Procedure to create a new event

WARNING: the <TAB> key can react in ways you do not expect!
It may skip a field or go to the next screen at times!

1) Go to https://25live.collegenet.com/gbcnv
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Dashboard || Calendar | | Availability

P Quick Search B Recently Viewesd

2) Click ‘Sign In’ near the upper-right

3) Sign in using your credentials

a. If you have not used 25Live before, your user name will be your email address
b. The default password will be (if you have not logged in before):
i. The first three letters of the last name (first letter capitalized, next two small)
ii. The first three letters of the first name (first letter capitalized, next two small)
iii. If either (or both) of the names are less than three letters, use ‘x’ for the
remaining up to three letters
iv. PLEASE NOTE: The password will NOT take into account how your name is
normally capitalized!
c. If thisis your first time logging in, CHANGE YOUR PASSWORD! (See the end of this
document.)
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4) Click ‘Event Wizard’ (upper left) or ‘Create an Event’ (center)
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a. Event Name tile
i. Enter an event name
ii. Enter an event title (this can be the same as above, but this is used on the
website calendar). Use title case for this line, NOT upper case!
iii. Enter an event type (please let the facilities scheduler or Donald Jones know if
your event does not fit into one of the provided types)



iv. Enter a primary organization (please let the facilities scheduler or Donald Jones

know if the primary organization is not listed)
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v. (optional) Enter secondary organization(s)
vi. <Next>
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b. Additional basic event information
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i. (optional) Enter an expected head count / number attending
1. This can be used by the room scheduler to assign a large enough room
for the event
ii. (optional) Enter an event description (this is extra / more extensive information
about the event that users looking at the calendar will see if they click on the
event)
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iii. <Next>

c. Repeating event
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i. Select whether this event will repeat at the same time on multiple days
1. If this event repeats at a different time on some days, at step 4.m. you
can copy the event to add additional times
ii. Clicking either ‘No’ or ‘Yes’ should move you to the next section



d. WHEN
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i. Enter an event start date AND time (be sure that this is when the EVENT starts,

not when you need to be able to get into the room to set up)

ii. Enter an event end time

iii. If the event goes past midnight, uncheck the “The first occurrence begins and
ends on the same day.” checkbox, then enter an end date (and time)

iv. If you require time before and/or after the event for setup/pre-event activities,
choose ‘Yes’ on one/both of the ‘Additional Time’ radio buttons, and enter the
needed time.
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e. (If repeating) REPEATS (if not repeating, skip to 4f)
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i. Choose the type of repeat (note the description of each type to choose the
proper option)



1. Ad Hoc (no specific pattern)
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a. Note that under the ‘Occurrence List’ the first date is already

listed
b. Select each subsequent day
c. Click the (x in the square) beside any incorrect days
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d. <Next> (skip to 4f)



2. Daily
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a. Choose the repeat pattern (day, other day, 3rd day, etc.)
Choose whether it repeats through a specified date, or ends
after a specified number of meetings

c. Enter the last day or number of meetings
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3. Weekly
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a. Choose the repeat pattern (week, other week, 3rd week, etc.)
Choose the days that the event meets on

c. Choose whether it repeats through a specified date, or ends
after a specified number of iterations

d. Enter the last day or number of full patterns
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4. Monthly
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or by position (specific day/week of the month)

" ome | |Of EvemtWizard | | &) Events | | W Locations | | 4 Resoures

Tosting || T et |

Testing
Testing
Teatng
GBc

tmsting
Tue Jan 19 2018

(T 0oy

Setus: 18 mire

Post-Evene: 15 meutes

Repeats avery month for 2 deratisen

& Organizations | | (21 Tasks | | [ Reparts

Describe how this event REPEATS.

