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MIAMI

25Live Scheduling System, Version 24
Reference Guide to School Schedulers

Website: https://25Live.collegenet.com/miami

Login: UM credentials

Notice that the Home Page has not changed.

Weke. 25 College of Art unt Sciences Aca 1 Froencen . Toserx Mon Dec-onaoie (10

W Locitions | | [ organimtions | | /=) Tasks | | [T neports

T, Sign in [see Bk at top-right) and ook the “Event Wizand” tab to submit an evest. For additional assstance with:

ek Docaments (POFs): Event Guidelies 1or e MBer Schoo! | How |9 Submit an Event | The Ufecpce o an Event Rae

Wabsitns: ‘(anes Calesdar | Miler School | Rossastiel School | & Vieritis 1 Abowut tha ‘Canas Calendar | TADS] Polickes ‘Dachbnard | | ot

Searching for Events:
Click on the Events tab

‘?“ Home | ‘@Event Wizard |ID Events w W Locations ‘ |{-}JDrganizatiuns | ‘ Tasks ‘ | Reports |

J Search For Events | ‘ Pre-Defined Event Searches ‘ | Advanced Event Search ‘

Search For Events

Search by Keyword: |E"'e a Search Term X ‘ GO | More Search Options

e

Dates: Current and Future Dates

Load List

Notice that the Search for Events tab becomes active. At this point, you could look for just one event (by
typing the name of the event in the Search by Keyword box) or create a search that contains all of the
academic events been offered by your school for a specific term (by adding searching criteria)

1. Searching for a specific event: following the breadcrumb: Events>Search for Events Tab, type
name of the event in the Search by Keyword box. See sample below:
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| %l“' Home

[& Event wizard | | [v] Events ‘ ‘.' Locations ‘ ‘.@Drganizations | ‘ Tasks | ‘D Reports ‘

J Search For Events ‘ | Pre-Defined Event Searches | | Advanced Event Search |

Search For Events

—
Search by Keyword: | bil 101B8C ‘ GD) More Search Options

Results after clicking on the GO key:

" Home | | [ Event Weard | | Events | | W Locations | | 5 Onganizations | | (7] Tesds | | [T Reports

Search For Events || Prer-Defined Fvent Searches || Advanced Fvent Seards

[Li Search For Events e

Search by Keyword: w101 0 GO | ihore Baseh Setane

Dates: Curvest and Futuie Dates | Choose Visible Colwmns (31 | [ Save search (D) hetresh |16

| 7 | |.' WL 101 AC £5. | INTR BGLOGICL 5C1 By | L | [r | FIe) | | 2ee-izz0s | reccaone

You can also follow the instructions above to search for a non-academic event. Let’s search for any
events created in the system that contain the word “meeting” in the event name as an example:

| EN Home

[& Event wizard | | (] Events | ‘ W Locations ‘ ‘@Organizations | | Tasks | | [ Reports ‘

J Search For Events ‘ ‘ Pre-Defined Event Searches | | Advanced Event Search |

Search For Events

Search by Keyword: | meeting | GO ‘ More Search Options

After clicking on the GO key, results of the search will show:

e |
Dates: Cursest and Future Gates | Chotse Visible Columns (4 | ] Save Search (@) Refresh 6
Hame - | e Retarenca Orgamizstions Teen Eategarios YourRnle | Slart Date Stata. Locaticns
o & AMA weckly mectings 282 ety meetegs 20LEAMGIAR Mestng O« befis Sessaon Sep-02-2018 Festatree acewy 430
o & Benater ARE Hesting ekl mesting Jor Benstar's resatrch groun 0reaumso Mesting O ot Sessn
o £ BIL 810 WUT LAB GROUS MEETING TOAAAGITY siL ois 248
o & ms10 T Px LAD GROUS MITTING F0td-ARmrT m man 2148
@ % mns11 SKR LAD. HIETING P L s am
- 4 ST LAD. MEETING 2016-A8mED o o5 e
b 4 ¥ Biology Curricubem Comméten Heeting Boiogy Guricutm Commises Hestng Fieascwn | molegr Falstnd Academe:
T %) Brian Weinblatt Hesting LEANBRD | Sihoot of Commurscation 148
W &0 Bromme Lab Hesting Srowna Lab Hasting stesves | el
a ¥ Budget Commifien Mesting ELr Cirmma ard Itntactive Wedia 148

