GET A ROOM!

Using 25Live to Find Locations
for Events and Meetings
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During Sessions Please...

Silence Cellphones
Save Questions to the end of the Session
Avoid Side Conversations
Complete Our Survey
...Thank You!
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Events Home Page

my CalPoly login

& CALPOLY | Events

Campus Master Calendar

Campus Maps | Cal Poly Ticket Office] Check Locaf

What's going on at Cal Poly ?

Find out what's going on at Cal Poly. Use the calendar options on the side to view different types of
events. Community events are those which may be of interest to the general public, while campus

life events are open to Cal Poly students, facult your event
posted on the Campus Master Calendar, visit tffe University Scheduling website
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Tuesday, September 10, 2019 | 7 - 10pm  ALEX G. SPANOS STADIUM 061 -0

Men's Soccer v Fresno Pacific

Men's Soccer v Fresno Pacific

4 sooTocamnosn (G rorwarn T FRiENDs

Friday, September 13, 2019 | 3:10 - 6pm  BUSINESS 003 -0206

OCOB Seminar Series - Topics Vary

Guest speakers from various colleges and universities will present their recent research work and findings.
https: / fwww.cob.calpoly.edu/undergrad/economics /seminars/

4 sooTocaenosn (P ForwaRD T FRiENDS

Saturday, September 14, 2019 | 9am - 12pm  CLYDE P FISHER SCIENCE HALL 033 -0457

NCR 9431 Introduction to Painting

If you have ever wanted to learn to paint, but don't know where to start, this is the class for you. If you want to try
painting in a different medium, without the initial expense of buying all the supplies, then this is also the class for

Calendars

) Academic Calendar
L campus Life

[ community Events
Select: All, None

Search

Additional Calendars
Cal Poly Alumni

Cal Poly Arts

Cal Poly Athletics

Career Services

Diversity and Inclusion

Music Department

Performing Arts Center

Check Location Availability

« Hyperlink redirecting you to 25Live
Scheduling to view available spaces.

University Scheduling website

- Hyperlink redirecting you to Office of
the Registrar to submit a request for
a room/reservation.

Master Calendar Events

- Events advertised as Campus Life or
Community Events (public)
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Office of the Registrar Home Page

my CalPaly login Contact | Search [ ]

@ CAL PoLy ‘ Office of the Registrar

Scheduling: Overview

Home = Plan Your Degree v | Register For Classes~ = Student Records~ = Formsv | Calendarsv | Facultyand Staff v = Contact

Even: Scheduling: Overvi

T - Event Scheduling Software managed by University

"The OTICe of the Hegistrar serves 55 te runctional administrator for 25Live, the space and event scheduling sofware used by the

o e Scheduling as the centralized system

+ 25Live provides a centralized system for scheduling and inftiating workflow to suppart activities and events on campus, while also
allewing individual scheduling entities to maintain policies related to their specific facilities.

. .
+ 25Live provides @ tool for automatically publishing calendars to the web, indluding the university's master calendar of Events. Wh at IS 25 Li ve ?
L]

» Members of the campus community can use 25Live to view locations and check availability for planning actvities and events.

What is 25Live? I

x from CollegeNET for space and event scheduling. The agglication is web-based and is used for . 25 L|V P r d t fr m C “ g N ET f r p n d

=cheduling everts as well as publishing information to the University's Evenrs Master Calendar, Tne software provides a centralized € oauc 0 oliege Oor spacea
scheduling system and data repasitary for events held at Cal Poly, yet allows individual scheduling units to maintain palicies related to

specific facilities. The authenticated version of 25Live is currently available for scheduling entities. even t SC h ed u l i 1] g .

[ Who to Contact to Schedule an Event

— - uling events. The sporsoring arganization will determine who you wil interact with when Who to Contact to Schedule an Event

requesting facilities.

