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Creating an Event Using the 25Live Event Wizard

Overview

This training guide will guide you on how to request an event at Baker College.

Login
To login you will enter the following address

://251i llegen m/baker

When you type in the address and click enter, you will login using SSO as you would with other
applications at Baker College.

Using the online help

Keep in mind that you can always consult the online help if you have questions about what to do. Click

the @ Help | general “Help” button in the upper right of the page to access all Help topics, or click the

.Help icon in the navigation bar to access context-specific help for the current view or functional area.

Note:  You must be signed into 25Live to access the online help.

NV 25Live

Welcome, Your, Username = Preferences = SignOut = Today is Fri Oct 23 2015

|§“‘ Home | ||§ Event \nrzard| | N Evenls| | ] Lo-catlons| |‘ Resources| |{,_.0rgan|zatlons | | [ Task5| | Reports | |((I Publlsher|

| search For Events || Pre-Defined Event Searches | | Advanced Event Search |

El Search For Events

Search by Keyword: | Search Term... X |GO| More Search Options
st

Dates: Current and Future Dates

Load Listl
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Creating an Event Using the 25Live Event Wizard

Landing Screen

The following is the screen you will see when you login

T e | [ vt e | [0 v | [ Lo | [ Banoens | [ G5 Ot | [ ke | [ s
Dmbboset | [ Caendr | [ endabity
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Opening the Event Wizard

To start creating an event, click the Event Wizard tab to open the wizard.

Welcome, Smithson, Ryan » Preferences » SignOut = Teday is Wed Apr 26 2017

N 25Live

¥ Home | | Event Wizard | | &) Events | | @ Locations | | & Resources | | 5 Organizations | | ) Tasks | | [¥) Reports _[ /
. Need help with 25Live? Check out the 25Live Info Page or e-mail us! .T /_C I'_I. |'_l !IE‘ .
P Quick Search (7} [ Find Available Locations 1 Customize Dashboard  @nep
1 know WHEN my event should take place - help me find a location! -
- " Recently Viewed | i
L Search Events |Go OR E =
=l (nane)
1 know WHERE my event should take place ‘7, me choose a time!
Seareh Locations _.Go % Your Starred Events (3] | =

o l You do not have any Starred Events!
Create an Event Throaghout thes ste you can mark any Event as *Starred” by clicking its .7 icon.

Search Resources |Go

Trr
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Entering basic information

Enter an Event Name, and select an Event Type and Primary Organization. The Event Name is how the
event will appear on web calendars (it set up in your 25Live Configuration) and in searches. Permissions
determine which Event Types you can choose from.

I soeme | [ trwmt Wt | [ ] tvwrts | [0 ot | [ mesemevms | [ crparirations | [ 3 Tunks | [ mapeets

Using B Whaaed Tabs || B Evwet

£ Urina Evnnt Wizard Tab Start by entaring the baskc avent informatisa. * W e @
e
Event Mame
Vuing Bvant Wrard o v Enter the name of the evemt

Event Title for Published Calendars
wting Evern wizard Here you will enter a name for the event 1o be published on a calendar

Event Type
<] wHere you will select an event type,
'CL" in front of it. see supplemental exa

hould not select an event type with a

Primary Organization e
| JHere you can type in your campus code to search forBrzitzron:

I - Facbts Dapartrens

campus
Your selections will be shown here as you complete the request additional Drganizations
. This field is not required unless you are co-sponsoring an event with another
department
s | = Click next to continue
0 cancel H Save

Below are some notes about event type

| Q

| Advising/Registration =
Career Fair

| cL-aH
CL-AP
CL-CA
cL-cG

| ceer When selecting the event type
TN will not want to select the
oy prefixes starting with a CL

| e }
Search for an Event Type ~

Click “Next” to enter additional basic information.
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Enter additional basic information

Enter the event’s expected head count, its registered head count if you know it, and event description.
The Expected or Registered Head Count will be used by 25Live to find locations that can hold your
event. The Event Description can appear on web calendars if you intend to publish your event.

I e | [ vt Wheard | [ frin | [0 Lt | [ & Bormrnrs | (5 Ot | [ T | [ et
e ek et | B [

£ Usies Lot Wisard Tab Exter additions] basic evest informatin.

g e iz

Expected wumber of
Attendees

| . Evant Description
hxo & LB S Y X

Click next to continne

- Back Naxt b

O Cancel ki Save

Click “Next” to add event occurrence information.