Monthly Repeats *

Repests svary | mONth

Hepent by Dy

* Rnpest by Pesition

Basaat on the [Thind

Repasts through | Tue Jun 19 2018 | [T

® Erdialer 3 T Merations
ocurenc List
o Comares =
T — 0
Tue ul 17 2028 At *

« Back Next »

£ Cancel 4 Save



c. Choose whether it repeats through a specified date, or ends
after a specified number of iterations
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d. Enter the last day or number of full patterns
e. <Next> (skip to 4f)

5. Does not repeat (same as selecting No at 4.c).

f.  LOCATIONS
i. For events that need a location (room), select the room
1. Rooms that you commonly use can be ‘starred’, so that they show up
without searching any time you get to this point in creating an event
2. Search for specific rooms, or use the ‘Saved Searches...” or ‘Advanced
Search...



3. Room names are the same as in PeopleSoft: ‘G’ + building + room
number
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ii. If aroom you look at is not available, a warning triangle will show up in the
location list
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iii. Ifaroom you look at is in‘use, but marked as sharable, the icon will be a green
box with a link symbol
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iv. Toremove a room, click on the red ‘X’ box on the right side of the window
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For an event that needs multiple rooms, just search for and select the other



g. RESOURCES
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Selected Resources

i. For events that require resource(s), select the resource(s)
1. Resources that you commonly use can be ‘starred’, so that the show up
without searching any time you get to this point in creating an event
2. Search for specific resources, or use the ‘Saved Searches...” or ‘Advanced
Search...
ii. CALENDARS ARE SELECTED HERE!
1. If you want this event listed on one or more of the GBC website
calendars, select the specific resource
2. All calendars are prefaced with ‘Calendar’

# Search by Resource Name...
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iii. Toremove aresource, click on the red ‘X’ box on the right side of the window
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iv. <Next>



h. ATTACHED FILES

tasting

Tue Ban 19 2018
B:00am - 13:00pm
et 18 mntes
Fost-Frant: 15 mnates

- GGTALLS

- GHICIEN

& BAG: Podium

& Calendar: Festured Events
& Calndar: Fubille vants

[ Reports

& Resowces | | L5 Ovganizations | | [ Tasks

| I Add or remove ATTACHED FILES. *« » O @ B

Attached Files

o cae witach oo b 45
I5U8. e types scoeted;

Add & poster o informatonal graghic
- You can attach a fila such &s a poster
for the event.

251 e, The e e |

NOTE: Be sure to mitkos & nobe in th
Comments box that there & an
attschment 50 that the room scheduier
canadd it ta the description

Migko Surg that the atlachment is
opteized for wob vewing: the room
schoduler wil not add the aftachment
o the descaption if i is not small

Next» |
L encugh

i. (optional) If you wish to have a graphic in the description, or a PDF with more

information

1.

<Select File>

4 J > ThisPC > Downloads » v @ | Search Downloads 2
Organize *  New folder =~ m @
~ ~
# Cuickscces = [ PDF |
I Desktop ] £
4 Downloads )‘m P j“ = }"

Documents = o
Grass Valley

% %N %

Harris Device ReadDhepOption Thank you for 1$1236202928697
=] Pictures Profile XP Server sl your order - 905325440039450
source Microsoft 3pef
Store files
& O [ PDF | [ PDF |
[ This PC
1 1347197.178.202 =
1 Desktop — I
1Ffcc265-Tald-db  TDyCindr2018040 5live sfter Slive sfter 25live change
Decuments ca-aad7-f8642502  Lpdf leginpng legin_.png passwerd.png
Jb Downloads 1elb.pdf
D Music w ®
FiETname “ v‘ Al Files ~|

5.

W

Find the file on your computer
<Open>

W Locations | | i Resources | | (5 Organirations | | 3] Tasks | | ] Reperts

5

Artached Files

Vs £ tnch 3 1 Bl 19 1 momst Tha mramemarm $2e for o e
TSI Fig types accepeed

Add ar remove ATTACHED FILES. @« & W

Audd 0 poster of inforr
‘You can aftach a file «
for tha event.

