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Searching for Rooms in R25 
You can find R25 on the Academic Systems website, here: 
http://cms.bsu.edu/about/administrativeoffices/academicsystems/r25-production-system 
You’ll want to use Firefox or Chrome to access R25. 
Please remember, R25 is used for managing General Purpose Clasrooms. 
 
 
First, to have full access to information in the system, Sign In. 
 

 
 
Sign in using your BSU Username and Password. 
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If you want to check on a specific room, enter it in the Search Locations box and hit Go.  For example, to look at activities in BB 100 
just enter that in the search box (note: it is not case-sensitive). 
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The system will display the current day’s activities. 
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To see more information, click on the Name.  Now the system will show you today’s availability, plus the next 7 days.   
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From here you can find other information.  You can change the date range displayed.  You can also get more information on the 
location by selecting one of the tabs.   
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The Details tab will tell you what Features (Attributes) the room has, the capacity of the room, and will include a photo of the room as 
well.  This is also where you can find out if a room is classified as a General Purpose Classroom here.   
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The List tab will show a list of events for the room for the date range you have chosen.  You can still change that date range from this 
screen if you wish. 
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The Calendar tab shows scheduled events in a calendar format rather than a list or blocks. 
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If you want to search for a room based on attributes, choose the Locations tab from the Home screen. 
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G to the Search for Locations tab.  Here you can search by Keyword, or you may choose More Search Options. 
 

 
 
More Search Options will let you search by Features and Capacity.  First, select General Purpose Classrooms.  This will filter out labs, 
conference rooms, and other spaces that are not managed by R25.  To select GPCs, click on the EDIT button next to Categories.  Click 
in the box next to General Purpose Classroom (110). 
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To view the possible Features, click on the Edit button next to the word to get a list.  
 

 
Check the features you are searching for then click Done. For example, if I wanted to search for a Tech Level 1 room in the Burkhardt 
Building that seats at least 30 people, I would enter: 
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When I hit Go, a list of rooms appears with the day’s events listed for each.  I can click on the name link to get more specific 
information about that particular room. 
 

 
When I choose a room, it opens a new tab.  I can still get back to my list by choosing the Search for Locations tab. 
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Each time I click on a room, a new tab will open, allowing me to move from room to room.   
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Remember, you can also find help in R25.   
 

 