Does the event repeat?

If the event has only one occurrence, select “No;” if it has more than one occurrence, select “Yes.”

T e | [ et Wt | [0 tvmnts | [0 tocations | [ & Rasrcms | [ rmeirntion | (2 Taskn
[T
} Using Event Wizard Tab B8 this & repeating avest?

| g Bowor car

- Back

i cancel ki Save
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Click “Next” to set the event start/end date and time.
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When is the first occurrence?

Specify the date and times of the first occurrence of the event. If your event occurs on multiple days, you'll
describe how it repeats later. If your event has multiple occurrences that happen at different times, you'll
need to create separate events for each time. You can then connect those events to each other later using
Manage Related Events functionality.

If the event requires Setup/Pre-Event and/or Post-Event/Takedown time, select the option you need,
then set the number of days, hours, or minutes needed.

e T 6 e

¥ 25Live
1P e | [ et it | [0 e | [0 Lt | [ s | [ 5 gt | [ @ 7ok | [ s
Uniog Erart aard T || B Bt |

Jp v teent wzara ot T T e s s W E oD

Uing st Wizand =

e ]
b b e o m m arn

Wied Jun 07 2017
LiD0pm - 2i00pm

- Back

o cancel ki Save

Click “Next” to set up multiple event occurrences, or if the event has only one occurrence click “Next” to
select the event’s Location.

How does the event repeat?

If your event has more than one occurrence, select how the event repeats.

© 2017 CollegeNET, Inc. Release 27 7
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Choose how this event REPEATS.

Ad Hoc Repeats

Individually select dates to add to the event.

Daily Repeats

Examples: Repeats every day for 5 occurrences; Repeats every
3rd day through a specific date.

Weekly Repeats

Examples: Repeats every week on Monday and Thursday for 12
occurrences; Repeats every other week through a specific date.

Monthly Repeats

Examples: Repeats every month on the 1st and 15th through a
specific date; Repeals every 3rd Monday of the month for 6
occurrences.

Does Not Repeat

This event has only one occurrence.

<4 Back Next p

£&3 cancel [ Finish

Click “Next” to set the event’s occurrence dates.
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Define the exact dates of the event

Use the repeat date controls to define the event’s repeating pattern or ad hoc dates. Once defined, you see
the dates in the Occurrence List at the bottom of the page.

(2]
Describe how this event REPEATS.

Monthly Repeats E|

Repeats every month El

Repeat by Day
Add Repeat Day
@ Repeat by Position

Repeat on the __Thil‘d E]
Monday B %

9 Repeats through = Mon 06/15/2015 |,

Ends after 1 2 iterations

Occurrence List

Date Comments Status
Mon 12/15/2014 Active  [+]
Mon 01/19/2015 Active  [+]
Mon 02/16/2015 Active  [+]
Mon 03/16/2015 Active  [+]
Mon 04/20/2015 Active  [+]
Mon 05/18/2015 Active  [=]
Mon 06/15/2015 Active  [+]
< Back Next »
3 cancel i Finish

Click “Next” to select the event’s location(s).
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Select location(s)

Select one or more favorite “starred” locations, or search for suitable locations by location name, saved
search, or advanced search. Locations that best fit your head count will appear higher in the list. If you've
searched, choose one or more available locations for your event.

A red triangle means the location is not available. A green check mark means the location is available. A
green box with lines inside means the location is in use, but the event that is using it is willing to share
the location.

If you need to un-assign a location for specific occurrences, choose a different layout, or add setup
instructions, click “View and Modify Occurrences” on the right and perform the required task(s).

