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Search for a Location w/out Creating an Event
	Step
	Action

	1. 
	Click on the Locations tab.
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	2. 
	Click in the More Search Options field.
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	3. 
	Click on the drop down window to select a building or campus.
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	4. 
	Click on the "GO" button.
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	5. 
	The system will take a few seconds to bring up the events/classes that are scheduled.
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	6. 
	On the "Availability" tab, you can see what is available by looking at the grid.

	7. 
	Click the Mon Sep 24 2012 link to select another date.
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	8. 
	Change the date to Sept. 30th
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	9. 
	For Sept. 30th, the results appear below.  In this example, there are no events on the date you selected, so you can create an event.
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	10. 
	When you place your cursor over a time slot, an icon appears to allow you to create an event for that date and time.
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	11. 
	The "Event Creation and Editing" tab opens.  
Now you can enter the information for your event.
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	12. 
	Congratulations!  You have successfully search for a room without having to create an event.
End of Procedure.
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