Create an Event: Event Wizard

m The Event Wizard is the tool
through which requests are placed

sssss
User Event Wizard Instructions

m Required fields are indicated with a e

n wizar
designed for 25Live Users to describes the event. Do not use

provide the information Event Name acronyms. There is a 40 character

red asterisk nesded t esrie a octon, it

Please be as detailed as
possible when submitting
this information. Event Title

m Fill in all fields to advance to the

subject to approval **

next page of the Event Wizard T

Selected Type

Organization or Department Hosting this Efent

m Instructions and Hints will appear
in the right column explaining how T .
each field should be used

m Event details will appear in the left
column as the fields are filled in




Event Wizard: Event Type

m After completing the Event Name
and Event Title fields, Select the
option that best describes the
Event

m Event Types are available in a
drop down list

m Definitions for each Event Type
are provided in the right column

¥ Home | | [ EventWizard | )

Example Name || New Event...

Example Name
Example Title

Spacial Event

Conference Events and Special Programs

15 Attendees Expected

Events

W Locations | | & Resources | | 5 Organizations | | [7) Tasks | | [%) Reports

Start by entering the basic event information.

Event Name

Example Name

Event Title

Example Title

I Select the option that best describes the Evenll

Special Event -

organization or Department Hosting this Event

Conference Events and Special Progra... * * v

Additional Organization or Department
involved with this Event

Definitions

« Course Related: Use for
meetings/events that are
ancillary to a credit eaming
course o field of study. Request
should deviate from regularty
scheduled
dateftime/location/capacity.
Examples include study
sessions, guest lecturer, make-
up exams, dissertations, efc.
Greup Study: Use for academic
purposes. Lecation intended to
be used as-is. Auxiliary Services
will not support this event type
Examples include study groups,
class project meetings, etc
Meeting: Use for University
Business. Request can be for a
single OCCUITENCE of repeating.
May or may not require
assistance from Auxiliary
Services. Examples include
Department staff meetings.
Student Org meetings
Committee Meeting etc.

Special Event: All requests that
deviate from the above list of
event types. Event audience
internal or external. Generally




Event Wizard: Organizations

m When selecting the Organization ey
or Department Hosting the

User Event Wizard = Exam ple Name

Event, search for the organization

n wizard i
designed for 25Live Users to
provide the infermation

name or select from the list of

Please be as detailed as
. "
possible when submitting .
fa VO r I te S this information. Special Event w

#% All requests are I Organization or Department Hosting this Eventl
subject to approval **

Example Title

Select the option that best describes the Event:

‘ Conference Events and Special Progra... v ‘

m If the search does not return the
expected result, try limiting the |
search term to a key word in the e s
organization name O o

Additional Organization or Department
involved with this Event




Event Wizard: Attendance and Description

m When entering an Expected
Attendance be as accurate as
possible

m The Event Description should be
a summary of the event. Include
details about content and
intended audience

*Do not include comments for the Location
Approver here

Locations 'Y (s Orga & Task: [*) Reports
Enter additional basic event information. & ® W [ @ B8
Expected Attendance

Event Description (HTML-Enabled)

d ¥ & & L B I YU x X
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Instructions

Provide a description of your

=B o = event as you would like it to

appear on the University of
Denver Calendar.

Include the intended audience
and a point of contact.

Example Audience

+ Open to the public
« Open to DU community

+ Open to undergraduate/graduate
students only

- Open to faculty and staff only
Hint

Do not include comments for the
Location Approver or auxiliary
services here.



Event Wizard: Repeating Event

m Before specifying the event date

and time, 25Lives provides an
option to identify if the event

ssssssss ent No
Conference Events and Speci ms

This event happens only once.

Repeats

Yes

This event occurs multiple times.

m Selecting No will automatically

default the event as one time
event

« Back

m Selecting Yes on this page will
lead to more options of how this
event repeats




Event Wizard: WHEN event takes place

F" Home | |[& Event Wizard | | ] Events | | i Locations | | & Resources | | (& Organizations | | (7] Tasks | | ') Reports

m Start Date, Start Time, End Date and = )
E n d Ti m e fi e I d S S h O u |d i n d icate 2 E:nr;glsﬂ,:ame E Tell us WHEN this event takes place. @« » H O @ @3
t h e ACTUAL eve nt Sta rt a n d e n d i'::rle:r;ent;m e Select the dates/times for the initial event in the repeating series :mf Ae:s.lrlcl:-uns.

