25LIVE: Event Scheduling System

Training Manual

Y

LAS POSITAS
COLLEGE

(Use Firefox or Google Chrome)

251.ive replaces the paper Facility Request forms as well as the need to use Clags Uleb for the Room Schedule Report and the Avadlable Room Query Report

Access 25Live using Quick Links from LPC’s home web page:

Or go directly to: [
e Y | [P Las POSITAS | o

u https://25live.collegenet.com/clpccd | SALEEGE

| | About -  Admissions  Degrees & Certificates ~ Athletics CLASS-Web  The Zone

| 25Live Mobile Version: n
i I
, 25Live can also be accessed at 4| DON’T BE THE

I this same URL using your cell |

}i phone. il LASTTO KNOW

| I Sign up for the
L ALasPositasCollege

alert system.

5 | P B Recently Viewe
I Username: “

| Password: u ———

After signing in, one of two screens will be displayed — Dashboard or Calendar:

Dashboard

Calendar

¥ 25Live
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https://25live.collegenet.com/clpccd

Example of 25L ive Dashboard

¥ Home | |[& Ewent Wizard b Ewpnts W Locations | & Resources | | O3 Omganizations | | [ Reports

Whiome 1o the Chabot Las Pusitas Schedwling System.

A Lk Search 7] of Pl Avadable Lucations
T know WHEN my evert shauld bake place -- kele me find a location!

&

k Sannth Fanns [JE o
m:u'xl' Loabons | l.'ml
‘.f:.\ ch A

Aveur Stamed Dvank Searches 5]

T lonnws WHERE = sveck shouls tske placs -- “alp = chooss & imael

’} Create an Event

ST |Liul

&] Your Upcoming Events o

2w are not associsted with sy upzoming svanks

weu do mot have any Starned Esent Searches!

1 ¥eur Bvent Drafts 3]

| Mo Ewent Brafts in obich o Erm Schadular

A v¥oeur Stared Locstion Searches ﬁ)

| Mo Event Drabts inowiich you are sne Raguests:

¥zu do met have any Starmed Lucatizn Ssarchest

4 Your Stared Resnme Searches (3]

¥zu do rok bave any Skarrad Resnures Searchea!

1 feur Stamed Reports 7]

Tau dn nok ave sny Skarsed Reporte!

Calsidlar | | Awailahility

& Cuztamize Dnshhnard I nep

' Recently Viewsd

e Wour SLaried Cvenls [a]

Tou 2 not hewe any Slared Eventsl

Threuntaut His site you can mack sny Bvack an Staerss® by cheking it
irnn.

w2 Wour Skarred Locations [ra]
¥ou 32 not hawe any SteTed Lecsbons!

Thizughzut thi
its

e peu can mark any Location as “Serred® by choking

& Wour Stared Resaurces @
T 2o not hews any SiwTes Secouroes

Threughaut tis site gy can mark airg Resourie &3 “Stamed by cidking
= icon.

NOTES:

1. You may customize your Dashboard

2. You may create “favorites” by starring:
e Events (Example: Math Jam)

e Locations (Example: PE101, Main Theater, Quad, 1687)

e Resources (Example: Tables, Chairs, Synthetic Field Lights)
e Searches (Example: All locations in B.2500; All Conference Rooms)
e Reports (Example: Daily Report, 3-Day Report, Location Listing)
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Example of 25Live Calendar

YV 25Live

JE‘“ Home |

[& Event Wizard | ‘ [ Events | ‘ W Locations ‘ |‘ Re* cec:h{;oﬁanizations | ‘ B Reports ‘

Welcome, Alaoen, Donna = Preferences = Sign Out = Today is Fri Apr 28 2017

Welcome to the Chabot-Las Positas Scheduling System.

N_“

3
N_/

Sunday

6:30 am - 5:00 pm
Motorcycle Training
W LPCLOTE

7:00 am - 10:00 pm
Best of the Best
W L4000 4117

W L4000 4117A

W L4000 4119
(more locations)

8:00 am - 4:00 pm
Hoop Salem
W L2500 PE101

8:00 am - 10:00 pm
Art Festival
W L4000 4113

8:00 am - 10:00 pm
LPC 48 Hour Film Maker
Challenge

W L700 713

oard (| Calendar

@ (as of 3:13 pm)

Saturday

= =
Events (Academic and non-Academ... » & Sun Apr 23 2017 - Sat Apr 29 2017 |- 3-Day m Month
Monday Tuesday Wednesday Thursday Friday
24 26 27 28