Campus Academic or Administrative Department St ff F I.t I R A . .
Class Meeting or Formal Study Group (ane-time or recurring meeting outside (Bule &G gty [ e (e b e ° a ) acu y’ or ( Instructiona l Related Accou ntS) .

regular class time) Scheduling

Facilities snd Event Request Form U t S h d l
Instructionally-Related Activity n IVe rSI C e u I n
Multi Cultural Groups and Dean of Students Programming Dean of Students

Student o . Clubs & RSO (Recognized Student Organization): Associated
. U Epicenter e-Plan (requires portal log-in) .
Fraternities and Sororities Student II"IC. (ASI) Offlce

Off-campus Entities and Individuals not sponsered by a campus group

Co-sponsored or sponsored events utilizing State Facilities to host off-campus Conference and Event Planning
attendees

- External Entities: Conference and Event Planning.
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Events Home Page

my CalPoly login Search ]

& CALPOLY | Events

Campus Master Calendar

Campus Maps | Cal Poly Ticket Offic

What's going on at Cal Poly ?
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Find out what's going on at Cal Poly. Use the calendar options on the side to view different typ
events. Community events are those which may be of interest to the general public, while campus
life events are open to Cal Poly students, faculty and staff. For information on getting your event
posted on the Campus Master Calendar, visit the University Scheduling website

. Calendars
Monthly View (] Academic Calendar

[ campus Life
SEP OCT NOV DEC JAN FEB MAR APR MAY JUN JUL I community Events
Select: All, None
[ < | » ] Subscribe Search
Tuesday, September 10, 2019 | 7 - 10pm  ALEX G. SPANOS STADIUM 061 -0 .
Men's Soccer v Fresno Pacific
Men's Soccer v Fresno Pacific Additional Calendars
. Cal Poly Alumni
% 400 TO CALENDAR (5P rForwaan To FRiENDS T
Friday, September 13, 2019 | 3:10 - 6pm  BUSINESS 003 -0206 Cal Poly Athletics
. . . Career Services
OCOB Seminar Series - Topics Vary Diversity and inclusion
Guest speakers from various colleges and universities will present their recent research work and findings. Music Department

https: / /www.cob.calpoly.edu/undergrad/economics/seminars/ Performing Arts Center

4 sooTocaenosn (P ForwaRD T FRiENDS
Saturday, September 14, 2019 | 9am - 12pm  CLYDE P FISHER SCIENCE HALL 033 -0457
NCR 9431 Introduction to Painting

If you have ever wanted to learn to paint, but don't know where to start, this is the class for you. If you want to try
painting in a different medium, without the initial expense of buying all the supplies, then this is also the class for

Check Location Availability

«  Will be asked to authenticate when

clicked

/CAL PoLy

Username

username@calpoly.edu ‘

Password

Need Help?
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Check Location Availability

0 Guick Search
‘Search Events

@ Sewrch Locatons

(0 Pubiic Evamt Sanrches
vt 50+ Cap (N0 Acad Caasses) Wb ACcessbety Satament ¢ Prvacy Mot

e =
/

x

terested in scheduling an event on campus?

Visit the Office of the Registrar Event Scheduling webpage for information
on who to contact for assistance with scheduling your event.
Helpful information when planning your event:
Event Planning Resource Guide
How to Check Location Availabllity via 25LIve
Campus Administrative Policy
Facilities & Event Request Form: For Campus Academic or
Administrative Departments. Instructionally-Related Activities. and
Class Meetings or Formal Study Groups
Event Plans (E-Plans): Required for both on and off campus club
L events

.

.

.

Contact B05,756,5550 or events@calpoly.edu for additional information,

Web Accessibility Statement / Privacy Notice

N >

Welcome Message

This message appears after you login to
25Live Pro. Users are able to uncheck a box
so this message stops appearing.
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Check Locatin Availability

CAL POLY

* 26Live Pro Guest Signin = More

Welcome Message

| Q Go to Search | Nothing recantly viewed $
& If the user elects to stop showing the
How to use 25Live and Check Location Availability N
’ Note: When viewing location availability. *Restricted” access simply M e SS a ge Ce n te r O n LOgI n 3 th e U Se I’ Ca n
m X means you cannot direct schedule the space. You must contact your .
£ Home: 20Live Pro ol scheduling entity (ASI/ePlan or University Scheduling/Facilities & Event se leCt th e More d rop d own menu to view
— Request Form) to submit the request. .
Interested in scheduling an event on campus? the Message Center and access hyperlinks
Cadenaic Visit the Office of the Registrar Event Scheduling webpage for information N
U on who to contact for assistance with scheduling your event. asn eed ed an d canc h ec k th e bOX SO th atit
Seorch Helpful information when planning your event: .
Noacs « Event Planning Resource Guide can appear by default at logln:

o Campus Administrative Policy
» Facilities & Event Request Form: For Campus Academic or
Administrative Departments, Instructionally-Related Activities, and

25Uive Scheduling

Class Meetings or Formal Study Groups
canacTaamn e Event Plans (E-Plans): Required for both on and off campus club

Product Feedbiack

events
What's New

Contact 805.756.5550 or events@calpoly.edu for additional information.
Web Accessibility Statement / Privacy Notice

Copyright

Privacy Policy

Browser Recommendations " .
[l Show on Login

L

Sign in ’ Close [
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Check Location Availability

CAL PoLY

% CALPOLY

(el =R oA * N

Select Otjoct: | R E

Saved Seachas [opticnal) v

@ Locateny,

Organcabura

| Q Your Starred Event Searches

] Q) Your Starred Location Searches

Home Page View

- Onthe Home Page, you are able to select
from several “Public Location Searches”.
Search results will show you popular venues
so you are able to view available days/times.