2. Searching for all events under the same category (or academic term): As with the old version,
remove any information you may have in the Search by Keyword field, click on the link that
reads More Search Options and proceed editing by Organizations (academic departments),
Category (academic term) and Event States (if needed).
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[& Event Wizard | ‘ [v] Events ‘ |U Locations ‘ ‘[;,Drganizations ‘ | Tasks | ‘ [#] Reports ‘

| B Home

| search For Events | | Pre-Defined Event Searches | | Advanced Event Search |

Search For Events

Fausr Ssarch Options

Search by Keyword: | GO

Organizations eoir Categories =orm
States =oir

GO START OVER

Click on the EDIT key by Organizations:

Select department(s) by typing the three letter abbreviation (i.e., MTH, ACC, PTS, etc.) that defines it in
the box showing under the Find By column as showing below:

™ Home | | [ Event Wizard | | [\) Events ‘ |' Locations | ‘L};Drganizati\)ns ‘ | Tasks | ‘ [ Reports ‘

J Search For Events ‘ | Pre-Defined Event Searches | ‘ Advanced Event Search |

Search For Events

Search by Keyword: ‘ GO | Fever Search Options
Or izati EDIT Categories =orT
= Specific Organizations
Find By... m...
[igy Your Starred 5 MTH £ MTH =
Organizations J

Browse Organizations
Organization Searches

&£ search:

MTH

||

oo |

Make sure to select your choice by clicking the three letter abbreviation for your department’s name.

Verify that it shows under the Selected Organizations column. Repeat these steps until you have
selected all departments you want to show/save on your search. When finished, click on the DONE key.

¥ Home | |G Event wizard | | ] Events | ‘ W Locations ‘ ‘L';;urganizatiuns | ‘ Tasks ‘ ‘ B Reports ‘

J Search For Events ‘ | Pre-Defined Event Searches ‘ | Advanced Event Search |

Search For Events

Search by Keyword: ‘ GO | Fewer Search Options
or izati EDIT Categories com
Specific Organizations
Find By... Select From... Selected
% Your starred £ Education and Psychalogical Studies £omTH ®
Organizations £5 Educational Psychology &ien % J

Browse Organizations | L Educational and Psychological Studies 5 ARC x

& psy | £5 ARH X
or searches | =

£ and Sciences &ics £
# search: £5) Psychology
Contains |+
psy
o

I Done
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Once you have selected the organization or list of organizations that belong to your school, proceed to
click on the DONE key. Notice that all selected departments now show on Organizations — if you missed
any organization, click the EDIT key and you will be able to add any missing departments and remove
any departments added by mistake.

B mome [ Feent Wirsed 1 Fuwents W Locatiene | | LB Organirations Z) Tasks | | [F} Reports

Search For Dvents Pre- Dol Fennt Soarches Addwuncnd Dvent Search
|L| Search For Events
Bearch by Keyword: ea
organizations Categories coir
M e BIL % ARC + ARM = IS = pmv

States o

GO | START OVIR

See sample below, adding the HIS department to the existing selection for the College of Arts and
Sciences:

B Home | |[& Event Wizard | | ] Events | | N Locations | | £ Organizations Tasks | | ] Reports

Search For Events | | Pre-Defined Event Searches | | Advanced Event Search

m Search For Events

Search by Keyword: ‘ GO | Fewer Search Options
Organizations Categories =orm
MTH = BIL = ARC = ARH = CIS = PSY EDIT
Specific Organizations
Find By... Select From... Selected Organizations
[i¢h Your Starred &5 Art and Art History L5 MTH %
Organizations & His B LB Ed
Browse Organizations | (0 Hispanic Heritage Month Committee £oarc
L& Hispanic Scholarship Fund (@ ARH #
Organization Searches | = ' P D -
&9 History Sas *
F search: & ey x
Contains [+ £SHis *
his
- |
Done

Click on the EDIT key for Categories:

Select the academic term you will like the system to show all courses entered for the term.

Click on the DONE key for the system to save your selection.

