intro t

Sonali Jain Exam

ECON 2017005 - Princi
1

ECON 925/001 - Macroeconomic [

BUSN 101/12H - Foun

BSAN 460/001 - Busn .

FIN 346/130 - Global F  FIN 346/131 - Global
FIN 301/004 - Introdu.

BUSN 101/11H - Foun,

FIN 321/003 - Invest 5

MKTG 510/691 - Mark

BSAN 360/001 - Progr.
INTB 200/004 - Intern

HMP 703/001 - Intra to GIS for Pul
PSY 26470
com 270/
MATH 10°  ECON 301/001 - Micre

SMIT 285/001 - Sport, |
©ORGB 300/002 - Orgar
LAW 101/001 - Law &
COM 310/ MATH 10'

FIN
SMT 205/001 - Spart b
ECON 250/001 - Game
UNIV B20

BUSN 101/14H - Founn
BUSN 101 Combined 1
MIS 347/130 - Dom &

BUSN 101/13H - Foun'
(OPM 344/001 - Reven!
SMIT 120/130 - The Bu:
'ORGB 320/001 - Ldrsh

ECON Bre
STAT 202/001 - Busine
FIN 301/003 - Introdu

FIN 4407001 - Credit R
ECON 350/001 - Applit
HNRS 307

MKTG 380/002 - Semit
ACCT 115/001 - Fin Ac
MGMT 450/131 - Strat

FIN 150/001 - Fin. Lite
MIS 361/130 - Info Sys
UNIVB20

04:00PM | 05:00 PV
ACCT 116/005 - Manaj
WIS 200/ - Manager:
STAT 201/131 - Intro t

FIN 339/001 - Fintech

OPM 324/001 - Opera
OPM 341/001 - Supply
~Intern

include academics’ selected in the filters.

06:00 PM  07:00 PM  0Z:00PM  08:00 PM

Weekend
MIS 612/675 - Align IS and Strateg

MKTG 380/001 - Seminar in Marketing Strateg
HRMT 323/001 - Princ Human Resrce Admin
MGMT 364/001 - Technology Management
ECON 5407820 - Intro Econometric

Drexel University Del

BLAW Business Law |

FIN 345/001 - Merger:

BUSN 101/009 -
BUSN 101/004 -
UNIVG10

BUSN 211/001 - Peer |
'ORGB 511/690 - Leading in Dyn En  MKTG 344/001 - Profe

STAT 202/002 - Busine
INTB 200/002 - Intern

BLAW 201/007 - Busin
ECON 201/008 - Princi

POM 642/001 - Sustainable Supph

Phi

appi

Engaging Bystn

MKTG 5107001 - Mark

‘ORGB 511/001 - Leading in Dyn En

ENGR 232/A - Dynami
Rho Psi Eta Game Nig

MATH 121/008 - Calcu

Monday Math €
Monday Math £

OPR 320/001 - Linear ~ BUSN 101/015 -
BUSN 101/002 -
com 230/ com 230/

ECES435/A-Ad Monday Math [ PBHL303/001-  MATH 12;
BLAW usin per  ACCT1 i
ORGB 300/009- Orgar  ORGB 300/006 - Orgar

ECETS80/001-1 MGMT 201/130- intro

GSTT280; LING 102 COM 230/
ANTH 25¢

10
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Or from the Home page

dars [& Academics 4§ Events & Settings

F

My Upcoming Events [Scheduled & Pending - Click for Statusl!]

Request Event w

rent scheduling site
1e University
assrooms can be GHALL 219
5 on University

r, Queen Lane and
impuses, as well as
ces Building.

10:00AM - 11:50AM

BMES Class 11:00AM - 12:50PM

Select the ‘LeBow GHALL/Pearlstein form.

I My Upcoming Events [Scheduled & Pending - Click for Statusl]

Request Event w
| Center City Campus Request Form (THRU 12/31/2022 ONLY)
(
_ CNHP Health Sciences Building (HSB) Request Form - DO NOT USE

[| LeBow College of Business (PEARL. GHALL) Event Request Form

(
. Queen Lane Campus Requests (Now Thru 12/31/22)

I University City Campus Event Request Form
(
- West Reading Campus Requests {(Now Thru 12/31/22)

L U S

You will be brought to the below page with Event Services and scheduling information. If you need tables or custodial
support for an event, please contact Event Services.

LeBow College of Business (PEARL, GHALL) Event
Request Form

This is the request form for events to be held in Pearlstein Business Learning Center and Gerri
C. LeBow Hall.
Please note that there are separate forms for the CNHP Health Sciences Building (HSB) and the rest of University City campus. If you
intend to request classroom space in another campus building besides Pearlstein Business Learning Center or Gerri C. LeBow Hall,
please exit this form and select the correct form.