Example: Look for location availability in a
24-34 capacity University Lecture Room.

Select: Go to Search and then Locations
within the “Select Object” drop down menu.

GET A ROOM



Check Location Availability

Select Object: & Locations v

Saved Searches (optional) v
es (optional)
Lawns, Plazas, OutdooNAreas

Lecture Rooms (All)

Lecture Rooms: 102 - 230
Capacity

Lecture Rooms: 24-34 Capacity W

Y,

Lecture Rooms: 40-49 Capacity ./

1 artiire Roanms- RN-0A Canacity 5 7

Locations Drop Down Menu

Select Lecture Room 24-34 Capacity within
Your Starred Location Searches drop down
menu

Rooms List

This will take you to All Locations that are
between 24-34

Repeat step above for other for other spaces
listed on drop down menu.

% CALPOLY
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Check Location Availability

AL POLY 2P Co

s Sl Location Information Page

Search A ‘.h_
This will take you to Locations tabin as a list

n;..w Avadabaty CrosseCoknen O O .
= e format (Scroll down to view more rooms)
You have several options to View:
List - List of Lecture rooms 24-34 Capacity.
— - Calendar - Calendar view of events for the
current week.
T - Availability - Grid view of Lecture rooms 24-34

Capacity (used as example).
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Check Location Availability

WactONeet @ Lemstene «  Lectanmame 24 34Cs

Availability View

To view availability for the day

- Select the Availability Tab.

- Clicking on Date to bring up Calendar and
select desired date.

« £ September2018 > »

s L] T w T F s
26 27 28 29 30 51 0
02 0304 05 06 07 08
09 M MR B MU
116 7 18 9 20 2 2
‘23$25 26 21 18 29
30 © D2 03 04 05 D&

| | Setect Today
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Check Location Availability

CAL POLY

LaetwwDrnem M- 34 Coomerty

L

DL B R U N N R I Y

s - Lecagm fooms N-Mle. -~

Availability View (Grid)

White/Empty Slots represent the
availability for all the 24-34 Capacity
Lecture Rooms for the selected date.

- Repeat steps other Public Locations search
from the Public Location Searches drop
down list as shown above.
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GET A ROOM / 12



Check Location Availability

R — ~ Location Information Page

By selecting a room (Example: 002 -0013 Cotchett Education Building 002
e - R B - 0013) you will be taken to the Location information page.

)
ey — — Fr— =
T o o | — | =

e

== == i =

You have several options to View:

Details - location information such as Room Features, Layouts and

Image.
Calendar
i List - List of scheduled eventsin the room,
== =
¥ oo joosea_ Availability (Daily) - Daily view of available hours for 1 month from date
: o = specified for the room
Availability (Weekly) - Weekly view of available hours for the room (Can
adjust # of weeks as needed).
|Qnon-oo|3

e o e o Calendar - Weekly calendar view of events for the room (can adjust # of
weeks as needed).
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Check Location Availability

@ 0020013
Shetu T aacsten Budirg 060 0571

Availability (DAILY) View

Provides a DAILY grid of events occurring in
the location for up to a month from the
selected date. This would be used to check
the times the spaceis available (refer to
empty slots)

NOTE: You will need to select the correct
date on the calendaricon to update the
results for its room availability (Schedule
view) as you navigate through the tabs and

= | [gfezzer will need to scroll down or select next page
= | (S | M for more events (if necessary).

