25Live: Basic Navigation

m Once logged in, the home page
should appear like this

*Reference the Getting Started User Guide
for instructions on how to log in

*Reference the Customize 25Live User
Guide for detailed instructions on how to
make changes to this page

¥ Home | |[ EventWizard | | k) Events | | i Locations | | & Resources | |i&

Welcome to the University of Denver’s 25Live scheduling system. Students, Staff and Faculty can
access this site with their DU ID and Password.

Events in classroom spaces will not be approved until academic scheduling is complete. To ensure a
timely response, submit requests at least 10 business days prior to your event date.

Refer to 25Live User Guides and the Internal Event Planning Guide for additional information.

£ Quick Search (7] [ Find Available Locations

I know WHEN my svent should tske place - help me find

N
a location!
k Search Events Go

OR
‘Siﬂrd‘ Localions Go
‘. Search Resources Go ;

W, Your Starred Locations ©

T know WHERE my evant should take place - help me
choose a time!

Create an Event

You do not have any Starred Locations!

Throughout this sits you can mark any Location as
"Starred” by clicking its " icon.

B 1con Legend B Feedback Enabled m

Organizations | | (7] Tasks | | [} Reports

hb Calendar
i customize Dashboard @ Help
¥ Recently Viewed
{none]
[] Your Upcoming Events @

You are not associsted with any upcoming events

[i% Your Starred Events (2]

You do not have any Starred Events!

Throughout this sits you can mark any Event as "Starred”

by clicking con.




Basic Navigation: Quick Search

m The fields within the Quick Search
element correspond to the tabs in
the header

m A keyword search in the Search
Events field will automatically
navigate to the Events tab

m A keyword search in the Search
Locations field will automatically
navigate to the Locations tab

=

Home | |[i{ Event Wizard ’ s | | & Resources | |3 Organizations 7] Tasks | | [) Reports

Welcome to the University of Denver's 25Live scheduling system. Students, Staff and Faculty can
access this site with their DU ID and Password.

Events in classroom spaces will not be approved until academic scheduling is complete. To ensure a
timely response, submit requests at least 10 business days prior to your event date.

Refer to 25Live User Guides and the Internal Event Planning Guide for additional infermation. Dashboard | | Calendar
&~ Quick Search @ [ Find Available Locations {# Customize Dashboard
\ 1 knowr WHEN my event should take place -- help me find
a location! ¥ Recently Viewed
Key Word| Go
OR none)

I know WHERE my svent should taks place - halp me

‘ choose a time!
Go
“ Search | |se 2 Create an Event

[ Your Upcoming Events

[iéy Your Starred Events

You do not have any Starred Events!

Availability

& Help

©

You are not associated with any upcoming events

@

Throughaut this site you can mark any Event as "Starred

by clicking its 7 izan.

¥ Your Starred Locations (2]

You do net have any Starred Locations!

Throughout you can mark any Location as

“Starred" by dlicking its 7 icon.

aw

" Icon Legend B Feedback Enabled m




Basic Navigation: Find Available Locations

m The Find Available Locations tool
is a function that narrows a
search using basic criteria

m Select “I know WHEN my event
should take place” if you know
the Date, Start time, End time and
Number of Attendees

m Select “I know WHERE my event
should take place” if you know
the specific location or building
and Date range

.......................................................... -

least 10 business days prior to your event date.

Internal Event Planning Guide for additional information.

(7] [ Find Available Locations

I know WHEN my event should take place -- help me find
a location!

OR

I know WHERE my event should take place -- halp me
choose a time!

N

W

Create an Fuent

[ Find Available Locations ©

Enter the desired date and time for your 2vent:

N} Cu

¥ Recently \

v] Your Upco

You are not as:

A Your Starr

[f Find Available Locations

Find Location by Name:

Date: | Wed Jan 01 2020 |

AAC

Start Time: | 12:00 pm |

” S812CT your IoCation. .

End Tirne=| 1:00 pm |

Number of Attendeas: | 15 | required

Somewheare between: Wed Jan 01 2020 — Sat Jan 04 2020

Show me this location’s availability |

Search withirl=| Select a Location Search... h

§ Don't know the exac
Show me what's available! & | ah '

t Location? Search by Location

Groups...



Basic Navigation: Create an Event

. Th e Create a n Eve nt b utto n Wi | | ¥ Home | |[f Event Wizard | | i) Events | | i Locations | | 4 Resources | | (5 Organizations | | [ Tasks | | [©) Reports

Welcome to the University of Denver's 25Live scheduling system. Students, Staff and Faculty can access this
site with their DU ID and Password.

a u to m a t i Ca | | y n aVigate to t h e Events in classroom spaces will not be approved until academic scheduling is complete. To ensure a timely

response, submit requests at least 10 business days prior to your event date.