# Search by Location Name...

jk

JK-B100 100 4
Jackson 100 Building Room 100 - Video Classroom

Max Capacity: 36

JK-B100 101 4
Jackson 100 Building Room 101 - Lecture

Max Capacity: 80

JK-B100 102 v
Jackson 100 Building Room 102 - Lecture

Max Capacity: 42

JK-B100 103 v
Jackson 100 Building Room 103 - Lecture v
« Show only my authorized locations that have @ Refresh

no time conflicts

«| Enforce head count

You can also search by using a public search that has been created to search for a location
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F" Home | | [ Event Wizard | | &) Events | | @ Locations | | & Resources | | £ Organizations | | 5] Tasks | | [ Reports

Using Event Wizard Tab | | ew Event... |

Using Event Wizard Tab Find and select LOCATIONS.
Using Event Wizard

Mertag  Your Starred Locations...
3K - Facilibes Department
12 Attendees Expected # Search by Location Name...
type & description of your event here

Wed Apr 26 2017

10:30am - 11:30am Saved Searches...

Your Starred Searches Allen Park rooms

(" B U RCH

All of Your Searches
Public Searches

Auburm Hills reoms
Caddiac rooms
Cass City rooms

Chnton Township rooms.

Fint rooms.
Jackson rooms.

Muzkegon rooms

BB 100 100 - Vides Clasarsom "
. v
v
v
1 Show on my sshorced ocakons at have © nctresh
) Esforze head count
Advanced Search...
< Back
4 Cancel i Ssave

Selecting a room here

Creating an Event Using the 25Live Event Wizard

« » @ 0 @ B
)

Seavch for available KCI00NS O A CAMOUS LRing T
Campes Code, oot of the predefined searches beiow, o
By making your swm Savanced seach

¥ o pecuie muliple ko stom for yow evenl. velecl a1
Fany 33 necessary
HIDE &

Selected Locations

wIK-B100 102 v
Inckson 300 Busdding Rosm 102 - Lecture
Max Capacity: 42

Features: Floor - Carpet; Elgible for catering:
Board - Whiteboard; BYOD Power Cutiets: &V -

Transparency Projector: AV - Sound System; AV -
Sereen - Manuali &Y - Multmedia Station; ADA
Accessible
Conflicts: None

v

Layout: | Standard Classroom [28]

Will make your choige Rt fnstnictions:

appear here

Attendance:

Click next 1o continue

Next »

You will also want to edit any of the details regarding the setup of the room here

wJK-B100 102

v 17

Jackson 100 Building Room 102 - Lecture
Max Capacity: 42

Features: Floor - Carpet; Eligible for catering;
Board - Whiteboard; BYOD Power Qutlets; AV -
Transparency Projector; AV - Sound System; AV -
Screen - Manual; AV - Multimedia Station; ADA
Accessible

Conflicts: None

Layout: | Standard Classroom [28] v

Setup Instructions:
need room setup in groups

Attendance: g

4)

Share?
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Click “Next” to select the event’s resource(s).

Select resource(s)

Creating an Event Using the 25Live Event Wizard

Select one or more favorite “starred” resources, or search for resources by resource name, saved search, or
advanced search. If you've searched, choose one or more available resources for your event.

A red triangle means the resource is not available. A green check mark means the resource is available.

If you need to adjust the quantity of a resource needed for specific occurrences, un-assign a resource for
specific occurrences, or add setup instructions, click “View and Modify Occurrences” on the right and

perform the required task(s).

" Home | |Gf Event Wizard | | &) Events | | 4 Locations | | & Resources | | 2 Organizations | | (3] Tasks ™ Reports

Using Event Wizard Tab | New Event...

s.
Using Event Wizard Tab “
| Using Event Wizard

Mesting W Your Starred Resources...

¥ - Facilties Department

12 Attendees Expected
type & descriptian of your event here

Wed Apr 26 2017
10:30am - 11:30am
¥ - FAC - American Flag

I - FAC - Cambro Coffes
& 1%~ FAC - Cofea epers JK - FAC - Coffee Airpots
JK - FAC - Coffes Um

JK - FAC - Easels

P IK - FAC - Extension Cords

JK - FAC - lced Salad Bar

1K = FAC - L amn Coolar

Saved Searches...

Advanced Search...

< Back

£ cancel

Click “Next” to select the event’s custom attributes.

Find and select RESOURCES.

4 search by Resource Name...