In partnership with the Office of the University Registrar (OUR). the LeBow College of Business will begin
scheduling non-course events for a given quarter at the end of the 2nd week of that quarter. For events scheduled
during Weeks 1 and 2 of the quarter, room assignments and confirmations will be provided no later than one

week before the event date. Contact EVB nt Services
+ Event requests that require logistical support (catering, setup/teardown, afterthours/weekend buildin( for lOQIS(Ical Support

access. etc.) must be submitted to Event Services: https://drexel edu/studentlife/activities-
involvement/student-centers/event-services. This form is for reserving classroom space only; we are unable
to coordinate other support services on your behalf.

+ Reservation requests for the current academic term will be reviewed within 24-48 hours.

s The selected room is NOT guaranteed. Events related to academic coursework receive priority scheduling.



Term Dates and Final Exam Dates for the Academic Year

Please see below for a list of important dates.

» Monday, September 19, 2022: Fall Quarter Classzes Begin

» Saturdav, December 3, 2022: Fall Quarter Classes End

» Monday, December 5, 2022 Fall Quarter Final Examinations Begin
s Saturday, December 10, 2022: Fall Quarter Final Examinations End

» Monday, JTanuary 9, 2023 Winter Quarter Claszes Begin

o Saturdav, March 18, 2023 Winter Quarter Classes End

» Monday, March 20, 2023: Winter Quarter Final EFxaminations Begin
» Saturdav, March 25, 2023 Winter Quarter Final Examinations End

» Monday, April 3, 2023 Spring Quarter Classes Begin

» Saturdav, June 10, 2023: Spring Quarter Classes End

» Monday, JTune 12, 2023 Spring Quarter Final Examinations Begin
» Saturday, June 17, 2023: Spring Quarter Final Examinations End

» Monday, Tune 26, 2023: Summer Quarter Classes Begin

» Saturdayv, September 2, 2023: Summer Quarter Classes End

» Tuesday, September 5, 2023: Summer Quarter Final Exams Begin
» Saturday, September @, 2023: Summer Quarter Final Exams End

Single Events

For single, one-time requests, add ‘Start Time’, ‘End Time’, select date.

All End Times should end 10 minutes prior to the hour or half hour. For an event from 2pm-4pm, the reservation

would start at 2:00pm and would end at 3:50pm

Create Meeting(s)

@ single D Muttiple O Recurring

Start Time: 4:00 PM bt End Tire: | 5:50 PM >
Start Date: 10/21/2022 x {4 End Date: | 10/21/2022 x
*Meeting Name: Meeting Test x

Meeting Type:  Select. v x
Max Attendance: s

[ Featured

[ private

[¥ Requires Room

Add Meeting

Multiple Events

Choose Calendar: | Select... v X

: | Today x B & EndDae. v ber 16- 22,2022 w Select dates
Sun 10/16 Mon 104 October 2022 v Thu 10/20 Fri10/21
-
06:00 s M Tow T F s
31- AM
3. 07:00 7
e 3 5 5 7 g
4
= 08:00
08- A 9 10 1 12 13 1a4 15
= 09:00
AM 16 18 19 20 21 22
21 10:00 [o00am-11.
; e 2 4 s 2% 27 3 m
37 A A
11:00 ACCT 116/002 30 3
05- AM Managrl Accg
[l 12:00 12:00 PM - 011 12:00 PM - 01:50
o8- PM PM ™ F FM
01:00 ACCT 341/001 - ‘ ‘MGHSIDDB' ACCT 341/001 - ‘ ACCT 116/003 -

For multiple, non-recuring requests, select ‘Multiple’, add start and end times, highlight first date, and select arrow to
move date over to the ‘Meetings Column’. Then do this for all additional dates. When all dates are added, select, ‘Add

Meeting’.

12



Create Mt cui 1B\

O single ® Multiple O Recurring

Start Time: End Time:

Today

Meetings

October 2022 ~ 4 Fri, 10/28/2022, 06:00 PM to 07:20 PM

T w T x Sat, 10/29/2022, 06:00 PM to 07:20 PM

*Meeting Name: Meeting Test
Meeting Type: Select...
Max Attendance:
[0) Featured
[ private

¥ Reguires Room

Add Meeting

Recurring Events

For meetings or events that occur once a month or every Tuesday for example, select ‘Recurring’, add times, and
recurring pattern, and then select your start and end date. Your end date can be determined by number of weeks, or
you can select a specific date.