NOTE: Bo sure to mé
Comments bax that

attachment so that th
can add it to e desc
Make sure that the at
optimeed for web vie
sehodulor wil nol adc
10 the descrption o i

enaugh

2ive b sage.p8

Next »

o Events

Cancel

If you want to delete the attachment, click the red ‘X’ next to the
‘Download’ link
<Next>



i. CONTACTS
25Live - T e & v |

" ome | |Gf EvemtWizard | &) Events | | W Locations | | 4 Resources | | 2 Owanizations | | 2 Tasks | | [ Reports

Teating | | N Evwet...|

Testing Select CONTACTS for this event, « = U4 0 e B
. L]
Vs Scheduler The Sehecuior Contact Role i& usod
T = to dentify the perscn entenng THIS
wc - | Donald Jones event into 5Live (1e., YOU)

The Requestor Contact Rokr is used
taating 1o identify the argantor of i averd of
Tue Jan 19 2018 Requestar mpw;:;;f‘mmlw ?ug.wz.nnm
A1:00am - 13:00pm = Tespon avent
Sens: 18 e e B £
Pose Bese: 18 sveuten G e v
- GGTATLY
- GHICLG0 4 Back Next »

4 BAG: Podium

1 Save
& Calendar: Featured | vents £ Gancel L]

& Calendar: Public Dvants
i
1.

Y = e |

" ome | |Of CvetWizard | &) Events | | W Locations | | 4 Resources | | 2 Owanizations | | Tasks | | [ Reports

@,mm Select CONTACTS for this event, « » 4 0 @ B
Tasting

Tastng Scheduler The Scheduter Contact Role % usod
1o idonitiy the pericn enterng THIS

o ] Opnid Junes S event into 25Live (1., YOU)
[ p———
The Requastar Contact Roke is used
—— 10 idritity (NG OrgARLEar of Wi avint o
Tue Jan 19 2018 Requestor representatye from the Crganizaticn
11:00am - 12:00pm o responsible for the svent
Extines 18 sairuitin | Tary Cones.
Post e 18 satutes 545 aragr
v erven G
w coraiie
- GHICION « Back Next »
& BAG: Podivn
i Cancel ki Save

4 Calendar: Featured Events
4 Calendar: Fublic Events

iii. Contacts CAN be ‘starred’; otherwise search for the contact by typing part of the
name

e = e |

" ome | |Gf EvemtWizard | &) Events | | W Locations | | 4 Resources | | 2 Owanizations | | 2 Tasks | | [ Reports

Teating | | N Evwet...|

Testing Salkect CONTACTS for this svent, « » U @ @
Testing
Vs Scheduler The Sehedulor Contact Relo i usod
T gin .. & ] to idantity the person enlenng THIS
Foi = 2| Donald Jones event info Z5Lve (e, YOU)

: The Requestor Contact Rokr is used
taating 1o identify the oeganiar of i averd of
Tue Jan 19 2018 Requestar mpw;:;;f‘mmlw ?ug.wz.nnm
11:00am - 12:00pm X respon: aven
Senue: 15 mirutes & | Danald Jones
st Evert: 19 saterten oy

oty Coten
W GGIALLY oy Mathn -
- GHICIGn ALy s, Next »
BAG: Podium
2 i cancel =]

& Camendar: peatured vents
& Calendar: Fublic Tvants.

1. If a contact does not show in the list, please let the facilities scheduler
or Donald Jones know!
iv. <Next>



j.  CATEGORIES

T vome || EvemtWizard || &) Events | | W Locations | | & Resources

Tue Jan 19 2018
L1:D0am - 12:00pm
Setue 15 minte

rase g 13 e
o GGTALLD

 GHTCIOn

& BRG: Podiuen

& Calendar. Featured Events
& Calendar: Public Events
& Doanld Jones

L Toay Cortes
-

Wekzers, Uonaid Joses « Prefsrnces o

2 Ovganizations | | (2] Tasks | | [3 Regperts.

Select CATEGORIES for this event.

22
2ms
21
aeatemz
Coliege Buert

| Comined Sactisn
Commemanty rert
DT P T The s
=

it et

s, Theswe,
Opan To Tha publc
Sradent Gremited

Teetmumiring

- Back Next »

& Cancel i Save

i. Select any categories that match this event

T vome | | [ Event Wizard

Testing
Testing

tasting
Tue Jan 19 2018
11:00am - 133

- GGTALLY
- EHTCION

& BAG: Podium
& Calondar: Fratured Dvents
A Calendar: Public [vants
i Dumald Junes

Bchaiter
s Towy Cortes

iii. <Next>
k. COMMENTS and NOTES

" Home || [ Event Wizard
Testing || Mew Ewwet... |

Testing
Testing

- GGTALLY
- GHICIEE

A BAG: Podium
4 Calendar: Featured [vents
A& Calendar: Fublic Crants

) Donald Jones
Bchuiter

£ Toay Cortes
[

Calige Bvest; G8C; Open Ta The Puie.

