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1 Overview

This business process guide will explain basics of checking the availability of a space within
25Live.

Users will access 25Live/Space and Event Scheduling software to determine location
availability. Following is a helpful tool to assist you in navigating to various locations to
check availability by day/time.

The following steps are based off the Public Location Searches. This Business Process Guide
will show events that have been booked in 25Live based off the selected Public Location
Searches.
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2 Check Location Availability

Step 1

via http://events.calpoly.edu

Events

Campus Master Calendar

CAL POLY

Campus Maps  Cal Poly Ticket Office | Check Location Availabdlity

Welcome Message

this message stops appearing.

Fhlive Fro

CAL POLY

| £ Ga lo Saarch

{0 Quick Ssarch
K] Search Events + Hoerba Chck Locs!

@ Search Locanions . Far Campus Acadarms o1

0] Pusiie Evert Searched
R) ALL Everts i s £t ssses) oriach BOS 7585550 o sverdsBcalpohysdy Tor sddional int
K] Ewents 150 Cap [N Acad Classes)

K] Uniosk SatSun [Fae S Unloc Rpt)

[ Urikezis, (Facilitins Sarviess Unlsck Rpt)

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 avent:

» Event Planning Resource Guide

« How to Check Location Availability wia 25L1ve

& Campus Administrative Policy

« Facilities & Event Request Form: For Campus Academic or
Administrative Departments. Instructionally-Related Activities, and
Class Meetings or Formal Study Groups

» Ewvent Plans [E-Plans): Required for both on and off campus club

L events

Contact 805,754 5550 or events@calpoly.edu for additional information.

Web Accessibility Statement / Privacy Nolice

What's going on at Cal Poly? s T

o ow» »n
Find out what's going on at Cal Poly. Use the calendar options on the side to view different types of 1'_ L ."3 I:
events. Community events are those which may be of interest to the general public, while campus y S
ife events are open to Cal Poly students, faculty and staff. For information on getting your event s 16 2
posted on the Campus Master Calendar, visit the University Scheduling website. 1 I [

This message appears after you login to 25Live Pro. Users are able to uncheck a box so

ety awad a
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If the user elects to stop showing the Message Center on Login, the user can select the
More drop down menu as shown below to view the Message Center and access
hyperlinks as needed:

CAL POLY

] 25LivePro Guest Signin = More

ik

Q, Go to Search MNothing recently viewed

M .
! Home: 25Live Pro {’J

Go to Search ]
List
Calendar
Syvailability
Search
Reports

25Live Scheduling

Welcome Message

-ontact Admin
Product Feedback
What's New
Copyright
Privacy Policy

Browser Recommendations

Sign In
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Step 2 Home Page View

- On the 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 Lecture Room 24-34 Capacity

CALPOLY
], Duick Search - I} Public Location Sasrches A
& Gaarch Ewenis Q L R
= P Advinced Techr Borderien Bisg
W Search Locatorn Q0
B Athistic Verues
W Chiistopher Cohan Center [P Bldg 04]
], Patiic Dvent Ssarches -

b ALL Evisty [ SCAD CLAGSED

a Events %50+ Cap (Mo Acad Classes)
i@ Kensedy Litvary Compuber Lt
K] Urniock Sab/un [Fac Svo Uniock Rpt
i Lawre Placas. Gutdoon Areas

] Ukecks {Faciti Servces Unkock Rpt)

Public Location S§arches -~

1+ cap. excluding Campus

Advanced Technol§gy Lab & Bonderson Bldg
Athletic Venues
Christopher CohanfEenter (PAC Bldg 06)
Classroom Technol§aies Supported Rooms
Classrooms, Conf. Usbs (Fac Svc Unlock)
Kennedy Library Cofnputer Labs

Lawns, Plazas, Outcpor Areas

Lecture Rooms (All)

Lecture Rooms: 102 |- 230 Capacity

Lecture Rooms: 24-34 Capacity

Lecture Rooms: 35-39 Capacity

Lecture Rooms: 40-49 Capacity

topUoUooocococoooooo
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Step 3 ROOMS List
This will take you to Locations tab in as a list format (Scroll down to view more rooms)

wetare Boore 34548 Capacrty
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Step 4 Room Availability
To view availability for the day
- Select the Availability Tab.
- Clicking on Date to bring up Calendar and select desired date.
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White/Empty Slots represent the availability for all the 24-34 Capacity Lecture Rooms for the
selected date.
- Repeat steps 2-3 for other spaces on the Public Location Searches drop down list.
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Step 5

Location Information Page

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

You have several options to View:

- Details - location information such as Room Features, Layouts and Image.

- List — List of scheduled events in the room,

- Availability (Daily) — Daily view of available hours for 1 month from date specified for the
room

- Availability (Weekly) — Weekly view of available hours for the room (Can adjust # of weeks
as needed).

- Calendar — Weekly calendar view of events for the room (can adjust # of weeks as
needed).

(ot @ Locstoes « Lecturs Enoma: 74-34 Ca.

Lirtuing ot 24- 34 Cagaiity

—mimn ] o an sy 12 13 e

—
[ e o - [ orws | s s
£

1.