Sample below shows selection of 2151 CaneLink term for Spring 2015.
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[E‘ Home } I@Eventvnzard ‘ [@ Events } Iu Locations I [@omanizaﬁons I [Tags } [mepurts}

J Search For Events 1 [ Pre-Defined Event Searches } [ Advanced Event Search }

D Search For Events

Search by Keyword: |crier s Seach Term 'e | GO ‘ Fawer Sesrch Options

Matching Any Categories eoir

Organizations
MTH « BIL = ARC = ARH = CIS = PSY = HIS EDIT |

States eorr | L 2138 [Not Active]
2141
2145

Calendar

Admissions
Alumni
Award, Honor Bestowed

Dates: Current and Future Dates

Load List

Click on the EDIT key to select the event’s States:

The “Tentative” state selection will show you all active courses.

UCETEE oo e e e =
e — @ |- owgw Sl BE $ 8 =

!-_) & i
B sz Ve |
M.

L r ] La LT | (&}

Welcmen, 21l bee Coallagn af Arts and Scences Acs

I o) (Y v et

| Search for fvents |

| Search For Events

MTH » DI e ARC » ASM s CIS % FEY » WIS 8GO

Click on the DONE key

Click on the GO key to get results of your search — See sample below:
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Search For Fvents | Pre-Defined Feent Searchos || Adwanced Event Seach

k] Search For Events @
= Search by Keyword: 100 P St Opdomas
Organizations Categories
MIM = BIL * ARC = ARN * CIS = PSY » M5 e FTPr
States
Tetotve 0T
TRRLER
o |
Dates: Current and e Dates | Choose Wisible Cotumns (51 ] Save search | @) netresh | G0
Hama = | Title Organizations Teen Categaries | Your Bole Start Date state | tocatians
F [Samciezer rysr— anc T 2181 Jon122008 Tentaivee
| &l ARC 187 02 AREH DES10M 11 Amt s a1 |
| &l ARE 192 03 AREH DESIGH 1 AR L %1 |
a &l auc 102 04 ARCH DESICN 11 AR 8Ty s |
& &l ARC 102 TSTL ARCH DESIGN 11 Amc e 251 |
o S anc 102 1512 ARCH pesos 1 anc e 2151 |
@ takwinG 1t ARt Lec 151 |
= BRAWING s Lee s |
%} patwinG 1 Amc e 2181 |
| DRAwING 1t Ame 3 2881 |

Notice that you are able to save your event’s search by clicking on the Save Search link located by the
right-mid section ribbon.

. —

Disbos: Curant sed Fubern Dates | Choose Vissbla Columns [F [ Save Search ([ Bobresh ()

Hame ] e Reference trgaacrations [ 1vpe | categories Your Role Star Date state [ tocatiens ]

Click on the Save Event link

A system message screen appears prompting you to select to save your search.
Select “Save Criteria”

Name your search and click on the Save Search key.

Notice that the search will be added to your “Starred Searches” for easy and fast access.
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e, T84 by Ol o Art aid St Bn | Pt ety M B is (TR

[ v | b i | [ v | | 0 o | [ crgansations | [ 3

| Search fon Gvnts. || Prn st 5 |

Q Search For Events o

Oy
T s this smarch usimg:
# Search Critoria

Save the Fullomng et 43 8 search:

Oroganizations (Asy): MTH, Bl ARC, Aim, S35, B, W16

Categories (Amyk 3151

State (Any]: Tentate |

rtaria ot 8 pascch il stare 45 et of e search o1 the inSvdes! palsctens yos made &
refuen the resuling chirets
Mote: Dute criteris cannct by acied t0 TR sarches. b
= —
i A @ uetreas [
e | Tale | Botmrence Thars s i £33 ey taloks O s ol &5 s B4 & Smarh anin Losations

H [ [§smcimo aacn DrsIGn sz T
o ] Amc 302 03 ARCH OEFIGN 1T Ha-angCy mmryty M Testatir
i &) Amc 107 63 SACH DESIGN 11 hza-samowd B Add e b Fomar SRarrad Samrchen. Fentsir
g 5] ame 103 08 RCH DEIEN 11 201480000 Save Search Fentate
o ! AmC 3037 TRTE ARCH DESIGM 1] FLTPETT Tan 132008 Tencun O MO
& al AmC 102 TST2 Az DESIGN 1 034-Rarsir e 1330 Tanesvs Archancrurs 42 130
o BETTSTE RS DRAWING 1 2044-2ncvey Jas 123008 [
T BETSTPRT DAAwNG B smae-asdrer] 133018 Fentaer
@ W Amc a1y DRAWING 1 ARG Am e 3151 Taa-13-2000 Tetatey
"8 ] AmC 112 34 CRAWING 11 I014-AATYTA AnC e 2151 I 1300 Tentatve

Wzsia W e

You will have access to your saved search(es) any time needed by just clicking on the Events tab and
looking for the Your Starred Event Searches, in the Pre-Defined Event Searches or the Advanced Event
Search tabs.