Create Meeting(s) x
Start Time: 6:00 PM - End Time: 6:50 PM -

Recurrence Pattern

Q Daily [ Recur every 1 & week(s)on: Se|ecf dayS
© weekly (0 sunday [ Monday (0 Tuesday (¥ Wednesday
O Monthly () Thursday [} Friday () saturday
O Yearly
Start: | 10/24/2022 2 O End after 10 4 | occurrences

® Endby 12/03/2022 ()

Recurrence Summary

Every 1 week(s) on Monday and Wednesday effective 10/24/2022 until 12/03/2022 from &:00 PM to 6:50
PM.

*Meeting Name: | Tutoring

X | x

Meeting Type: Select... g

Max Attendance;

13

[ Featured
O Private

¥ Requires Room




Once you have entered all meetings, you will see the list on the forms landing page.

View Meetings

Event Information
*Event Mame:
Meeting Test
*Event Type:
Select... r X

*Event Estimated Attendance:

*Add a Meeting:

Add Meeting (1]

Meeting Test - Fri, 10/28/2022, 06:00 PM to 07:20 PM
Meeting Test - Sat, 10/29/2022, 06:00 PM to 07:20 PM

& Tutoring

Mon, 10/31/2022, 06:00 PM to 06:50 PM

x

x

x

x Wed, 10/26/2022, 06:00 PM to 06:50 PM
x

x Wed, 11/02/2022, 06:00 PM to 06:50 PM
x

Mon, 11/07/2022, 06:00 PM to 06:50 PM

-

Room and Technology Needs

*Will your event require collaboration rooms
for breakout sessions?

O Yes

Assigning Rooms
To see which rooms are available, select ‘Assign Rooms’.

Event Information
* Event Name:
Meeting Test
*Event Type:
Select... v X

*Event Estimated Attendance:

*Add a Meeting:

Add Meeting (1]

Meeting Test - Fri, 10/28/2022, 06:00 PM to 07:20 PM
Meeting Test - Sat, 10/29/2022, 06:00 PM to 07:20 PM

& Tutoring

Mon, 10/31/2022, 06:00 PM to 06:50 PM

x

x

x

x Wed, 10/26/2022, 06:00 PM to 06:50 PM
x

x Wed, 11/02/2022, 06:00 PM to 06:50 PM
x

Mon, 11/07/2022, 06:00 PM to 06:50 PM

Room and Technology Needs

*Will your event require cellaboration rooms
for breakout sessions?

O Yes

14



View Room Information

{ . . .
You can hover over the © for pictures and classroom/lab information

Meeting Test Meeting Test
1072872022 10/20/2022
Room Fri Sat
G:00-7:20pm 6:00-T:20pm
® AHALD IR0 furailahla fAurailahla

@ Room Details: GHALL 368 - (Standard)

@ View Room Details
n Room Type: Classroom
SIS | Capacity: 32

Tutoring
10/2472022-11/30/2022
MW

G:0-6:50pm

ranflicterc ~F 10

Category
Default
Default
Default

@
@ Layout: Default
Campus: ucC
— @ Description: Gerri C LeBow Hall Room 3468
- @ "
b Feature Quantity
@ Board - White 1
2ar + B
@ Computer Station - Instructor 1
] @ Projection - Data 1

15
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Select Available Classrooms

Meeting Test Meeting Test Tutoring
I Room 1028/2022 10/20/2022 10/24/2022-11/30/2022
Fri Sat Mw
6:00-7:20pm 6:00-7:20pm 6:00-6:50pm
I ®  GHALL 406 Selected Selected Conflicts{6 of 12) -
@ GHALL 368 Available Available Conflicts{9 of 12)
©®  PEARL 302 Available Available Selected
© PEARL 202 Available Available Awvailable
®  PEARL 307 Available Available
©®  PEARL 203 Available Available Available
- nvtable
©®  PEARL 206 Available Available Available
0] PEARL 303 Available Available Conflicts{1 of 12)
®  PEARL 207 Available Available
®  GHALL137 Available Available Available
1 ® GHALL 722 Available Available Conflicts{1 of 12)
® GHALL 206 Available Available Conflicts(6 of 12)
©®  GHALL 106 Available Available
® GHALL 218 Available Available Available
@ GHALL 218 Available Available Conflicts{6 of 12)
o] GHALL 209 Available Available Conflicts{e of 12)
®  GHALL109 Available Available
@ GHALL 409 Available Available Conflicts{6 of 12)
®  GHALL 108 Available Available
@ GHALL 208 Available Available Conflicts{7 of 12)
®  GHALL 408 Available Available
o] GHALL 027 Available Available Conflicts{1 of 12)
@ PEARL 102 Available Available Conflicts{1 of 12) h
4 K 3

Page 1 |ofz | » B

Select open classrooms for all events/meetings and select ‘OK’.

This brings you back to the form’s landing page populated with rooms you selected.