Event Start:
t . e wed Jan 01 2020 =] 12:00 pm
Wed Jan 01 2020 EventiEnd: 1 Hour
12:00 pm - 1:00 pm Wed Jan 01 2020 1:00 pm
Pre-Event- 1 hour
° ° ° . ¥ The first occurrence begins and ends on the same day. Reservation Duration:
m If additional time is needed beyond 2 Hours
e Additional Time
.
event time, use Pre-Event and Post- Docs thi cvent requre instructions
] additional time before the event? ® Yes No
o o
Pre-Event: 0|5 |Days 1|5 |Hours 0|2 Minutes Select the Start Date, Start Time
vent time accordingly
Reservation Start: 11:00 am event. These fields should indicate
the ACTUAL start and end times
this

m Total Reservation Duration will i e s e oo © Yee @ o
populate in upper right corner o ©

*Location approvers will add Setup and/or
Takedown time when necessary to

Facilities, Custodial, Technology,

accommodate auxiliary services




Event Wizard: WHEN event takes place

m Note: Event should ALWAYS begin
and end on the same day

m If an event spans multiple days,
requests should indicate the
event repeats daily

m If start time and end time differ
from day to day, complete the
reservation for Day 1 and use the
Copy function at the conclusion
of the Event Wizard to enter Day
2, etc.

-

Example Name Mew Event...

Example Name
Example Title

Special Event

Conference Events and Special Programs

15 Attendees Expacted

Wed Jan 01 2020
12:00 pm - 1:00 pm

Pre-Event: 1 hour

Home | | [ Event Wizard | | ] Events

W Locations | | 4 Resources | | £ Organizations | | 7] Tasks | | [) Reports

< Tell us WHEN this event takes place. & ® 2] E @ B

Date Restrictions
Event oceurrences that you create are restricted to

= Atlesst 1 day from foday

Event Start:
Wed Jan 01 2020 = 12:00 pm
Event Duration:
Event End: 1 Hour
Wed Jan 01 2020 1:00 pm
#| The first occurrence begins and ends on the same day. Reservation Duration:
2 Hours
Additional Time
Does this event require .
additional time before the event? © Yes No LE ORI
Pre-Event: - |Days 1|7 |Hours 0|7 |Minutes Select the Start Date, Start Time

End Date, and End Time for the
event. These fields should indicate
the ACTUAL start and end times

Reservation Start: 11:00 am

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

D
If you need additional time

@ m beyond your event time please

use Pre-Event and Post-Event

time accordingly. Location
Approvers will add Setup and/or

Takedown time when necessary to
accommedate auxiliary services

Hint

Note: Auxiliary services are
departments providing
supplementary support such as
Facilities, Custodial, Technology.
or Catering.



Event Wizard: Repeating Event

This page appears after choosing
the Event Date and Time — if Yes
was selected for the prior question
“Is this a repeating event?”

Page provides a list of repeating
pattern options

Definitions for each repeating
pattern are provided beneath each
term

Ad Hoc Repeats gives the greatest
flexibility to customize repeating
event patterns

xample Title

Y
/ Example Name
=

Wed Jan 01 2020
12:00 pm - 1:00 pm

re-Event: 1 houl
Repeats on 1/3, 1/9

£

Choose how this event REPEATS.

Ad Hoc Repeats
Daily Repeats
Weekly Repeats

Monthly Repeats




Event Wizard: Repeating Event

m Daily, Weekly and Monthl 0 ﬂ
y’ y y ) ;a?:,:;:ame Describe how this event REPEATS. @ @ d

repeating event patterns allow a , s

Ad Hoc Repeats

o ) Conference Events and Specia ams
Repeats through” date to be
15 Attendees Expected
>

least 1 day from today

Thu Jan 09 2020
Se I eCtEd Wed Jan 01 2020 < January 2020
12:00 pm - 1:00 pm con Mon Tue . .
Pre-Evant: 1 hour
Repests on 1/3, 1/9

m Ad Hoc allows a Calendar to be used
to select the dates

m The repeating event dates will N —
appear in the Occurrence List below L

m Event Dates listed on the o ©O
Occurrence List should ALWAYS be
in an Active Status. DO NOT indicate
Cancelled here




Event Wizard: Location

m When selecting a Location, search
for the Location name or select
from the list of favorites

m If the search does not return the
expected result, try limiting the
search term to a key word in the
location name such as the
building name

*Multiple locations can be requested on a
single request, but for most effective
scheduling, it is recommended to create
separate requests for each building

Example Name | | New Event.