[g“ Home ‘ [@Evenwnzam ”@ Events } [u Locations 1 [gomamzaﬁons 1 {Tm } {nepms]

Search For Events | | Pre-Defined Event Searches 1 [Advamed Event Search]
D Pre-Defined Event Searches

Search Groupings |

Select a Search Grouping (left) to brovse those searches.

Pre-Defined Groups |

Your Starred Event Searches 2138 ARTHARH+EIL
Search_577671

All of Your Event Searches
TEST 1

P

Public Event Searches
Supplementary Keyword Searches
Your Starred Location Searches

All of Your Location Searches

Public Location Searches

List

Dates: Current and Future Dates

Load List
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| = Home

[& Event wizard | ‘.IQ Events ‘ | W Locations ‘ ‘.L';Drganizations ‘ | Tasks ‘ ‘D Reports |

| Search For Events | ‘ Pre-Defined Event Searches | | Advanced Event Search |

Advanced Event Search

Search Groupings ‘

Select a Search Grouping (left) to brovse existing searches, or

Your Starred Event Searches click the "New Search” button.

All of Your Event Searches

2138 ART+ARH+BIL 5’}
Public Event Searches Search_s77671 Y
Supplementary Keyword Searches TEST 1 T

# New Search

pRunl jEditl %Deletel Shanel

s
Dates: All Dates

Load List

To check results of your created/saved search, just click on the RUN key.
To modify your search, click on the EDIT key.

To delete your search, click on the DELETE key

To share your search, click on the SHARE key — an email will be sent to the person/contact you

shared your search with. This is a new feature. Sharing a search with another person is at the
scheduler’s discretion.

YV V V VY

Adding a Location to an Academic Record:

To add a location to a record, click on the EDIT icon for such record as showing below:

F™ vome | | [ vent Wizard | | &) Ewents | | W Locstions | | L Organieations | | =] Tasks | | ) meports

Adtvanced Event Sastch

I LY
| | Pre-Defined Event Searches

B

| Foakin] istera]

e | I
Dites: Cusrent aed future Gates | Choose Visible Cotumns 1 | (@) Refresh |10
Name - Relerence Type Categuries Your Rebe Start Date state
7] ¥ ARH 347 & ieatEs P Lec a8 an-13-2008 J—
& W ARM 344 B 016 ARHEEN A LEC nn it
&l ANM 407 S 201 RRHEEL A LEC ns ntative [T
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As per new view of the Event Wizard with the 25Live version 24, the event will load and open from the
Event Name page as showing below:

I e =
€+ r o AP E 3 n =
B o L * o 7 ostive B Q) cavie K - Legen X ] ot [ mam ]

T e e e L

| [ o e | [T [ Comvem | (65 oromieiors | [ 2
« Eack 2N, e 2 ¢ B D oo
- ~ Loading
- ]
Hmeerriar i 15 8 bant o wve esting the LIt
ooy
10: 2014-AbEx b
Click on the Location link
| ARHS10P || Mew Event.. |
AR 510 P Fdlit the: basic event information. « ¥ H 0 @ 8
ARTS ADM. INTERNSH
N
Reenamber this is 3 test you are edisng the Event Name
et ARH 510 P
™ -
ARM
Al g Event Title
11 Atendees Expected ARTS ADM. INTERNSH
11 Aendees Rrgisternd
PL Instrucior - Nathan Timpang
Tue Jan- 13- 2015 11:00 am Fvent Type
Tue Jan-13-H015 1:40 pm
Repenes every week on Tursdary threugh TH
imm
1 25Live Interface, SIS Primary Organization
e ARH
4, Timpana, Nathaa 1. oo
INSTRUCTOR:

s
s Additional Organization(s)
Pl Instnuctoe - Nethan Timpeng

ol s

hig imSormabin cavict be oo

* Tentative 10 F014-ARHEEK.