Eve nt W i Za rd ta b Refer to 25Live User Guides and the Internal Event Planning Guide for additional information. Dashboard | | Calendar | [ Availability

# Quick Search (7] [f Find Available Locations {# customize Dashboard @ Help

I know WHEN my event should take place -- help me find a

m The Event Wizard is the tool used N

I know WHERE my evant should tzke place -- help me

to place a request for a specific o | 5 o i s o

You are not asseciated with any upcoming events

location on a specific date (or Q- (2 creseanevent o

You do not have any Starred Events!

series of dates) and time e el

W, Your Starred Locations @

Yfou do not have any Starred Locations!

*Reference the Create an Event User
Guide for detailed instructions on how to
use the Event Wizard tool R




Basic Navigation: Events

m The Events Tab is where you will

fi n d info rm atio n O n existi ng ;a::.:; E:‘:m::::ncd-h: ......... & Resources % Organizations | | (3] Tasks | | [ Reports
EVE ntS l Search For Events I |
m The Search by Keyword field

allows you to narrow a search
based on the Event Name

Load List

m The Dates editor allows you to
search All Dates, Current and
Future Dates or Select a Date
Range




Basic Navigation: Events List

. Afte r. fi n d i ng th e Eve nt yo u a re ';;‘::;m:m Evz:eni::aer:md i:tve::(hgj Locations | | 4 Resources | £ Organizations | | [7) Tasks | | ['] Report
seeking, it is recommended to A Search For Events

“Star” the Event

List

St . E t . I I | . . t Dates: Mon Sep 03 2018 Sat Jun 15 201% Choo ns [« ve Searc
. a rrl n g a n Ve n WI e I I I I I n a e Name - | Title Reference Organizations. Type Categories | Your Role | Start Date Creation Date | State
. . A A Twizar Trivizas 2018-ACNGXP Conference Events Epecial Dec 01 2018 Sep 25 2018 fi
Tournament Tournameant and Epe:'5| Event
e nee o run IS Searcn again
. S (Y AN AN A R N RN o
|f Oou nee d to access t h e event In @ D) Teiwizard | Twirerd Yol Ball | 2015-ACHGKS | Conference Events | Speci Dec3120i8 | Sep252018 | Confirmed | SIESO2S
Yule Ball and Special Event
:
the future 2 Hakcing Event>

m Starred Events will populate as
shortcuts on your home page
making them easy to access




Basic Navigation: Events Calendar

Search For Events | | Pre-Defined Event Searches

m In addition to the List view, you ) earoh For Events
are able to see the events in a
Calendar View

Sunday Monday Tuesday Wednesday Thursday Friday = Saturday

m The same data is available in both ‘ S —
views. It is a matter of preference | el e,
regarding which format you
choose to view .




Basic Navigation: Locations

m The Locations Tab is where you
will find information on specific
locations

m The Search by Keyword field
allows you to narrow the search
using both Location Name and
Formal Name

*Location Example: STURM 248
*Formal Example: Davis Auditorium

m Searching for a building name will
help narrow the search

an
? Home

Search For Locations

[ Event Wizard ] Events

Pre-Defined Location Searches

' Search For Locations

& Resources

o Organizations ¥ Tasks [ Reports

ISearch by Keyword: |Auditorium

| GO I More Search Opti

List

Choose Visible Columns [=] H Save Search @ Refresh @

Mame * [ Formal Name Categories Features Layouts Max Capacity
:/r W BAUD Boettcher Building - Boettcher AV - DVD Player, AV - Instructor Workstation, AV - LCD As Is 110
101 Center Center Auditorium, Projector, AV - Mounted Projection Screen, AV - Smart To
Auditorium - Type - Classroom, Front, AV - WCR, Board - Whiteboard - Single, Floor -
Room 101 - Type - Step-lacture, Carpeted, Furniture - Table - Instructor, Lighting -
Lecture Hall Type - Student Dimmable, Lighting - Segmented, Cutlets - Front, Qutlets -
Schedulable Rooms Powrer, Qutlets - Sides
:/r W BAUD Boettcher Building - Boettcher AV - DVD Player, AV - Instructor Workstation, AV - LCD AsIs 50
102 Center Center Auditorium, Projector, AW - Mounted Projection Screen, &Y - Smart To
Auditorium - Type - Classroom, Fromt, AV - WCR, Board - Whiteboard - Single, Flaor -
Room 102 - Type - Step-lacture, Carpeted, Furniture - Step-lecture, Lighting - Dimmazble,
Lecture Hall Type - Student Lighting - Segmented, Other - Stage, Cutlets - Front,
Schedulable Rooms Qutlets - Power, Qutlets - Rear, Windows - None
:/{ W BAUD Boettcher Building - Boettcher AV - DVD Player, AV - Instructor Workstation, AV - LCD As Is 50
103 Center Center Auditorium, Projector, AW - Mounted Projection Screen, AV - Smart To
Auditorium - Type - Classroom, Front, AV - VCR, Board - Whiteboard - Single, Floor -
Room 103 - Type - Step-lacture, Carpeted, Furniture - Step-lecture, Furniture - Tables,
Lecture Hall Type - Student Lighting - Dimmable, Lighting - Segmented, Other - Stage,
Schedulable Rooms Qutlets - Front, Qutlets - Power, Qutlets - Sides, Windows
- None
:/{ h W STURM Sturm Hall - ADA Arcessibla, AV - LCD Prajector, AV - Lacturn, AV - Mounted Projection Thaater 487
248 Room 248 - Building - Sturm Hall, Screen, AV - Smart To Front, Floor - Carpeted, Lighting - Style
Sam & Freda Building - Sturm Hall Dimmable, Lighting - Segmented, Lighting - Stage, Other -
Davis - 2nd Floor, Type - Stage, Windows - None
Auditorium Auditorium, Type -
=11} badulzbla