§:00 am - 12:00 pm
Spring Photo Exhibit
W L2400 HALLWAY

8:00 am - 10:00 pm
Art Festival
N L4000 4113

8:00 am - 10:00 pm
Radio Las Positas Exhibit

11:00 am - 12:05 pm
Theater Discussions
g L4000 4129

12:30 pm - 2:00 pm
Engrg Tech Cohort Office
Hour

W L800 805

1:00 pm - 2:00 pm
test for sheri
W L2100 2146

1:46 pm - 3:00 pm
Hanna Office Hour
W L2400 2420

5:30 am - 7:00 am
TVA: Swim Practice
g L2500 PE128

g L2500 PE132

g L2500 POOL2

8:00 am - 12:00 pm
Spring Photo Exhibit
W L2400 HALLWAY

8:00 am - 10:00 pm
Art Festival
g L4000 4113

8:00 am - 10:00 pm
Radio Las Positas Exhibit

8:30 am - 9:45am
MSEPS Hiring Committee

N L2100 2146

8:45 am - 12:00 pm
Psych 25 Tabling

12:30 pm - 1:30 pm
Investor's Club Meeting
W L2500 PE142

8:00 am - 12:00 pm
Spring Photo Exhibit
W L2400 HALLWAY

8:00 am - 10:00 pm
Art Festival
W L4000 4113

8:00 am - 10:00 pm
Radio Las Positas Exhibit

10:00 am - 11:59 am
Radio Las Positas
W L1600 1620A

10:00 am - 1:00 pm
Denim Day
W L1600 TERRACE

10:00 am - 8:00 pm
Radio Las Positas

11:00 am - 12:05 pm
Theater Discussions

W L4000 4129

11:00 am - 1:00 pm

Women's Self-Defense Class

5:30 am - 7:00 am
TVA: Swim Practice
W L2500 PE128

W L2500 PE132

W L2500 POOL2

8:00 am - 12:00 pm
Spring Photo Exhibit
W L2400 HALLWAY

8:00 am - 10:00 pm
Art Festival
W L4000 4113

8:00 am - 10:00 pm
Radio Las Positas Exhibit

8:45 am - 11:00 am
WorkAbility
W L900 900

8:45 am - 12:00 pm
Psych 25 Tabling

10:00 am - 2:30 pm
University Tabling
W L1600 LOBBY

8:00 am - 12:00 pm
Spring Photo Exhibit
N L2400 HALLWAY

8:00 am - 10:00 pm
Art Festival
N L4000 4113

8:00 am - 10:00 pm
Radio Las Positas Exhibit

9:00 am - 1:00 pm
Math 39 Section V03 Trig.
Practice Session

N L1850 1872

10:00 am - 10:00 pm
LA Signal Lab Rehearsal
N L4000 4119

ToriSam —T2:00-prm-
CEMC Meeting

10:30 am - 11:30 am
Performing Arts Club
Meetings

N L4000 4138

8:00 am - 2:00 pm
LPC Program Planning
W L1600 1642

8:00 am - 10:00 pm
Art Festival
W L4000 4113

9:00 am - 5:00 pm
Men's Soccer
Recruiting/Fundraising

W L2500 SYNTH

L3200 FIELD HOUSE
RESTROOM

9:00 am - 5:00 pm

MSOC-CCCAA Spring Contest

W L2500 GRASS

L3200 FIELD HOUSE
RESTROOM

10:00 am - 1:00 pm
Beginning Drawing
W LS00 501

10:00 am - 3:00 pm
Competitive Fencing
W L2500 PE102

Availability

29

NOTES:

1. Make sure the correct Event Search has been selected.

LPC-Events (Academic & non-Academic) should be the default search for all LPC classes and

events.

2. You may change the date range for the Calendar by clicking on the date; a pop-up window will be

displayed. Click on the start date desired.

... ¥ 4+ | 5un May 07 2017 - Sat May 13 2017
L May 2017 [ >
S M T WTF S
i V30 01 02 03 04 05 06| Thursday
o 07 08 09 11 RERRE!
14 15 16 17 18 19 20
" 8:00am 3 22 23 24 25 26 27| 7:00am
v Design {55 59 39 31 01 02 03 ndent Study
202-1 MW 080\ 04 05 05 07 02 0@ 10 P-0700, 33203
' L700| Select Today
u 5:00 am - 7:00 am
v 8:00 am - 8:50 am Independent Study
Izon Desian Concents II TR 0500-0700, 33207)

3. You may view the calendar in 3-Day, Week, or Month format.
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25Live Tabs

—

£ Home ‘ |@ Event Wizard ‘ | (W) Events ‘ ‘ W Locations ‘ “ Resources ‘ |L';0hganizalions | ‘ [ Reports |

Welcome to the Chabot-Las Positas Scheduling System.

Dashb ‘HCaIendarH ilabili

TABS:

Home:

Event Wizard:

Events:

Locations:

Resources:

Organizations:

Reports:

Prepared by Sheri Moore

Display Dashboard or Calendar

Create an Event Request

Search for Events by Keyword
Example: Math Jam

Search for Locations by:
Examples:

Room Number Room Name
4119 Main Theater
4128 Black Box
PE101 Gym
Classrooms

Conference Rooms

PUBLIC LOCATION SEARCHES YOU MAY BE INTERESTED IN:

e LPC-AIll Spaces
e LPC-Classrooms

e LPC-Computer Labs

e LPC-Conference Snaces

Search for Resources
Examples:

Search for Organizations
Examples:

Run Reports
Example:

6/21/17

Table
Canopy
Microphone
Podium

Athletics

LPC Foundation
CATSS

Computer Science
Mathematics

Event Confirmation Detailed




EVENT WIZARD: Create an Event/Facility Request

SUGGESTION: Before creating an event, check to make sure the location is available

using the location and calendar search.