&) Evenis | | W Locations | | & Resowrces

&) Evenis | | W Locations | | & Resowrces

2 Ovganizations | | (2] Tasks | | [3 Regperts.

Select CATIGORINS for this event.

22

- Back Next »

£ cancel

Wekzers, Uonaid Joses « Prefsrnces o

2 Ovganizations | | (2] Tasks | | [3 Regperts.

Add additional COMMENTS and NOTES for this

Comments

Confirmaticn Notes

Intemal Notes

Next »

i cancel

Todsy i Tn Jan 19 3018

« » d 0 @ B

Satect the appropnate Categories for
1his evant

Mete: GBC 5 for GBC-sponsored or
retated events (NOT for outside
entitias)

Mote: Catigeauss associated with the
selected Event Type are pre-seloctod
whan creatng the event. Thuy can bo
da-selected when editing the event

GBC-sponsored or -related events should have the ‘GBC’ category

Wnkzers, Gonaid Joses « Prefsmnces + Sge ut o

Todsy i Tn Jan 19 3018

Salect thir sppropriate Categaries loe
this event.

Mote: GBC 5 for GBC-sponsored of -
relsted events (NOT for outside
ot

Note: Casegonies associated with the.
sefacted Evant Typs are pra-selactad
whan creatng the event Thay can ba
do-50iociod whon oditng o ovont

Todsy i Tn Jan 19 3018

« % W 0O @ @8

LUise this field 1o peovide additianal
insructions. or event information 1o
Location, Resource, and
Cadendar Bapprovers.

This infermation is only vicwabio by
it Schedelor. tor and any
506900 PIOVIGETS O APPIOVDrs of
Locations snd Resources assigned
10 this evant
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Wrkcrme, onsid Jomes + Fredsmnces. = SgeOut ¢ TodemTeekm s sie  [TRY

¥ vome | |0 EvestWizard | 5] Events || W Locations | | & Resources | | L5 Ovganizations | | 21 Tasks | | [ Reports

Tenting | | rere bve...

2 Testing Your request has been successfully submitted. Your event is not confirmed until you receive a confirmation e Close 3
] mesin mail from the Location Approvers and/or Service Providers associated with your event.

Testieg

i Mare's Somm Information Aot Four Event

[revesy
Tue Jan 19 2018
11:00am - 12:00]
Sefue 15 minates
rer mrastes

4 Calendar: Fublic Events

More Event Options
5 Donald Junes & Pret Confirmstion ) Cresta “To ba”
5 Mamsge Relatsansbios A Manage Bindings

G Toay Cartes
Eazeantzr & Take Gwnership of ths Evest

Caliege vest: GBC; Opan To The Publc A b Starred?

Fiaass neip!

[ oman | e emest te e

Evunt Proforencis

Stee 10 30I8-RAFIVI

 GGTALLY
» GHTC108

Event Tasks

i. If you may wish to go back to this event at some point in the future, be sure to
write down the ‘ID’ at the bottom of the left-hand column
ii. ‘View Details’” will bring up a detailed view of the event
iii. ‘Edit’ will allow you to make changes to the event
iv. ‘Copy’ will allow you to make a copy of the event, for example, if you have the
same event occurring at different times on the same or different days
v. ‘Email’ will allow you to send details of the event to other contacts / email
addresses
vi. If this is a copy of an event, you can use the ‘Manage Relationships’ to link the
events together
vii. ‘Print confirmation’ if you want a printed copy of the event information
5) Once the event is approved by the facilities scheduler, if the event is marked as ‘Confirmed’, you
WILL NOT be able to make any changes to it! You will have to contact the facilities scheduler for
any changes.
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