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Handshake: Requesting, Modifying, and Deleting Rooms and 
Buildings 
 
Room and Building Information 
 
When you’re creating an event in Handshake or setting 
up an interview schedule, you need to indicate where 
these activities are taking place. You need to select the 
correct building and room from a drop-down menu.  
 
Occasionally, you may not find the building and room 
that you’re looking for in the drop-down menu. This 
job aid is designed to help you with this problem. It 
provides information on how to locate building and 
room information, and update it when necessary. It 
covers the following topics: 

• Reviewing Building and Room Information 
• Searching for Buildings and Rooms in Drop-Down Menus 
• Updating Building and Room Information 
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Reviewing Building and Room Information 
 
If you’d like to see all of the buildings and rooms that have been entered into Handshake, begin by 
clicking your name on the top-right corner of the screen and selecting School Settings from the drop-
down menu. 
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Then click the Rooms tab.  
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And you’ll see all of the building and rooms that that have been entered into Handshake. You can see 
when the rooms are available for use, and their capacity.  
 
You can also locate a specific room by typing and searching for a certain keyword. Or you could filter 
your results by using one or more of the drop-down menus.  
 

 
 
  

Search for a 
certain room. 
 

Or locate a group of 
rooms by using one or 
more of the drop-down 
menus. 
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Searching for Buildings and Rooms in Drop-Down Menus 
 
When you’re creating an event in Handshake or setting up an interview schedule, you need to indicate 
where these activities will take place. This is done by selecting a building and room from a drop-down 
menu, like the one shown below.  
 

    
 
The problem is that when you click these drop-down menus, not every building and room will be 
displayed. Only the buildings and rooms that are selected in Handshake most often will appear. So if you 
don’t immediately see the room that you’re looking for in the drop-down menu, try doing one of the 
following: 

• Type the room name or number in the Room field – Once you start typing, the room that 
you’re looking for will hopefully appear on the drop-down menu. 

• Get more specific – If you only type “Harbor East,” you won’t necessarily see all of the Harbor 
East rooms. To find the room you’re looking for, you’ll probably need to include more specific 
information, like the room number. Typing something like “Harbor East 634” will give you better 
results. 
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Updating Building and Room Information 
 
If the room that you’re looking for doesn’t exist in Handshake, or if the information is incorrect, changes 
need to be made. However, most Handshake users will not have the ability to add, delete, or update 
building and room information.  
 
So if you need to add, modify, or delete a room, please email handshake@jhu.edu and they will assist 
you! In your email, please provide the following information: 

• A brief description of the change that needs to be made (does a room need to be added, 
modified, or deleted?) 

• The building name 
• The room number 
• The room’s capacity 
• The times when the room is available for use 
• The physical address of the building 
• A description of the room (this is not required, but if you have it, please provide it) 

mailto:handshake@jhu.edu
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