Recurring Meetings/Events

To set up a recurring event/meeting in 25Live, follow the steps below.
Go to the link 25live.collegenet.com/pro/wvc, or choose “Schedule an Event/Room” under Faculty and Staff
Quicklinks on our Public website.

You will see this header at the top of the page. You are not logged in until you click “Sign In”
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Sign in with your email address without the @wvc.edu, and use your normal network credentials. This system is
synced with our network credentials.

Signin

To be added a5 a user, please contact your administrator

Username | |

Password

Forgot your Password?

Click on Event Form:

) WENATCHEE VALLEY o5 G . —
H 25Live Pro  [¢ Event Form | Tasks Wendy Glenn = More
NESTTEGE & &

Notes:
The Event Form has been designed to make requesting a room as easy as possible — it is usually the
best place to get started.


https://25live.collegenet.com/pro/wvc#!/home/search/event/list

Event Wizard

Name of Event: This is a short
name identifying this event.

Expanded Event Name for
Web Calendar: This is a longer
field, and it is the name that
will show up on any web
calendars that we decide to
publish in the future. Not
needed at this point.

Type of Event: All events
need to be given a type.
Select the appropriate type
from the drop-down menu.
You can ‘Star’ an Event Type
to favorite it for next time.

Primary Organization or
Sponsoring Department:
This is the ‘owner’ of this
event — generally a
Department or Committee.
If you don’t see one that will
work for your event, submit
a HelpDesk ticket listing the
organization you are
needing added. There is
another field for additional
Sponsoring Organizations.

Number of Attendees

Enter how many participants
you expect.

Please note: When you are
looking for rooms, 25Live will
only show rooms with enough
listed capacity for your
expected headcount.

Event Description: This space
allows you to add a detailed
description for this event. It is
not required.

This Event Wizard

This reservation wizard is designed to collect the information needed
to schedule an event. Please be as detailed as possible when
submitting this information.

* All requests are subject to approval *

Name of Event - Required (7)

Expanded Event Name for Web Calendar @

Type of Event - Required ([)
Select an item v

Primary Organization or Sponsoring Department - Required @

Search organizations v

Number of Attendees - Required (i)

Please Provide Detailed Description of the Event @
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Add times & dates

When: Define when the Event will take place.

Repeating pattern: Click on additional dates for the event. You can Ad-Hoc the dates and times

by clicking “View All Occurrences”
Additional Time Drop Down:

Setup time: This reserves the space ahead of time, but does not populate on web calendars and is

marked within 25Live as setup time.

Takedown time: Same as setup, but after the event.

Date and Time - Required (i)

Thu Nov 07 2019

10:00 am

To:

11:00 am

I This event begins and ends on the same day

Event Duration:
1Hour

T A to-Load Starred:

Find a Location

Search by Location Name: When
you first start using 25Live you will
need to search for a room.

If a room is available at the right
time, it will be displayed with a
Blue Reserve Box.

By default, only available rooms
with sufficient capacity for your
expected headcount are shown.

Your Starred Locations:
You can Star specific
locations, to have those
rooms always check first for
availability.

Additional time

Click on the calendar below to add dates to your event or click the button below to select a date

pattern for your event.
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Locations Search

[JHide Locations with Conflicts

Building - Batjer Hall

No

View All Occurrences

Yes

[

[J Enforce Headcount

Building - Batjer Hall

Add

Unavailable

Unavailable

Name

BTJ8001

BTJ8006

BTI80N

Blygon

BTJB014

BTJB030

Title

Batjer Hall 8001
- Classroom

Batjer Hall
8006 -
Classroom

Batjer Hall 80N
- Auto
Classroom

Batjer Hall 8012
- Auto
Classroom

Batjer Hall 8014
- Auto Lab

Batjer Hall
8030A -
Criminal
Justice Lab

Capacity

20

37

39

38

Awvailability

"

0/1

0/1

"

L4l

"

Conflict
Details

None

Conflict Details

Confiict Details

None

None

None




Tips for Searching Resources (D
To find a room in a building, use
the building code. For example:
*  WTI - Wenatchi Hall Auto-Load Starred:  No Yes
e MAC - MAC Building