4 Back Next »
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The system will show the Location screen where you will be able to assign a location after using any of
the available location search options listed in the center of the screen:

Il"lmlxlmmd |l fvenits | | @ Locatoes | | L5 Oepaninations a‘m [ Reports

ARH 10 P || Mew Event.. |

ARH 510 P ' Add, remove or edit LOCATIONS. &« % B O @
ARTS ADM. INTERNSH
™ © Your Starred Locations... Selected Locations
Lo oo Matrrung Rewits
31 Antardess Fupaced
i1 Afterdess Regatared W Shew oy sy maersrd Doete Pl bavr © retrown
# fnstrussar - Nathan Tmpans st et
7] Entorce sant coet
Tun lan-13-2015 11504 am -
T Jan-13-2015 140 pm
Bapasts avary weak oa Teasday through
2graa.2018 # Search by Location Name...

@ i Saved Searches...

Echaduiar

Rt Advanced Sesrch...

T

#1 Instructor - Nathan Timpans 4 Back Next »

=] Tomative 1D 2044-AAHDER cancel I save

Search by Location Name allows schedulers to type in the building name as well as room number if a
specific location is in mind for the academic record:

Jrse. n
€ P i i o com e e 55 & |8 s PtrE 3 n =

W o " 25t aderie (! . I 250 Contiguration . 7™ 25tive B i bor €504 ©) Carnenie - Logen X | g M | ] -
W, 351 bve Calloge of Arts sad Scamces Ace ~ Srvbesnces © Taceyu Moa Dec-on-duia (TR

e el ,;,n.w-.-—-_"am.::_ﬁm_

Arns100 | tew vt |

ARM 510 ' Add, remove or edit LOCATIONS, « » B Db & B8
ARTS ADML INTERNSH

™ ¥ Your Starred Locations... Selected Locations

ann

11 Anerdees Expected

13 Attandess Rapsternd

Pl Snstructar - Mathan Timpang
Twe Jan-13-2015 1000 am -

Twe Jan- 132015 1:40 pm L+ R
Reseats avery week on Tuesday thivegh u
hpr-24-3015
O
i 250ive Interface, SIS .
Schaduier o
L Vimpana, Natken 1. me 2
meTaucTOR :
Cox Soance 100 =
an
) Sraw soty my aummorused Bcatoms pd haew -
B trgtruccar - Nathan Trepans oo/ canfic
) Easorce suas couem
= Tentative 10 201 4-AAHERR
Saved Searches...
Advanced Search...
- Back Hext »

There are two checked boxes at the bottom of the Location screen:

0 Show only my authorized locations that have no time conflicts

Last revised Dec. 2014 10
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0 Enforce head count.

When both boxes are checked, the system will look for a location available within your school owned
spaces and that is large enough to accommodate your class size. The Enforce head count box is one of
the new features for release 24.

OCM highly recommends that both boxes are checked to avoid location conflicts. Only unclick boxes if
you wish to investigate what is event occupying a specific location.

If you thought that a specific location was available but it did not show on your search, unclick the Show
only my authorized locations that have no time conflicts box:

0 A green check mark by a location means that space is available for your record — you are
welcome to select such location and click on SAVE.

0 Ared triangle icon showing by a location means that space is already occupied with another
event at date(s)/time-slot you want to assign space for your record. You can hover over the red
icon to see what event is conflicting with your record.

b
.8 Al E 3 =
= ] ey PP Blive Configunation - I 23tive (B Ctrintor C5064 Q) e KenApe - Logen XK Expont ind bmpert an itg-webierieiael. | MyUM || UMAPPE-CSCD | | Wi Shoe Gabery

Gl © wex -

‘ Add, remove or edit LOCATIONS, « » B D & B

W Your Starred Locations... Selected Locations

. w Cox Science 104 Led |
# Search by Location Name... Cow Soance ding, 104

Cax Seence 102 a s

Cou Sgance 104

W Cox Science 106 .

- Back Hext »

£ cancel ki save

Once you select a location to be assigned to your record, the location will show at the right upper corner
of the screen.

Click on the SAVE key to save your record with the selected location.