JS‘“ Home ‘ | 4 Event Wizard ‘ [l Events ‘ ‘ W Locations | |‘ Resources ‘ ‘L';,Drganizations ‘ | D Reports ‘

Welcome to thMtas Scheduling System.

P ———
Or @ (Create an Even)
T Ee—

EVENT NAME & TYPE SCREEN:

Dashb ‘HCaIendarH

Unbitles) #1 || Mew Cvent...
a Event Name 1y Date Restrictions
Evanl Tille for Cavipns Cadandars Evert ccourrences that youw creabe are restncted bo;
= Ko lab=r than 2007-12-31
HELLD - This reservation wizard is ) eyt Fields With
deslgned to collect tha infarmation
necded to schedule an event on the LFC o
CaMmpus. are
Plaasa he as detailad as possible whan . - . .
. itting this i £ Start by entering the basic event inTormati .
submitting this information.
Jubmitting this it - required.
Event Title gets displayed on Event Name
1.
Calendars. Limited number of characters allowed in this field
USCI‘ upper/lower case and be I went Title for Campus Calendars
specific. - *
ali Event Type
Athletic Game / Meet / Match - ' § y . %
Athletic Practice
Audition
Awards / Celebration / Graduation Primary Organization for this Event
Class Related - -
. B J Select an Organization
Commencement / Convocation / College Day
Conference
Exhibit / Presentation Additional Organization(s) for this Ev| |2 Find By...
Facility / Tech Work / Maintenance
Film / Movie Your Starred
Fundraissr < Oroganizations
II Search for an Event Type
Search
Index

Faculty: For Primary Organization, choose your Academic Discipline (I’ve preloaded these for you).

Examples: THEATER (THEA) MARKETING (MKTG)
SPANISH (SPAN) BIOLOGY (BIO)
ADMINISTRATION OF JUSTICE (AJ) GEOLOGY (GEOL)

DO NOT CHOOSE THE ORGANIZATION CODES USED SPECIFICALLY FOR THE ACADEMIC
CLASSES. THOSE SHOW UP AS:

THEA MKTG
SPAN BIO
AJ GEOL
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NUMBER OF PARTICIPANTS & DESCRIPTION SCREEN:

Enter additional basic event information.

Expected Head Count

The Head Count should reflect

Event Description

& P M oA

<4 Back

E1 Cancel H Save

participants and observers.

Provide an Event Description
if desired. This information
will be useful when the

Calendar feature is used in
the future.

Prepared by Sheri Moore
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DATE SCREENS:

Is this a repeating event?

No <

This event happens only once.

Ary other related events are separate and distinct.

Yes

A — iola ti
s event occurs multiple times,

Itfepeats daily, weekly, monthly, or irregularty (ad hoc).

- Back

3 Cancel H Save

Next »

If the event occurs on
multiple dates with the
SAME START AND END

times, choose “Yes”.

For example, event occurs
from 2:30 p.m. —4:30 p.m.
on Tuesday, August 8, 2017

and Wednesday, September
13 and Tuesday, October 10
and Friday, November 10.

This is a great way to
schedule Weekly or
Monthly staff meetings,
shared governance
meetings, office hours, etc.

Prepared by Sheri Moore 6/21/17

If the event occurs only
once, select “No.”

For example, event occurs
only on Monday, August 7,
2017 from 2:00 p.m. — 4:00

p.m.

If the event occurs multiple
times on different days with
DIFFERENT START
AND END times, select
“No.”

For example, event occurs on
Tuesday, August 8, 2017
from 9:00 a.m. — 10:30 a.m.
and will occur again on
Thursday, August 10, 2017
from 1:30 p.m. to 3:00 p.m.

You will need to create two
separate events in this case.




DATE & TIME SCREEN:

Tell us WHEN this event takes place.

currence gates Wik ke entered on the next page.
z = 2
7 N

7 N E—
Event Stal’t;/// Fri May 12 2017 \\\i‘ . 11:00 am

Event Elld:\\\ Fri May 12 2017 /j’g 12:00 pm
\ 4

AN 7
N . z
#| The first nccurreﬁga@?éln_sgaﬂ'%nds on the same day.

Before and After

Does this event require
additional time before the event? Yes = No

Does this event require
additional time after the event? Yes ® No

< Back

3 Cancel = Save

es for the initial event in the repeating series.

v

Next »

IMPORTANT

Designate the date and time

for the event.
IMPORTANT

If the event will occur on
multiple dates (with the
same start and end times),
enter the first date of the

occurrence only.

Event Start: August 7 2:30 pm
Event End: August 7 4:00 pm

On the next screen, you will
be able to select all

occurrences for the event.

Start and End Dates must be

the same, otherwise 25Live
will try to schedule ALL
hours (24/7) between the start

date/time and end date/time.

Prepared by Sheri Moore

If you need time to set up
before the event or time to
take down after the event,

enter it here.

6/21/17




IF REPEATING EVENT (SAME START AND END TIMES, REGARDLESS OF DATES):

Ad Hoo Repeals

Imdtwdoelly sedect dades to aod bo DY avenlh

Daily Repeals

manth o the 15t and 15th throwgh 2
speats every 3rd Monday of the month for 6

Daes Mol Repeal

This sw=nr has anip ome cocumenoe

« Back

& Cancel H Save

If you indicated the Event Repeats, these
are your choices.