Resources Search ~

Saved Searches (optional) ~ Search Resour X
Request Resources @ Hint Type = to use SeriesaL

More Options Reset

?
What are Resources' Risource;are Add Name Quantity Available Conflict Details
services or equipment that can be
quip 1 w 120 Round Table Cloth 29 /29 None
moved from room to room by
Service Providers such as catering, 1 6 foot table 24/24 None
media services, etc. ; & Round Tables 20/20 None
. N S foot tab 7/ N
Search by Resource Name: You will L et i
need to search for the Resource 1 g o otvecon 26/ None
. “"
you.warlt. If you c.Ilck.on More : Iy oercan g /1 None
Options” —you will click on
categories to see IT or Facilities, or 1 IS0 Caution Cones =iw -
H “" ” .
click “All”. Then you need to click . s s 160/ 160 None
“ ”
Search
1 Esewe Facilities - Podium 23 None
. (Plexi-glass)

Resources have a c_o_unt Of hOW' 1 m Facilities - Podium 171 None
many of each specific resource is e
available.
Requirements

, Requirements - Required ()
e If youdon’t have any

Pl e
please check the first box. Comment

° Otherwise, there are several [J2. Are you charging a fee (fundraising) for this event?
additional questions to
assistant Service Providers,
and Facilities & Events staff.

e Many of the questions are

Comment

[J3. Are you working with a non-profit?
Comment

[J4. Do you have a room set-up preference?

Comment
gea red toward Iarge events, [J5. Is this event open to the Public?
and may not be relevant to Comment
all req uestors. [0 6. Please provide Budget Number
e Clicking these items will send Comment
an email to selected people, 7. Will food be served at your event?
to make sure that additional Comment
items needed will be [ 8. Will this event require participant parking?
addressed. SAThe
Quantity
Note: Please send any feedback 0 Ny i
on the ReqUirements to the 9. Will you need IT/AV equipment or support?
HelpDesk. e

[JWould you like alcohol to be served at your event?
Requestor and Sponsor: Your

name will automatically
populate these fields; edit if
need be.

Comment




Save the Event

Event States Ev&nt State
Draft: Most users will not see this

Event State. Student Club user
events are saved in this state. If you
are an approver or "Scheduler" you
may use this state on events to save
them and return to them later prior
to submission to another approver.

Tentative &

Tentative: Tentative is the default
Event State for Events created by
requesters. If you are not asked to
select an Event State, your event

has been defaulted to Tentative. ‘ Cance l Preview

Confirmed: Schedulers will see this option. If you
are not the Approver for a requested Location,
please select Tentative.

Cancelled: This is a button to cancel this specific

Denied: If you see this option, it means that you event request.

have created this event, are Scheduler for the
location, and are choosing to deny the use of the Save: After selecting an Event State, select ‘Save’ to

room you just selected. finish editing this event.

Review & You’re done
Notes:

* You can make changes directly here, to most items. For some, like resources, you will need to select ‘Edit
Event’.

* ‘More Actions’ to Delete, change, email, subscribe to an event to add it to your Outlook Calendar, or create
little “To-Do” reminder tasks.

@ Getting Started @ Alertus Act StormWind Campus S 25tive [ Office Suppliss Office

| [\] 25Live Workshop Tentative 2019 AAACRI Thu Nov 07 2019 10:00 am  11:00 am ® WTI Atrium <

Details Occurrences Calendar Schedule Task List Pricing Audit Trail

(& Edit Event Tentative 3 More Actions  ~ Cc &

General ~ Event Categories ~

Event Name: 25Live Workshop B Add
Event Title: © Custom Attributes ~
Event Type: Workshop Yo~
Organization: Wenatchee Valley College Y~
Sponsor: 2 Glenn. Wendy
Eventinfo ~
Requestor: 2 Glenn, Wendy
Requirements: 1. No requitements
Head Count: expected 15 © anply Lo inu B
registered 0 © Event Owner: 2 Glenn, Wendy

Creation Date: 1hu Nov 0/ 2019
Description: Reference: 2019-AAACRI
Cabinet: Events Cabinet
Comments:

Folder: Events Folder 2019-2050

Internal Notes:

Confirmation Text:

B R R

Attached Files:
Rrowse.._ | No file selected