25Live System will provide for you, as one of the new enhancements, a processing status bar.
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(1P | [ onc | [ [ v | (5ot | [E5T00) [C oo |

A sa00 || tow bt |

R ' « » @ 0 e @
ARTS ADM. INTERNSH
™ Sedected Locations
anse
# Cox Science 104 voE
1t Aitandees Expectad €
ha % " Scierice kg, 104

FI sastructae - Mashan Timgeno
Toe Jan-13-2015 11:00 am -
Tue Jan-13-2015 1:40 pmy

Reseats evary woek 0 Tussdy though
Apri34-2015

3 Desurimncan

- Back Next »

Once the academic record is saved, the system will show the below screen indicating that the event was
saved successfully.

Close record by clicking on the red icon with a X at the top right upper corner of your screen.

P trcmn | (G ovent whiaw | 8] Dvits | |0 Losatioe |5 orsanicatons | |21 Tass | [T merts |

[ A 310 || ot |

ARH 510 P This event has been sucoessfully saved. Close 21
ARTS AT e TERSH

iw he
Mo Comalle avadatie 1y vou fruem there.

KEEP IN MIND THAT THE ONLY FIELD TO BE MODIFIED IN 25Live SCHEDULING SYSTEM FOR AN
ACADEMIC RECORD (COURSE-SECTIONS) IS THE LOCATION FIELD. ALL OTHER CHANGES TO AN
ACADEMIC RECORD NEED TO BE PROCESSED IN THE CANELINK SYSTEM.
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1) OFFICE OF
- CLASSROOM MANAGEMENT

MIAMI

Searching for a Location
Click on the Locations tab

Type in the building name and room number

Click on the Go key

" wome | | X fwent Wirard || Pvents | M Locablons | | L5 Organiations | | 7] Tasks | [ Reports

Sonarch for Letations | Bre Delined Loeation Soarche

' SEARCH FOR LOCATIONS @
Search by Keyword: | CosSoence 124 ;00| [ Sasech Cptions

Choose Vissble Colunns (=) | [ Save Search (£} Refresh | G0

[ Mame + | rormal name | categones | restures | Lowouts |
[ ] [ conscimnce 120 | con scence s, 128 | oo corat s | o9 con soence. evei2 | [

Searching for all locations in a building:
Just type in the building name only

Click on the Go key

I Home | [ Event Wizard | | ] fvenls | | W Locabions | | (5 Organizations || (7] Tasks | | [ Reports

Saaech For Locations | Pre-Defined Location Ssarches

' SEARCH FOR LOCATIONS @
Search by Keyword: | <o scines| I
we | T R
Ehoose Visible Columns =[] Save Search | () Rotrass |G
Hame = | rormat Mame | categories Features Layouts #ax Capacity

[& W Cox Scence 167 | con soane Buising, 122 | Coiegm of An1s ard Seciences I
@ W Cox Seicnce 104 | Cox Soance Buisieg, 104 | Cofiege of 2oty ard Soences o
" ] ¥ Cox Science 108 | cox Soance puiseg, 106 | Cotege of artn aedt Scnces ;{
¥ 3 W Cox Science 108 | =o somncs ulsing, 150 Cofage of & and Sonces 0
I § W Cox Science 110 Cox Soence Buling, 110 | Cobege of s ard Scences )
" § # Cox Science 1108 Con Stiance Buldeg, 1108 | Cobess of 213 ard Sciences 8
" W Cox Science 126 | o Soence Buding. 126 | BT Conal Gatles GPC Cow Science, Level 1 m
@ W Cox Scinace 143 | ox somnce mustsing, 143 | Cotege of aets and Scances w
@ W Cox Science 145 | cox sanon nusking, 145 | 5o corst asies P Cax Sanca, Lavel 2 -
& W Cox Schence 160 | Eox Somnca Butsing, 180 | Seheet of manne ard aimssshene Somees o

Use the numbers and the Next and Last keys at the bottom right corner of the screen to move from one
page to another. Notice that the system found 74 matching locations for the building name.

Saving a Location Search:

h
You can save your search by clicking on the Save Search link

If you manage more than one building, you may want to create another search that contains all
locations administered by your school.

To do this click on the X located in the Search by Keyword box to clear the location search

Click on the More Options link

Last revised Dec. 2014 13
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Click on the EDIT link showing by Categories to select your College/School locations. Sample below

MIAMI

shows selection for the College of Arts and Sciences locations

¥ tiome | (I twent wizard glum @ Locitons | [ oganbations | [ Tae | | T Meports
Search lor Locatons 'mmmn;k.dun-

' SEARCH FOR LOCATIONS

Capacity betwees | and

w0 I START OVER.