- e o [ [e—persy

Ppa— P Pr—— rom [FSTTIPU———F—

Lis Calendar RGVETEJ187

6

N 002 -0013 Closed

M 0020113 Closed

N 002 -0205 Closed

N 003 -0104 Closed
—

‘ﬁ 002 -0013

Blos Bliieo o 00 e

Lisk Availability [Daily) Povailability [Wasidy] Calgndar
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Step 6 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 space is available (refer to empty slots)

NOTE: You will need to select the correct date on the calendar 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).

g D02 0013

t]

O e T o manm .

[T ————

wuimn [re- [— = [P —— [ —

1 g maa . n| e

(NN nnnen et
i
i
;
i HHHL :
i
i
HHEHUEHBUHUHBUOTHEY

J

7 g 9 10 Ll 12
| RPTA 370 01 | ‘ COMS 315 02 | | EfGL 49501
| ES 34002 | E 32301
| RPTA 370 01 | ‘ COMS 31602 | | EfGL 49501
|z1sn l:lnnn_| |Es:54=nnz | 32301

T
\TH?I

S:\Master Calendar\BPG's - Business Process Guides\BPG Check Location
Availabilty 25LivePRO_8 20 19.docx




Step 7

AVAILABILITY (WEEKLY) View

Provides a WEEKLY grid of events occurring in the location for one week. This would be used to
check the times the space is available for any particular week (refer to empty slots).

NOTE: You will need to select the correct date on the calendar 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).

o - st 1 2 Doy Wiors Actions =

Surclwy Honday Tumedawy wedraniay Thurndsy Frcy Saturdasy
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Step 8

CALENDAR View

Provides a CALENDAR view of events occurring in 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 calendar 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).

CAL POLY

£ 25l Po st Sgain

Rsisted Locatons. &= Gun Sep 23 2008 - Sak Sen 27 2018 5 Weeks % wors Aztiom -
Sundey Hondsy e sy Therudsy Friduy Saburday
4 « o -
LOME 3803 TOHE 154 33 »
P po s .
EBIL &350 EHEL SO
Tuesday Wednesday Thursday
! 25 6 27
(;10 am = 11:00 am -\ B8:10 am - 10:00 am 8:10 am - 9-00 am 1290 pm - 2
ES 340 02 RPTA 570 01 2188 Classroom Technology 2188 Class
TR 0910-1100, 8585-1 MW 0810-1000, 8519-1 Session Session
W 002 -0013 W 002 -0013 R&-¢ Fiz-2
W 002 -0013 w 002 -00
1210 pm - 2:00 pm 10:10 am - 12:00 pm W 010 -0125 W 021-013
ES 32301 COMS 316 02 @ 021-027
TR 1210-1400, 5720-1 MW 1070-1200, 8111-1 f 910 am - 1100 am _\ W 034 -02:
e . ES 340 02 '
\U 002 -0013 _) W 002 -0013 ) W 180 -010
TR 0910-T100, 8585-1
210 pm = 4:00 pm 1210 pm = 2:00 pm W 002 -00413
ES 32302 ENGL 495 01
TR 1410-1600, 5723-1 MW 1270-1400, 4580-1 12:10 pm - 2:00 pm
W 002 -0013 W 002 -0013 ES32301
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J

S:\Master Calendar\BPG's - Business Process Guides\BPG Check Location
Availabilty 25LivePRO_8 20 19.docx




Step 9 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 — Layout image of room.

Camments ~ Laysuts -~ images ~
Unrverasy Lectare Goces sty Viwwing Layout image: Tatées & (s
£ .

Default Instructions ~ Layouts
Food and dnnks, other than bottied water, are NOT permitted in this " %4
classroom. Abusers may lose their privilege to schedule meetings in : 2’: c':c':"" w "
adles s g
this building and may incur charges for damages/clean up, by Facilities
Services Categories A
Contact Alex Uvalle in Classroom Technologies at 805.756.7198 to f"“t‘"‘:’p"”’”'"g Technology
B¢ U 0oms
schedule an onentation refated to multi media room usage. Visit the ML:._,\{;‘_W Technology
Classroom Technologies website for additional information Quadrant 3 g
Features

Blackboard - Small

Classroom Technologies Supported
Computer - Mac Viewing Layout Image: Tables & Chairs
Computer - PC . - .

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

Tables and Chairs (34)
VGA Cable

Whiteboard - Small (2)
Wireless Connection

Images A
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Step 10 LIST View
Provides a list of events occurring in the location. This would be used to check on an event you
already have scheduled to show both the Summary and Occurrences of your event

NOTE: You will need to select the correct date on the calendar 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).

- Details View -Provides information about the event/class.

- Occurrences - Provides a list of dates the event occures.

- Calendar — Calendar View of the event/Class for the week.
(see sample print screens on next page)

£ Maizhng Feserval tns Paga ol

G 002 -0013
Cotchett Educatic

Details List

Event |

COMS 31602 ]

b] COME 56 02 S e 22 Mo Sap 24 0% M0 o - 1200 .
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DETAILS View
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Gegination
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