2) Example Name ' Find and select LOCATIONS.
| Example Title
Event

¥ Your Starred Locations...

Prog;
# search by Location Name...
Wed Jan 01 2020
12:00 pm - 1:00 pm W Search
Pre-Event: 1 hour -
Repeats on 1/3, 1/0
@ @ rer

BReEr===...

Saved Searches...

Advanced Search...

Instructions

Select Location(s) by searching for
the location name or selecting
from the list of favorites

Note: If the search does not retum
the expected result, try limiting the
search term to a key word in the

location name such as the building

Hint

Multiple locations can be
requested on a single request, but
for most effective scheduling, it
is recommended fo create
separate requests for each
building

HHHHH

Selected Locations



Event Wizard: Location

m The Search by Location Name... tool
has two modifiers; enable or disable
to support the search

1) Show only my authorized locations
that have no time conflict — this will
remove any rooms with conflicts
from the search

2) Enforce head count — this will
remove any rooms too small for the
event from the search

*Any location with a green check mark is
available

*Any location with the red triangle is NOT
available for the event time £\

' Find and select LOCATIONS.

¥ Your Starred Locations...

# search by Location Name...

Saved Searches...

Advanced Search...



Event Wizard: Location

Example Name | | New Event...

m To select a Location, click on it

LY
/ Example Name
| Example Title

' Find and select LOCATIONS. @« ®» Hd 0O @ 8

sHow @
¥ Your Starred Locations...

m Clicking on the Location in the
# search by Location Name...

center column will register it as

Wed Jan 01 2020

12:00 pm - 1:00 pm e .

selected and it will appear in the e .
right column

STURM 248
O A Coors STuRM 255 v

m Use the View and Modify
Occurrence tool to eliminate
specific dates from a recurring
reservation pattern

Saved Searches...

Advanced Search...




Event Wizard: View and Modify Occurrences

. ° ° # Search by Location Name... @ STURM 24
. Se I ect I n g t h e VI ew a n d M Od Ify STURM 248: Modify Selected Oceurrences 4 com :
O | a I | # Assign? Date Conflicts? Layout Setup Instructions Attendance |
ccurrence TOO WI ge nerate a Ld Wed Jan 01 2020 none Choose 2 Layout[45 ¥ none) # + \" 48;

- Au
po p_ u p Fri Jan 02 2020 none Choose a Layout [45 ¥ none) @ AV - b

L Thu Jan 09 2020 none Choose a Layout[48 ¥ nons} @ 3_":';'_2';

m Remove the check mark from the
Assign? column to eliminate
specific dates from a recurring
reservation pattern

m Click the Save Changes button to
exit the pop-up L




Event Wizard: Additional Information

Example Name = New Event

m The fields visible on this page will >
vary based on the event type -
selected on page 1 of the Event
Wizard o —

m Provide additional information
applicable to the event




Event Wizard: Contacts

m The fields on the Contact page e
are dependent on the Event 4=
Type selected on page 1 of the ol o ]
Event Wizard e e i e

Wed Jan 01 2020 ) | ) ’ . | applicable to this event.
& | Office of the Regist
12:00 pm - 1:00 pm - ‘e o © Registrar

're-Event: 1 hour
The same persen can be any

m Definitions for each Contact

‘_|.'.| Adams, Sarah

Role are provided in the right o)

1 Office of the Registrar
G = Scheduler: is used to identify the
CO | u m n @ OffiC_e of the Registrar « Back @ primary representative from the
feauastar Organization hosting the event
& Adams; Sara + Requestor: is used to identify the
. T @ m person entering THIS event into
m Provide a name for any and all

« Event Manager: is used to identify

xample Title

Instructions

M ° O Progress the person respensible for
fields applicable to this event
« Instructor: is used to identify the
Faculty leading the credit earning
course

*Contact must be an active 25Live user

*The same person can be any number of
roles




Event Wizard: Requirements

m Requirements are intended to
communicate additional event
needs and logistics

m Select any and all additional items
applicable to the event and
provide corresponding notes in
the comments field

m Links to separate work order
systems will be provided via email
when the request is confirmed

Example Name || New Event...