@« ®» W @ B8

a
Search for avalable 1e30415e8 o your camgus to be
debvered 1o the ¢

veted 1o the event e.g. chars, iplops. facies, el
Make 3w 15 select only rescurces hal belong 1a your
mpus.

rvices are avatable for your campus, add

Tescurse wih §ormerts fo e ate st
< opbina
I yeus are on Mush egon camges, <abierng cptons are
- . . av alable by searcheng "CAT or wsing the category
Select from a list of resources Loy

T HIDE &

3./ Selected Resources
e 4 JK - FAC - Coffee v R
110 Airpots

U Canflicts: None

UL . Setup Instructions:
The fuc e [ ata Netup ot sl o o

© et
Al
ipon AveI/Totak: 313
|1|L\Q?r= 1 5
/{ lick next to con
Next »
kH Save
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Creating an Event Using the 25Live Event Wizard

Enter custom attributes

Select and enter values for the custom attributes listed that are pertinent to your event. These custom
attributes, are prompted based upon the type of event you have selected.

test event New Evenl...
2 test event Select CUSTOM ATTRIBUTES for this event. - = H 7] B8
[ cestoven E
+ Bringing outside food Sed U ME makng your Ov
# Insurance Received
Homieltfpadniel sves 0o
S
< Back Next »
Insurance Received; Brnging outsede food
E3 Cancel i Save
Click “Next” to select the event’s contacts.
© 2017 CollegeNET, Inc. Release 27
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Select contacts

Select the contacts associated with the event. If you're not the primary contact for the event, you need to
specify who is. To specify a contact, click the drop-down icon and enter a few letters of the contact’s
name, then select it when the full name displays. You can also add a name by selecting “Create New...,”
and then entering the contact’s “Basic Information” and “Email” address.

The scheduler may be automatically assigned to your event depending on security; this might be the
Location Scheduler for your selected location or the default scheduler for your security group.

[ ) Veat Gvent Select CONTACTS for this event. ® ® H @ @
| est event
L
Scheduler aetr
rral Functian g wih
. - Allegiance Health Grad & Smithson, Ryan
wes Expected
Thu May 04 2017 Requestor
1:00pm - 2:00pm
& Smithson, Ryan
8100 169
Insurance Recered: Bringing cutside faod < Back Next »
I Smmasn. my
B Seehacn, Ay £ Cancel H Save

Click “Next” to select the event’s categories.
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Select categories

Select the categories the event belongs to. Categories help other users find events when searching and can
determine things, such as whether your event is promoted on web calendars or is student-organized.

s Rt e o=t i Kt e s I (VRO
£ 25Live - =

T o | | ot Wisaed | [(3] vt | | cutions | [ Rasouwcns | [ orpanirations | | 21 Task | [ maports

g vt Wirard Ta || B Bt

[ ) Using Event Wizsrd Tab Select CATEGORIES for this event.

g Bran inacd

If your meeting meets one of the following
ad and select it click next

] i cancel i Save

Click “Next” to select the event’s requirements.
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Select requirements

Creating an Event Using the 25Live Event Wizard

For external events executive committee approval may be needed, this screen will only appear if you are

hosting an external event.

Welcome, Smithson, Ryan » Preferences =

SignOut = Today s ThuMayos 2017 [THH

B Home | | Event Wizard | | ] Events

External Function

W - Abeginnce Health Grad
20 ttendees Expacted

Thu May 04 2017
1:00pm - 2:00pm

8 00 100

Insurance Received; Bringing outside food

W Locations | | & Resources

5 Onganizations | | 3 Tasks | | [ Reports

Select REQUIREMENTS for this event.

allen Park external approval

Cammants:

Auburn Hills external approval

Comampets

Cadillac external approval

Clinton Township external approval

[—

Flint external approval

Cameasts

Grad Studies external approval

Jackson external approval

Camemasts

Muskegon axternal approval

Owosso external approval

Camumpsts

Port Huron external approval

Carmmants

System external approval

| Next » 1
4 Cancel k- Save
P 1eon Legend & Feedback W Hel Enabled M e s

Click “Next” to select the web calendars the event should be published to.

1]

Extereal events fegure sproval fiom B executve
commiter Fiesae peiec] e approgruste campus i
notfy hem

© 2017 CollegeNET, Inc.
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Creating an Event Using the 25Live Event Wizard

Add Comments and Notes

Enter appropriate comments and/or notes for the event.
¢ Event Comments can be seen by most users.
e Confirmation Notes are shown in Confirmation Reports.

e Internal Notes can be seen only by people who are event contacts, like Requestor and Scheduler.