Hint:

e Using the “Ad Hoc Repeats”
features give you flexibility to
choose any date.

e Using “Monthly” Repeats is great
for scheduling monthly staff

meetings.

Click on all dates for this event.

Save

Prepared by Sheri Moore

Describe how this event REPEATS.

Ad Hoc Repeats v

Click on any date to add it to the Occurrence List.

0 May

Su Mo Tu We Th Fr Sa

\

28|| 29| 30| 31

v|l2017 v O

27

Occurrence List
Date Comments Status

Sat May 27 2017 y Active v

< Back

&3 Cancel H Save

Next »

~—_

6/21/17




LOCATION SCREEN:

U Find and select LOCATTONS,

W Woenr Slarrod Localioie.. .

1. Enter room number. If the room is
available, it will show up on the list for you to
select. If it is not available, it will show up

briefly and then disappear. See * below.

jo Back Locations.”

appear under “Selected |-

~ Soarch by Locatiom Marme... y sl Lt licns
w L1600 1687 vy |
fz Inax W oyl T e i
o o AT 3 L
e oy Fl U alps 91
Femburas: IT - Dwma™ gz Fropmar. Sl rg
Maaaml 11 Laplas BT ST BN
. irg -
;\
N\
a
o iy ne pabaree x ma ke ) Foerraaa These are the
B I E3E
:'r"”"“’"““' features/equipment
2. Click on the room included in the room.
Sawril Seare lves. .., . .
when it’s displayed here.
fiwanced search| Once selected, it will

é Cancel H Saye

*If the room is available but is not
showing up on the screen, de-
select “Enforce Head Count.”

3. Selected room will be displayed
here; if a specific layout is

required, include that info in the

Prepared by Sheri Moore

“Setup” area.

NOTE: You may select more than one
location, just as long as the dates and
times are the same as the first location.

-10-
6/21/17




NOTES ABOUT LOCATIONS:

25Live will only allow a single event to be scheduled in a location on the same date and time. However,
there are occasions when the same location will be needed on the same date and time for different
events. Examples include Health Center tabling, Club Days, college/employer/vendor tabling, etc. To
accommodate these situations, multiple “areas” (Area 1, Area 2, Area 3, etc.) within a location have
been created in 25Live. Please note, these “areas” do not represent a specific physical location. It just
allows us to reserve multiple events at the same date/time. Those locations include:

e Quad: Arealthrough Area9 (Reserve Quad Entire for all areas of the Quad)
e 1600 Lobby: Area 1 through Area 3
e 1600 Qutside Front Patio: Area 1 through Area 3

LPC QUAD
Hen classrooms, (AREA 1)
iz & = ?%REA;?
L1600 OUTSIDE FRONT PATIO (AREA 2)
(AREA D)
(AREA 2) ;
(AREA 3) - F
=g (AREA 9) =
(ENTIRE)

-11-
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IF YOU DO NOT KNOW THE LOCATION YOU WISH TO USE AND WANT TO SEE WHAT

IS AVAILABLE BASED ON THE DATE/TIMES ENTERED:

' Find and select LOCATIONS.

¥ Your Starred Locations...

Search by Location Name...

<

<

W Search

No Matching Results

#| Show only my authorized locations that have @ Refresh
no time conflicts

«| Enforce head count

Saved Searches...

Leave the location

blank.

Click on “Advanced

Search”

G
Advanced Search... ~
Advanced Search...
Features: Choose a feature
all B 2oy
Categories: Choose a category <
all L
Layouts: Choose alayout
all B Any
Capacity: 10 or more
Search
L100 101 W
Classroom/Lecture L100 101
Max Capacity: 45 4/
L100 104 W
Classroom/Lecture L100 104
Max Capacity: 45
L1600 1602 v
Classroom/Lecture L1600 1602
Max Capacity: 38
L1600 1620 COFFEE BAR v
Cafeteria Coffee Bar Area L1600 1620 -
«| Show only my authorized locafions that have @ Refresh
no time conflicis
«| Enforce head count

You may narrow the
search to conference
rooms, classrooms,
or other criteria,

should it be

necessary.

A list of available

locations will be

displayed.

If necessary, de-
select these two

options.

Prepared by Sheri Moore 6/21/17
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RESOURCES SCREEN

¥ Your Starred Resources...

LFC

LPC-Ath: Saund Syst in Gym

LBC-ath: Tables
LPC-ath: vallevbal Nats
LPC-Custodial: Canopy/Canogies
LPC-Custodial: Chairs

LPC-Custadial: Doly Hand Cart

IR PP | 0 (A PR S

Saved Searches, ..

Advanced Search...

+ Back

(3 cancel

LRC-Custodial: Blua Fundralsing Barral

S A —

HSearch by Resource Manmie...

I Save

i 8/% 8 8 B B B

1. ONLY add resources if they are

currently not included in the location. For

example, do not ask for a projector, all

rooms have them.

2. To see resources, Search by Resource

Name and type:

LPC for all Resources

Ath for Athletic Resources
Cust for Custodial Resources
IT for I.T. Resources

Perf for Performing Arts Resources

3. After selecting the resource, indicate the quantity.

¥ Your Starred Resources...