*Add a Meeting:

Meeting Test - Fri, 10/28/2022, 06:00 PM to 07:20 PM, GHALL 406 -
Meeting Test - Sat, 10/29/2022, 06:00 PM to 07:20 PM, GHALL 406

8 Tutoring

Tutoring - Mon, 10/31/2022, 06:00 PM to 06:50 PM, PEARL 302

x

x

x

x Tutoring - Wed, 10/26/2022, 06:00 PM to 06:50 PM, PEARL 302
x

x Tutoring - Wed, 11/02/2022, 06:00 PM to 06:50 PM, PEARL 302
x

Tutoring - Mon, 11/07/2022, 08:00 PM to 08:50 PM, PEARL 302

Room and Technology Needs



Final Steps

Make sure all fields have been filled and then click submit.

* Event Estimated Attendance:

‘* Don't forget attendance number
*add 2 Meeting:

-

Meeting Test - Fri, 10/28/2022, 06:00 PM to 07:20 PM, GHALL 406
Meeting Test - Sat, 10/29/2022, 06:00 PM to 07:20 PM, GHALL 406

& Tutering

x

x

x

x Tutoring - Wed, 10/26/2022, 06:00 PM to 06:50 PM. PEARL 302
x Tutoring - Mon, 10/31/2022, 06:00 PM to 06:50 PM, PEARL 302
x Tutoring - Wed, 11/02/2022, 06:00 PM to 06:50 PM, PEARL 302
x

Tutoring - Mon, 11/07/2022, 06:00 PM to 06:50 PM, PEARL 302

Room and Technology Needs

*Will your event require collaboration rooms
for breakout sessions?

® ves
O nNo
If you answered Yes to the above, how Don't fOI’g et these

many collaboration rooms will be required? ' questions
5

*Will your event require videcconferencing?

O Yes
@ MNo
*will your event require movable seating?

O Yes

® nNo Add additional

Additional Comments / comments
Additional Motes/Comments

Collaboration rooms are only needed for 10!281‘22]

Click submit
when you are

done
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Request Received
Soon after you submit your request, you will receive an automated email with a “Request Received” PDF. THIS IS NOT A
CONFIRMATION.

152023

Event Request Received 1:53FM

Thank you! Your event request was successfully received and is being reviewed. You will receive
an email response when further action is taken, or if more information is required.

Event Name Description

BSAN 160 Remedial Examination

Request Summary:

Contact: Renz, Cheryl

Customer: Lebow College of Business

Emnail: CARIESEdrexel edu

Phone:

Event Marme: BEAN 160 Remedial Examination
Event Type: Academic

Ewent Estimated Attendance: 2

Will your event require collsboration rooms for breakout sessions? No

Will your event require videoconferencing? No
Wil your event require movable ssating? No

Hame: BSAN 160 Remedial Examination
Descrption:

Ewent Meeting Type: Make-Up/Additional Class
Start Date: 1/6/2023

End Date: 1/6f2023

Start Time: 10:30 AM

End Time: 12:20 PM

Is Room Requined: True

Max Attendance: 2

Room Configuration: GHALL 219 - Standand

T
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Confirmation

| will review your request for conflicts, proper technology, proper ending times, and max capacities. After | approve the
reservation, you will receive a “Confirmation Email” with a PDF confirmation attached. Don’t forget if you have a lot of
events on one reservation, it may extend to page 2, 3, 4, etc.

A ASTRA SCHEDULE

2132023
Ewent Summary e
Comment:
Event Information: Customer/Contact Information:
Reservation #: 20230127-00010 Jactyne Hopkins
Event Name: Drexel Open House
Event Type: Information Session Jehadhdrexel edu
Date: 3/4/23 - 3/11/23 Enraliment Management & Student Success
Status: Scheduled
Est. Attendance: 150
Event Notes:
Meeting Name Date(s’ Time Meeting Status Bullding Room Room Status
Scheduled
Drexsl Open House 3/4/23 - 3423 B:O0AM - 5:50PM Scheduled GHALL 027 Scheduled
Drexel Open House 3/4/23 - 3f4/23 B:00AM - 5:50PM Scheduled GHALL 368 Scheduled
Drexel Open Hause 3/4/23 - 3/4/23 B:00AM - 5:50PM Scheduled PEARL 303 Seheduled
Drexel Open House 3/4/23 - 3f4/23 B:00AM - 5:50PM Scheduled PEARL 302 Scheduled
Drexel Open Hause 34/23 - 3423 B:00AM - 5:50PM Scheduled PEARL 308 Scheduled

Changes and Cancellations
If you have decided to cancel your event or you need to change the date or time, you can simply hit “Forward’ on your
confirmation email for the event and email car365@drexel.edu or Icbops@drexel.edu to request a change.



mailto:car365@drexel.edu
mailto:lcbops@drexel.edu
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