Edit additional COMMENTS and NOTES for this
event.

Comments

This is sure to be the best forensic event this year.

Confirmation Notes

Club members, please let us know you will attend or not.

Internal Notes

Make sure there is an Alcohol Monitor.

< Back Next »

£3 cancel [ Finish

Click “Next” to agree to event terms and conditions.
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Creating an Event Using the 25Live Event Wizard

Agree to terms and conditions

Check the “T agree” box. You must agree to Baker College’s terms and conditions before your event can
be saved.

Agree to T's and C's

I hereby agree to adhere to the university facilities
usage policies.

| 1 agree *

<4 Back

&3 Cancel

Click “Next” to choose the state of the event.

© 2017 CollegeNET, Inc. Release 27 18



Creating an Event Using the 25Live Event Wizard

Completed Event

Once you have filled in all of the event details this is the info you will see. Events are saved as draft status
until your campus scheduler has the opportunity to review its details. Once the scheduler has confirmed
the event, you will receive a confirmation via email.

Weicome, Smithson, Ryan = Preferences = Sign Out « Today is Wed Apr26 2017 [FITA

| ¥ Home | [ Event Wizard | | ] Events | | W Locations | | & Resources | | (5 Organizations | | 3 Tasks | | [ Reports | once complete vou can click close
Using Event Wizard Tab || Mew Event... | /
Using Event Wizard Tab This event has been successfully saved. Close
Using Event Wizard
Meeting Here's Some Information About Your Event
el T W Locations Saved as Event Preferences Onee you submit your event, you will see the following:
12 Attendees Expected Location “JK-B100 102' was removed from Apr 26 2017 and converted to a preference. A“ events are dfﬂf‘s -“n"‘l a Cﬂﬂ]p“s S‘.‘I]ed“ler (‘Ollﬁl'ms de‘ajls
fype & descripbon of your event here 4 Resources Saved as Event Preferences rooms and resources will not appear as part of the request until
‘::::o:pr “1?0;0: Resource "JK - FAC - Coffee Ainpots’ was removed from Apr 26 2017 and converted to a preference. they are verified. It will say it was removed from the request,
2 m - = m ¥ T
but it bas not been, just needs scheduler approval,
Bringing cutside food What's Next? Mare Event Options
& Smahaan. Ay
[~ View the Event Detads page for this event. The full range & Print Confirmation [Z Create “To Da”
B Smhasn, Ay of actians are available to you from there.
e .ia Manage Relationships & Manage Bindings
Need to make some more edits to this event? Chck this
button to start edaing. & Take Ownership of this Event
] Draft : [ copy | Sreatea copy of ths event wih many event detads Add to Stared?
3| 1D: 2017-AAASSL _ duplicated. Go through each field of the new event to
verify the details you want to retain and resolve any
possible conflicts.
E Email the details of this event to its stakeholders or
anyone else.
Event Preferences
The following resources were requested for this event:
& JK - FAC - Coffee Alrpots
Event Tasks
No Active Tasks
¥ 1con Legend b Feedback ¥ Melp Tips: Enabled B Tesct Size:
Whas New  £3008 - 3017 ColegeET nc.  GrhacyPuly  Browner fecommendwons  MobleVersen  Prochst Fesdbac
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Creating an Event Using the 25Live Event Wizard

—] Event Confirmation

Using Event Wizard Tab

Title:  Using Event Wizard

Requestor: Smithson, Ryan

Scheduler: Smithson, Ryan

Organizations: JK - Facilities Department

Wed, Apr 26 2017
10:30 AM - 11:30 AM

Location
Jackson 100 Building Room 102 - Lecture

Qty Resource
1 JK - FAC - Coffee Airpots

Event Reference: 2017-AAASSL
Event Last Modified: Apr 26 2017 11:22 AM
Current Event State: Tentative
Phone: (517) 780-4568
Email: rsmithG8@baker.edu

Phone: (517) 780-4568
Email: rsmith68@baker.edu

Event Occurrences

Head Count: Exp: 12, Reg: 0

Instructions

Layout: Standard Classroom
need room setup in groups
Instructions

please setup one airpot of coffee

Report Printed on Apr 26 2017 at 11:23 AM
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