Search by Resource Name...

chairs

LPC-Ath: Folding Chairs
LPC-Custedial: Chairs

LPC-Perf Arts: Chairs from Black Box
LPC-Perf Arts: Orchestra Chairs

oo
100/100

100/100

80/80

@ refresh

term to a key word in the name or
utilizing a category under the
advanced search.

HIDE &

Selected Resources

hairs

Conficts: MNone

Setup\Instructions:

Avail / Tot:
Quantity: 1 z

100/100

LPC-Custodial: v 17 9

PLEASE NOTE: Not all resources (especially I.T. resources) are available for each room.

ALSO, do not select Perf. Arts Chairs for chairs delivered by M&O.

Prepared by Sheri Moore
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ATTACH FILE SCREEN:

Add or remove ATTACHED FILES.

L]

Attached Files

¥ou can attach up to 5 files to this event. The maximum size for a file is

25MB. File types accepted:

If you need to attach a layout or a
Certificate of Liability, use this

« PDF, TXT, RTF screemn.
# JPG, JPEG, PNG, GIF
« DOC, DOCK, CEV
e X5SL, XS5LX
Attached Files
| Select File
<4 Back Next »
&3 Cancel IH Save
CONTACTS SCREEN:
The Scheduler will be pre-loaded based
Select CONTACTS for this event. . .
on the location and/or requirements
Scheduler designated by the Deans/Departments.
& Ho, Nan WX e Some locations have a designated
nho@laspositascolige. Scheduler, such as Christine
Requestor Hornbaker for the Main Theater.
@ Woods, Kristy So x e Some Deans want to review all of

kwoods@laspositascollege.

Emergency Contact

-
]

4 51

4 Back

3 Cancel H Save

Prepared by Sheri Moore
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their Divisions’ event requests
before forwarding them for final
confirmation. Other Deans do not
want to review them so the event
will go directly to Sheri Moore for
final confirmation.

e Do not change the pre-loaded
Scheduler unless you are a Club
Advisor. If the event being
created is for an LPC Club, please
enter Scott Miner as the

Scheduler.

-14-




COMMENTS SCREEN:

Comments

-1 Back

B Cancel

Add additional COMMENTS and NOTES for this

event.

H Save

Add Comments as needed, perhaps
with special instructions to Sheri
Moore or M&O if necessary.

Next &

Prepared by Sheri Moore

6/21/17
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EVENT STATE SCREEN:

Save the Event.

Verify or change the EVENT STATE.

NOTE:
9 Draft The request will be routed to the
Scheduler for further processing.

Final confirmation will be e-
mailed to the Requester from

Sheri Moore.
-1 Back

& Cancel

" 23Live Training Cvent This vwent s e sucevsst inlly subimattoed and will b reviesesd witliin e naxt 1-2 weeks. T1 Clown 4
,ﬁ 2500 Trang St Vhe wvent i approvesd, you will recwive o confirmation s-mail. 71 U vvent is ool agproved,

U vl siate will hae sel 1o deeied,

ARCSTRATY Slwrn's Scenm Tnfarmsetion About Your Fvant
= Amendees Zezecte:

Sat May 27 2017
1:00am - 13:00pm
Rapeats 3¢ 5728, 5758

T and easerted iz 8 zrafecece.
7 and converted bz 3 zreteranze.
2017 end coavantsd ks 8 sreferanss.

=~ ann veod freue

TANOE, G At r wat ranases freee Moy €3

. - Taber.G athrguar warramasec tree bay carueried 5 & peateerce.
e
134 #3108 Fopry 2 .
X What's Nuxt? Murw Lyunt Dplivis
=™ = yrc e Bozrt Dckera Daze bt 03 Secrk The & Pilar Coafinmation
Ve Bl TR A

Ureve W Take Cumiacchip af s Cuest
] Lraft I0: 0 17-MNACT . o ; .

raved 1 ceabn ccaie mmeen w16 10 T pavey A e

Ean Cho thin hrren b €At a4, =

vt

Notify your Dean that your

request needs approval by sending

an e-mail.

"” - NOTE: The location is not locked

2 fus s v

A Lo Custodial: 1abkes, b Mectangular

in until the Dean changes the

event state to Tentative.

# Email Event Details: 25Live Training Event

[ Related Recipients .| Additional Recipients |

0 ccsc 1 Select:

Requestor @ cc
(Woods, Kristy)

Schaduer i ; e Requester (yourself)

{Ho, Nan) Ser
L e Scheduler (Dean, Scott Miner,
An\{npe \fvith . .
Notification Tasks Christine Hornbaker)
Attach: Event Invoice (Related) Event Confirmation (Related)
Event Confirm (Related) Estimate Event Confirm (Detailed) Estimate
Event Confirmation [Academic) Event Invoice

Select:
e Event Confirmation (Detailed)

#| Event Cngﬁmatmn Detailed) iCal File

Add: | Choose File | No file chosen

Subject: |25Live Training Event (2017-AAMBCT)

Message Body

Check the checkbox to include Event Details. Add a custom message if d

e Include event details in body

| Send

¢l Include event details in body of message

Send Cancel
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EVENTS SCREEN — SEARCHING FOR YOUR EVENTS:

