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CAMPUS PLANNING INTERFACE PROCESS OVERVIEW 

The Office of the University Registrar (OUR) does not accept requests for placement in a specific university-
managed/pooled classroom. Classrooms are assigned using the university's classroom scheduling software 
which integrates section information in Workday and room feature preferences in the Campus Planning 
Interface (CPI) in EMS.  

All pooled classrooms are equipped with a room PC with DVD capability, at least two options for laptop 
connectivity, a data projector, screen, access to the University network, simple touch A/V control panel, and 
blackboards/whiteboards. It is only necessary to use the CPI to request these room features:  

 

Those with Workday course and section manager roles and EMS CPI security may enter preferences on behalf of 
faculty at https://reserve.wustl.edu/CampusPlanningInterface/Login.aspx. Course and section managers 
needing security access to the CPI should contact courses@wustl.edu. 

Once OUR has started the room scheduling process for the upcoming semester, the CPI is turned off. Room 
feature preferences can no longer be added or changed.  

While OUR makes every effort to honor room feature requests entered in the CPI that match during the EMS 
classroom optimization process, features are considered "preferences". Placement in a matching room is not 
guaranteed depending on availability.  

Information about the multimedia available in pooled classrooms can be found on the Center for Teaching and 
Learning website. The Center for Teaching and Learning maintains and trains instructors on pooled classroom 
multimedia: http://teachingcenter.wustl.edu/classrooms/multimedia/ 
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ACCESSING THE CAMPUS PLANNING INTERFACE (CPI) 

Step #1: Go directly to the CPI: https://reserve.wustl.edu/CampusPlanningInterface/Login.aspx 

 

Step #2: Login with your WashU Key 

 

 
 
 

 
 
After logging in, you will see the CPI home screen. 
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Step #3: Check that the displayed term is the one needed to set room feature preferences 
 

 
 
Note: The Spring 2026 semester begins on January 12, 2026. In order for the CPI to import section information, 
the term “Start Dates” is set to 7/1/2025. 
 
If you need to select a different term, 

 Click “Term Selector” link in the blue tool bar 
 Find the applicable Term Description and Pooled (OUR) under Domain 
 Double click the line to set it to the desired term 
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Step #4: Begin the process of finding courses/sections and entering room feature requests 
 

 Click on “Academic Browser” in the toolbar 
 Once in the “Academic Browser”, you will see a series of drop-down boxes where you can select your 

“Academic Unit” or “Subject” 
 Click on “Get Data” to retrieve courses/sections 

 

 
 
 
Step #5: Display your course/sections in the CPI 
 

 Click the “Subject” drop-down box to see available Subjects 
 You can click on the “Academic Unit” drop down, but the easiest and preferred method is to use the 

“Subject” drop down 
 Click the “Get Data” button to retrieve courses/sections 
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**Note: Sections must have the “EMS Domain: OUR Pooled Domain EMS” Course Section Tag and a 
meeting pattern to flow into the CPI. 
 
 
 
Step #6: To set room preferences 
 

 Click on the course  
 Click on “Set Preferences”. You may also double-click on the course to open the “Set Preferences” 

window 
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Step #7: Select room features using the Preferred column 
 
After you click the “Set Preferences” button, you will see the Features screen.  
 
There are four columns on the Features screen.  The columns are:  

 Feature (a listing of available room features) 
 Do Not Use (features not being requested) 
 Preferred (click on the radio button for the feature or features being requested) 
 Required – DO NOT USE this column; all room feature requests should be indicated in the “Preferred” 

column 

 
 
                                                              
Step #8: Click the “Save” button when you have finished setting preferences 
 

 
 
 
Step #9: To add more room preferences, click on the “Academic Browser” link in the blue tool bar and repeat 
 

 
 