LY
/ Example Name
| Example Title

Special Event

Conference Events and Special Programs

15 Attendees Expacted

Wed Jan 01 2020
12:00 pm - 1:00 pm
Pre-Event: 1 hour

Repeats on 1/3, 1/9
W STURM 248
All Occurrences
Budgst # (Fund, Org, Acct)
iy Office of the Registrar
Scheduler
(¢, Office of the Registrar
stor

.1y Adams, Sarah
Event Mana;

Select REQUIREMENTS for this event.

01. No Auxiliary Services needed

Comments 4

02. Event will feature an Guest Speaker

# 032. Technology support is needed

Commants v

# 04. Furniture Setup is needed

¥ 05. Custodial Service is needed

Comments v

06. Food and Beverage will be served - Sodexo
Catering

Commants v

07. Food and Beverage will be served - Non-
Sodexo Catering

08. Alcohol will be served

Comments ”

09. Parking is needed for attendees

Comments 4

Instructions

Please select any and all
additional items applicable to this
event and provide corresponding
notes in the attached comments
field.

NOTE

Work Orders must still be
submitted for Technology,
Setup, Custodial and Catering.

*Links to separate work order
systems will be provided with
your confirmation email.



Event Wizard: Comments

m Use this field to provide any
additional information that would
be helpful for the Location
Approver in completing the
reservation

m Do notinclude event description
information here

Example Name || New Event

Y
f Example Name
| Example Title
e

15 Attendees Expected

Wed Jan 01 2020
12:00 pm - 1:00 pm

Repeats on 1/3, 1/9
W STURM 248
All Geeurrences
et # (Fund, Org, Acct)
(1, Office of the Registrar
Scheduler
(1) Office of the Registrar
Reguestor

iy Adams, Sarah
Event Manager

Progress...

Add additional COMMENTS and NOTES for this
event.

Co

mme

nts

Instructions

Use this field to provide any




Event Wizard: Terms and Conditions

m Users must select “l Agree” to
complete the Event Wizard
request and successfully save

Example Mame | | New Event...

Example Name
Example Title

Special Event

Conference Events and Special Programs

15 Attendees Expacted

Wed Jan 01 2020
12:00 pm - 1:00 pm
Pra-Event: 1 hour

Repests on 1/3, 1/9

W STURM 248

All Occurrences

Budget # (Fund, Org, Acct)

iy Office of the Registrar
Scheduler

(1) Office of the Registrar
Requestor

iy Adams, Sarah
Event Manager

Progr

i

DU Terms and Conditi

By submitting this request, I agree to the
following terms:

If 1 cancel the event associated with this
request, I assume responsibility for
contacting any service providers associated
with my request (audic-visual, custodial_and
facilities services) and notifying them of the
cancellation. My organization will be liable for

y fees for services to those providers for
cancellation without notification.

1 agree to return any furniture I have moved
to its original location.

I agree




Event Wizard: After Saving

Example Name | | New Event

m Note: Successfully saving is NOT a
confirmation for the location. A
follow-up email will be sent letting s

12:00 pm - 1:00 pm
re-Event: 1 hour

you know if your request was

i, Office of the Registrar
Scheduler

Confirmed or Denied

LY . - P . . v,
f Example Name This request has been successfully submitted. This is not a confirmation of the Close [
Example Title location. You will receive an email once your event is confirmed or denied.

Special Event
ere’s Some Information About Your Event

i, Adams, Sarah
Event Manager

m The Copy button can be used to ST
duplicate the event information

ID: 2019-ACNHPS

*Use this as a shortcut to create a Day 2 for

Event Preferences

an event that has a start/end time that

W STURM 248

differs from Day 1

m The Add to Starred? tool can be
used to save this event as a
favorite