5‘“ Home | “3' Event Wizard | | || Events | | W Locations | | & Resources | |L,;,0rgan'|zation5 | | D Reports |

J Search For Events | | Pre-Defined Event Searches |

B Search For Events

Search by Keyword: | | GO | More Search Options

Dates: Current and Future Dates

b 29
Onptions Load List

Enter event name’s
keyword or
click “More Search

S“‘ Home ‘ “Z Event Wizard ‘ | [v) Events | ‘ W Locations ‘ | # Resources | |‘u;,0rganizat'|on5 | | D Reports |

J Search For Events ‘ ‘ Pre-Defined Event Searches ‘

B Search For Events

Search by Keyword: | | GO ‘ Fewer Search Options
Cabinet: Al Cabinets [=] Categories coir
Types eoir Your Role: any Role / No Role [~]

Organizations et States coir

Specific Organizations

Select From... | d
£ Index * | None Selected
@ 3 Types [
B & Categories
@ [ Chabot Organization
@ [ District Organization
8

£ AsH

£ ';ACADEMIC SERVICES VP OFFICE

/2 ADMINISTRATION OF JUSTICE (AJ)

£ '*HADMINISTRATIVE SERVICES VP OF

£ ';_,ADMISSIGNS & RECORDS

I:':__,ADULT EDUCATION

Find By...

(3% Your Starred
Organizations

Browse Organizations

Contains :

ol

5 AGS il
Done
‘Welcome, Woods, Kristy = Preferences = Sign Out
aw Hpa.
YV 25Live
5“' Home | |Q Event Wizard ‘ | | Events | | W Locations | ‘ # Resources ‘ |-L_;J(]rgan'|zations | ‘ DRep-orts |
Search For Events | | Pre-Defined Event Searches |
@ Search For Events
Search by Keyword: GO | Fe. Options
Cabinet: Al Cabinets [=] Categories ED]T)
4@1#1
Types = Your Role: | %bot — -
as Positas Event L
Organizations e States eorr | [] 201602 i
[0 201603 I
__| [[] Academic Related Event
Your Role: Requestor (=] [ Administrative
T [T Admissions Event
| List | [T] Alumni Event
[”] athletic Event
= " Y2
Dates: Current and Future Dates
Done
Load List

Prepared by Sheri Moore 6/21/17

-17-




RESULTS OF EVENT SEARCH:

Search For Events

Pre-Defined Event Searches

Search For Events

Cabinet:

Types eorr

All Cabinets

Search by Keyword: ‘

]

Organizations eir

| GO | Fewer Search Options

Categories

“Las Positas Event

Your Role:

States eorr

EDIT
Requestor E|
GO START OVER

List
Dates: Current and Future Dates | Choose Visible Columns [=] H Save Search  ({) Refresh
Name w | Title Reference Organizations | Type Categories Your Role Start Date Creation Date State Locations
Q £ Engrg Tech = Iech 2017-AALXVK MSEPS Meeting *Las Positas Event | Requestor Mar 13 2017 Apr 08 2017 Confirmed L800 805
Cohort Office Cohort Office e ——
Hour Hour \
B },’){ ] math Jam Math Jam 2017-AALXVX MSEPS Class sitas Event | Requestor | Aug 05 Apr 08 2017 Confirmed | L600 607
Related 2017
Q i} £ Math Jam Math Jam 2017-AALXWA MSEPS Class *Las Positas Event uestor | Aug 07 Apr 08 2017 Confirmed L2400 2414, L2400
Related 2017 2416, L2400 2412, Lo|
607
B' 1’} £ Math Jam Math Jam 2017-AALXWD MSEPS Class *Las Positas Event | Reguestor | A 1 Apr 08 2017 Confirmed L1600 1641, L1600
Related 201 16424
Q &) math Jam Math Jam 2017-AALXWF MSEPS Class *Las Positas Event | Requestor | Jan 12 2§18 Apr 08 2017 Confirmed L1600 1641, L1600
Related 16424
= — -
Here is a list of all of your events
where you are the Requestor.
Double click on the event for
which you want to see the details.
;‘“' Home B Event Wizard |v] Events W Locations & Resources (5 Organizations D Reports
Search For Events | | Pre-Defined Event Searches | | Engrg Tech Cohort Office Hour
Engrg Tech Cohort Office Hour Details
v = .
¥ More Actions...~ | (f) Re
Event Details Event Occurrences
Event Name: Engrg Tech Cohort Office Hour Start Date Start Time End Date End Time Assignment]
Event Title: Engrg Tech Cohort Office Hour
Mon Mar 13 2017 12:30pm Mon Mar 13 2017 2:00pm "
Event Type: Meeting
Reference: 2017-AALXVK Wed Mar 15 2017 12:30pm Wed Mar 15 2017 2:00pm w
State: Confirmed . . .
Organization: =) MSEPS FriMar 17 2017 12:30pm Fri Mar 17 2017 2:00pm
Scheduler: \.LJ Moore, Sheri Mon Mar 20 2017 12:30pm Mon Mar 20 2017 2:00pm "
=rr=atrs & Woods, Kristy Wed Mar 22 2017 12:30pm Wed Mar 22 2017 2:00pm v
Event Categories: *Las Positas Event i i
Head Count: 0 expected 0 registered Fri Mar 24 2017 12:30pm Fri Mar 24 2017 2:00pm "
Event Owner: ¢4 Moare, Sheri Mon Mar 27 2017 12:30pm Mon Mar 27 2017 2:00pm w
Creation Date: Sat Apr 08 2017
Wed Mar 29 2017 12:30pm Wed Mar 29 2017 2:00pm w

NOTE:

Requestors may only modify events that are in a Draft state.

once it is Tentative or Confirmed.