Basic Navigation: Locations List

L [ Event Wizard | | i [ Reports

Home Events W Locations 4 Resources = Organizations ¥ Tasks

Search For Locations | | Pre-Defined Location Searches E]

m After finding the Location you are
' Search For Locations g

seeking, it is recommended to
“Star” the Location

Starring a Location will eliminate

Search by Keyword: |Auditorium

| GO | More Search Opti

List

Choose Visible Columns [=

H Save Search | () Refresh G

Mame * [ Formal Name Categories Features Layouts Max Capacity
Q Q L{' W BAUD Boettcher Building - Boettcher AV - DVD Player, AV - Instructor Workstation, AV - LCD As Is 110
t e n e e to r u n t I S S e a rC a ga I n 101 Center Center Auditorium, Projector, AV - Mounted Projection Screen, AV - Smart To
Auditorium - Type - Classroom, Front, AV - WCR, Board - Whiteboard - Single, Floor -
. . Room 101 - Type - Step-lacture, Carpeted, Furniture - Table - Instructor, Lighting -
If O u n e e d to a Cce S S t h e LO Cat I O n Lecture Hall Type - Student Dimmable, Lighting - Segmented, Cutlets - Front, Qutlets -
y Schedulable Rooms Powrer, Qutlets - Sides
. . . J W BAUD Boettcher Building - Boettcher AV - DVD Player, AV - Instructor Workstation, AV - LCD AsIs 50
I nfo r m a t I O n I n t h e fu t u re 102 Center Center Auditorium, Projector, AW - Mounted Projection Screen, &Y - Smart To
Auditorium - Type - Classroom, Fromt, AV - WCR, Board - Whiteboard - Single, Flaor -
Room 102 - Type - Step-lacture, Carpeted, Furniture - Step-lecture, Lighting - Dimmazble,
Lecture Hall Type - Student Lighting - Segmented, Other - Stage, Cutlets - Front,
. . Schedulable Rooms Qutlets - Power, Qutlets - Rear, Windows - None
. Sta r re d LO Catl O n S WI | | p 0 p u | ate a S ;{ W BAUD Boettcher Building - Boettcher AV - DVD Player, AV - Instructor Workstation, AV - LCD As Is 50
103 Center Center Auditorium, Projector, AW - Mounted Projection Screen, AV - Smart To
Auditorium - Type - Classroom, Front, AV - VCR, Board - Whiteboard - Single, Floor -
h t t h m Room 103 - Type - Step-lacture, Carpeted, Furniture - Step-lecture, Furniture - Tables,
S O r C u S O n yo u r O e p a ge Lecture Hall Type - Student Lighting - Dimmable, Lighting - Segmented, Other - Stage,
Schedulable Rooms Qutlets - Front, Qutlets - Power, Qutlets - Sides, Windows
k . h - Nane
I I I a I n g t e l I l e a Sy to a CceSS ;xr \.{ W STURM Sturm Hall - ADA Arcessibla, AV - LCD Prajector, AV - Lacturn, AV - Mounted Projection Thaater 487
248 Room 248 - Building - Sturm Hall, Screen, AV - Smart To Front, Floor - Carpeted, Lighting - Style
Sam & Freda Building - Sturm Hall Dimmable, Lighting - Segmented, Lighting - Stage, Other -
Davis - 2nd Floor, Type - Stage, Windows - None
Auditorium Auditorium, Type -
=11} badulzbla




Basic Navigation: Locations Views

N In addition tO the I_|St VieW, yOU ; Home ;._ﬂ'f-EventWizard . LE\'enfs W Locations | | & Resources &5 Organizations | | (2] Tasks | | %) Report 3
are able to see the Locations in an ;SearchForLoca“ons o
Availability view and a Calendar Search by Keyword: i Go] e s
view Availability

Date: 4 Wed Sep 05 2018 b same-oavfummn':'u—n-glve Search | () Refresh | What iz this view? | @

m The Availability view is the easiest e JEEE R neceacieuenen | L
way to see when a specific S I D -
location is available vs. in use 8 el o

m The same data from the
Availability view is available in

Calendar view. It is a matter of
preference regarding which
format you choose to view



Basic Navigation: Organizations

= The Organizations Tabis where 7" = o i Bl o
existing Organizations can be &5 search For Organizations o
found [ search b Kepuord: s )

m The Search by Keyword field T
allows you to narrow the search T L
for your Department or Club

m Starring your Organization will
create a shortcut for when you
are Creating an Event

M icontegend M Feedback y Enabled [}

Troubleshooting: If your Organization is
not found, try widening your search by
using just one word in your organization
name