7 8 9 10 1
Im‘!ﬂ)“ | Imsuol

mu-u_| |Bm02 I 3230
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Check Location Availability

AL POLY

Gmaom Availability (WEEKLY) View
=) . - ... o Providesa WEEKLY grid of events occurring
—e e L = ) == inthelocation for one week. This would be
— - — used to check the times the spaceis
T - ; e L S available for any particular week (refer to
— ) - _ empty slots).
— :’== FF NOTE: You will need to select the correct
- L L L | date on the calendaricon to update the

results for its room availability (Schedule
view) as you navigate through the
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Tuesday

9:10 am - 11:00 am
ES 34002

TR 0910-1100, 8585-1
¥ 002 -0013

12:10 pm - 2:00 pm
ES 32301

TR 1210-1400, 5720-1
¥ 002 -0013

2:10 pm - 4:00 pm
ES 32302

TR 1410-1600, 5723-1
¥ 002 -0013

N

25

‘‘‘‘‘‘‘‘

Wednesday

8:10 am - 10:00 am
RPTA37001

MW 0810-1000. 8519-1
¥ 002 -0013

10:10 am - 12:00 pm
COMS 316 02

MW 10101200, 8111-1
¥ 002 -0013

12:10 pm - 2:00 pm
ENGL 49501

MW 1210-1400, 6580-1
¥ 002 -0013

240 am -

400 am

Thursday

8:10 am - 9:00 am
2188 Classroom Technology
Session

R8-9
¥ 002 -0013
¥ 010 -0125

9:10 am - 11:00 am
ES 34002
TR 0910-1100, 8585-1
¥ 002 -0013

12:10 pm - 2:00 pm
ES 32301
TR 1210-1400, 5720-1

1210 pm -2
2188 Class
Session
F12-2

¥ 002 -00
¥ 021-013
» 021-022
W 034 -02
¥ 180 -010

Calendar View

Provides a CALENDAR view of events occurringin
the location for one week at a time (will need to
scroll down for remaining weeks). This would be
used to check the times the space is available for
any particular week (refer to empty slots). NOTE:
Setup and takedown times DO NOT shown on this
view.

NOTE: You will need to select the correct date on
the calendaricon to update the results for its room
availability (Schedule view) as you navigate
through the tabs and will need to scroll down or
select next page for more events (if necessary).

% CALPOLY
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(CAL POLY

classroom. Abusers may lose their privilege to schedule meetings in
this building and may incur charges for damages/clean up, by Faciities
Services.

Contact Alex Uvalle in Classroom Technologies at 8057567198 to
schedule an orientation reiated to muiti media room usage. Visit the
Classtoom Technologies website for

Features

Blackboard « Small
Ctassroom Technologies Supported
Computer - Mac
Computer - PC

Digital Display
Document Camera
DVD/CD Combo Player
Ethemet Port
Multi-Media Technology
Screens (2)

Tables and Chairs (34)

VGA Cable
Whiteboard - Small (2)
Wireless Connection

Default Instructions ~
Food and drinks, other than bottied water, are NOT permitted in this

Viewing Layout Image: Tables & Chairs

Check Location Availability

Details View

Default Instructions -Provides specific
instructions when using the room.

Features - Provides a list of features of the room
(white/chalkboard and equipment).

Layouts - Type of seating and capacity in the room.

Categories - Category identifying what room is
used.

Images - Layoutimage of room.

% CALPOLY
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Provides a list of events occurring in the location. This would
e e e - weeendl [V be used to check on an event you already have scheduled to
e T show both the Summary and Occurrences of your event

L
NOTE: You will need to select the correct date on the calendar
Saesane | icon to update the results for its room availability (Schedule
view) as you navigate through the tabs and will need to scroll
down or select next page for more events (if necessary).

ENGL 203 022198 ]
ENGL 203 012198

ENGL 203-01Study
Sessions

-see sample print screens on next page showing the Details,
Occurrences, and Calendar View for the selected event.

(7181l

ENGL 203-02 Study 2
Sessions E |

WLC 310 05 2198 H

N
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Check Location Availability

DETAILS View

CAL POLY

i Coms 02

OCCURRENCES View

CAL POLY

_ Details View -Provides information about the event/class.
I - Occurrences - Provides a list of dates the event occurs.
- ~ Calendar - Calendar View of the event/Class for the week.

CALENDAR View

| ) coms 3 ax o
|7 vt o — — - ~
e
~ -

@ 1 by et ot ducarences R e S g, 39,000 - Bt g 39 360 (- Pe—

= - bt o L Tummdey e gay Thesruaay Traay LT

= - —T - “ .

= » LT =

- . g

- —

. - L]

- .

- .

o -

- .

- .

- P

- .

- - L4

. -

GET A ROOM
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Check Location Availability

Questions, Comments, Concerns
Let us Know!
Office of the Registrar, University Scheduling
events@calpoly.edu

805-756-5550
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