Contact Sheri Moore if modifications need to be made to the event

Prepared by Sheri Moore
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LOCATION SCREEN — SEARCHING FOR LOCATIONS:

§\1 25Live. Welcome, Woods, Kristy = Preferences =

' yome o Event Wizard Events Locations # Resources .. Organizations Reports
£ e Urg pol

J Search For Locations | | Pre-Defined Location Searches |

‘ Search For Locations

Search by Keyword :Q ‘ More Search Options

You may search by room number (2490, | List | Calenda
505, 101, etc.) or room name (Black Box,
classroom, conference room, etc.) Load List|

| Click on “Load List” if it is a search that /

will bring back multiple locations, such a

classroom.

Click on “Calendar” if it is a single room /
search to see the availability.

Search For Locations

Search by Keyword:

classroom | GO ‘ More Search Options

[ e | R R

Choose Visible Columns [=] E Save

Name w [ Formal Name Categories | Features

g W L100 Classroom/Lecture Board - White, IT - Data/Video Projector, Ceiling Mounted, IT - Document Camera, IT - Instructor PC, IT - Laptop
101 L100 101 Interface, PC, IT - VCR/DVD, IT - Wireless, Number Of Doors, Seating - Tables / Chairs, Windows

& W Lio0 Classroom/Lecture Board - White, Carpet, IT - Data/Video Projector, Ceiling Mounted, IT - Document Camera, IT - Instructor PC, IT -
102 L100 102 Laptop Interface, PC, IT - VCR/DVD, IT - Wireless, Number Of Doors, Seating - Tables / Chairs, Windows

& W Lio0 Classroom/Lecture Board - White, Carpet, IT - Data/Video Projector, Ceiling Mounted, IT - Document Camera, IT - Instructor PC, IT -
103 L100 103 Laptop Interface, PC, IT - VCR/DVD, IT - Wireless, Number Of Doors, Seating - Tables / Chairs, Windows

[ W L100 Classroom/Lecture Board - White, IT - Data/Video Projector, Ceiling Mounted, IT - Document Camera, IT - Instructor PC, IT - Laptop
104 L100 104 Interface, PC, IT - VCR/DVD, IT - Wireless, Number Of Doors, Seating - Tables / Chairs, Windows

[ W L100 Classroom/Lecture Board - White, IT - Data/Video Projector, Ceiling Mounted, IT - Document Camera, IT - Instructor PC, IT - Laptop
105 L100 105 Interface, PC, IT - VCR/DVD, IT - Wireless, Number Of Doors, Seating - Tables / Chairs, Windows

Q W L100 Classroom/Lecture Board - White, IT - Data/Video Projector, Ceiling Mounted, IT - Document Camera, IT - Instructor PC, IT - Laptop
106 L100 106 Interface, PC, IT - VCR/DVD, IT - Wireless, Number Of Doors, Seating - Tables / Chairs, Windows

—

| GO | More Search Options

. Search For Locations

Search by Keyworfi:

Availability | Calendar |

Dates: € Wed May 17 2017 — Tue May 23 2017 b B 54

Sunday Monday Tuesday Wwednesday Thursday Friday
May 14 15 16 17 18 19
& & Eg 8:0041 - 8:254m 8:0041 - 10:152u 8:004m - 3:254m

Intermediate Algebra Intermediate Algebra Intermediate Algebra
MWF 0800-0925, 30161-1 TR 0800-1015, 30325-1 MWF 0800-0925, 30161-1
W L100 101 W L100 101 W L100 101
9:304M - 10:55AM 11:00AM - 1:15PM 9:304AM - 10:55AM
Intermediate Algebra Intermediate Algebra Intermediate Algebra
MWF 0930-1055, 30566-1 TR 1100-1315, 30392-1 MWF 0930-1055, 30566-1
W L100 101 W L100 101 W L100 101
11:004mM - 12:25pM 1:30PM - 3:45PM 11:004aM - 12:25pPM
Intermediate Algebra Intermediate Algebra Intermediate Algebra
MWF 1100-1225, 30275-1 TR 1330-1545, 30728-1 MWF 1100-1225, 30275-1
W L100 101 W L100 101 W L100 101

-19-
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LOCATION SCREEN — SEARCHING FOR LOCATIONS:

Search For Locations{ Pre-Defined Location Searches

' Pre-Defined Location Searches

Search Groupings

Pre-Defined Groups
Index

Categories

Features

Layouts

Capacities

Your Starred Searches

All of Your Searches

" +, | LPC-Cenfersnce Spaces

Public Searches

Select a Search Grouping (left) to browse existing searches.

TC-All Spaces
CC-Computer Labs
CC-Conference Spaces
CC-Event Center

. L3
0y u
. e,
.,
0

LPC-Classrooms
LPC-Computer Labs

0 D
Y .
----------------

st |

Load List

Several “Public Searches” have been predefined. Those include:

e LPC-All Spaces

e LPC-Classrooms

e LPC-Computer Labs

e LPC-Conference Spaces

Prepared by Sheri Moore
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RESOURCE SCREEN:

~ Welcome, Woods, Kristy = Preferences =
V' 25Live

5“" Home | ||Z Event Wizard | | ] Events | | W Locations | | 4 Resources ‘ |;_;;Organization5 ‘ | D Reports ‘

J Search For R ces || Pre-Defined R ce Searches ‘

Search for Resources

Search by Keyword: ‘ ‘ GO ‘ More Search Options
To see when a specific resource has | List |
been assigned, type:
e The specific name of the resource, Load List|

1 such as LPC-Custodial: Tables and
then select Calendar.

Or

e The category of the resource, such

as:

LPC for all Resources

Ath for Athletic Resources
Cust for Custodial Resources
IT for I.T. Resources

Perf for Perf. Arts Resources

Then click on “Load List.”
Select the Resource to see when it has
been requested.

EXAMPLE OF A RESOURCE SEARCH FOR CHAIRS:

| Search For Resources ‘ ‘ Pre-Defined Resource Searches ‘ ‘ Advanced Resource Search | | LPC-Ci dial: Chairs |

4‘ LPC-Gustodiak: Chairs ra " Galendar |

Dates: 4 Wed May 17 2017 — Tue May 23 2017 b a‘ Actions... v

Sunday Monday Tuesday Wednesday Thursday Friday
15 16 17 i8 19
& [ creat= an event %3
10:000 - 1:0080 9:30 - 12:3000 11:000 - 5:008
Therapy Dogs CTE: Internship Fair All Team End-of-Year Sports
Banquet

6:0074 - 10:45%h &
Prep-2-Pass Tutoring &

21 22 23 24 25 26

Prepared by Sheri Moore 6/21/17




ORGANIZATION SCREEN:

™ Wwelcome, Woods, Kristy = Frererences =
NV 25Live

|§\l'| Home ‘ ||Z Event Wizard | | B Events | | W Locations | ‘ & Resources | |L;Olganizat'|or|s | | D Reports |

J Search For Organizations | | Pre-Defined Organization Searches |

&?J Search For Organizations

Search by Keyword: ‘ ‘ GO ‘ More Search Options

m | Calendar |

Dates: Wed May 17 2017 — Tue May 23 2017

Load Calendarl

REPORTS SCREEN:

Starred Reports ] Event Rep | | Location Rep ‘ ‘ Reports ‘ ‘ Other Reports

£Z| Event Reports

Choose a report from the list, then complete the parameters to run the report.

Daily Events E| @

About This Report... Select Report Parameters Report Delivery Options Report Format Op
[) Daily Events | View Sample Report * Event Search: Chaose a Search... |=| f) | © View this report now @ PDF
For each event, the report shows the start and end times, “Nygcation Search: Choose a Search... : 0 © Email this report to yourself © Excel
lacation(s), event name and title, and contact name and phone ) Email this report to... ) Rich Text Format
number. R Wed May 17 2017 4 -
) HTML
Parameters Tt
® Event search (; \ B
I b . e

sams| Reports are available for Events, Locations,

definition.

Teumcsl Resources, ete. Click on “View Sample Report” to

parameter.
sl see the data provided on the report. Many of the
® Report date. . .
pata matwtea]  TEPOTts will require an “Event Search” and a

» Only records rd

(1A . 29
Lo v Location Search.” These searches must be set up | . ron
= prior to running the report. Contact Sheri Moore
for more information if Reports are needed.
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TIPS FOR SUCCESS:

1. Remember to login to 25Live using either Firefox or Google Chrome (NOT Internet Explorer).

2. Encourage your Dean to approve your events/facility requests promptly in order to lock in the
location, which will also make it visible on the calendars. (Draft events do not lock in the location.
Deans needs to set the Event State to “Tentative” and the Scheduler to “Sheri Moore.”)

3. For faster searches, remember to “Star” your frequently used locations and resources.

¥, Your Starred Locations ©

w L1700 1726 { <
Conference Room L1700 1726

[ 7] See when these locations are available

4. Make sure the calendar is set for the correct search and the correct date range.

LPC-Events (Academic & non-Acad... = 4  SunJun 04 2017 - Sat Jun 10 2017 = 3-Day m Month

5. Use the refresh button if you are not seeing the results you expect.

©

6. Most requesters know the location they would like to use. It’s extremely fast to determine if the
location is available by first looking up the Location then going to the Calendar for that location.

If the meeting time is available, you may begin Creating the Event from the calendar.
Wednesday

16 17

5:00pm - 10:008mMm

Counseling/HSI Cohort
Meeting

W L1700 1726

7. 25Live is web-based and can be accessed from anywhere and there is a mobile app for it as well.
You must have a 25L.ive login in order to use the mobile app.

NOTE: 25Live is shared with Chabot College. You may see Public Searches which begin with “CC” — ignore those.
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