EE——— nrting your search.

Click on the EDIT link showing by the Capacity title to select a capacity range.

Note: If you would like all of the spaces managed by your school listed and saved on this general search,
just add a range that contains all of the school owned spaces. See same of settings below for the College
of Arts and Sciences:

[UNIVERSITY OF MIAMI
el

T vome | |7 tvent Wizard | [ vents | [ & Locations | [ 55 Organizations | [15] Tasks | | ) Reports.

' SEARCH FOR LOCATIONS

search by Keyword: |« € |60 rawar sasch pians
Categories Capacity between and | 500
College of Ants and Scances EDIT
GO I START OVER

Please anter or select some oriteria before starting your search.

Notice the tree tabs at the bottom of the page. They allow the user to check spaces by listing them by
showing space availability for a specific date or date range and a calendar view.

In this case, to just save a search that will contain all of the spaces managed by the college/school,
select the “list” view.

Click on the Go key after all settings have been added.

See and review the search results
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MIAMI

TV OF MIAMI

T Homa | | [f Event Waard | | &) Events | | W Locitions | | 2 Ovganizations (5] Tasks | | [ Reports
Search For Locataons || Pre Defined Lotation Searchs

' SEARCH FOR LOCATIONS

Search by Keyword: | + 6] e san optns
Calegories Capacily bstween and[520
College of A7ts and Scierces 0T
ST e |
w | T R
Cotumas = | | | @ netra
Mame = | Formal name Categories. Features Layouts Man Capacity

z W 1300 Campo Sano 2504 1300 Campo Sano, T504 College of Arts and Sciences 16
g W 1300 Campo Kano 3508 3305 Camps Sana, F508 Collnge of Arts and Sciences it
of W 1535 Levasie 170 1535 Lavarte, 170 Calloge of Arts and Scinnces 5
o W53 Levaste 172 1535 Levarte. 172 College of Arts and Sciences 15
& | | @ 1535 Levaste 104 1535 Lavaren, L84 Coliege of Artx and Scisnces 18
4 W 1535 Levante 270 1535 Levarte, 270 College of Arts and Sciences 1
o W 1535 Lavaste 377 535 Lavares, 373 College of Arts and Scinnces 18
o W 1535 Levaate 204 A535 Levante, 204 College of Arts and Sciences 3
", g W Ashe admenistratien 301 Aushe Admarsstration Bulding, 381 College of Arts and Sciences 3
o W Ak Admanistration 107 Ashe Asmunstraton Buddng, 302 Collage of Arts and Sciences 2

[ save Search

Proceed to save your Location Search results by clicking on the Save Search link

Creating a Non-Academic/Special Event in the 25Live Scheduling System:

Non-academic events are all events not considered a course-section from an academic term. Within
those records you may schedule: class discussions and/or reviews, departmental meetings, movie
screenings and other events that requestors may want to schedule in your school spaces.

To create a non-academic or special event and assign it to one of your school/departmental locations,
follow below steps:

Click on the Event Wizard tab
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1 [ i e - 1™ ztiee B © A - Logen X | g [ [

Wetcma, Filive Catlagn af Arts and Smaces Acs
v | G ety | ] [ ot | [ crosoionons | (7RO [Enaperts]
| Untrthod w3 || o Tt |
B Event Name Start by entering the bask event information. @ = B DN @ B
Poase Hote that this i & test whin cresting & Event Name
space, This Notes [ can change i = the
Cumfiguratsen To sEvent Wized s Coatiomn -
Canfguratons »
Tha field i requred.
fouet Ty
- Event Title
o
Event Type
n Event Typs . *
Primary Organization
Additional Organization(s)
4 Back Hoxt »
& cancel 3 Save

Important:

Type in requested information in the Event Name and other fields that may be required by the system —
You need to type in all information for the NEXT key to become active and be able to go to the next

event creation page.

[ home | [ event wiard | [ bvents | [ tocations | [ & | 123 Toske | |5 porss |

| Test1 || Hew Event... |

Bn,u Start by entering the basic event information. @ ®» B 0O @
Conferencaffair Event Name
i Test 1 v
30 Attendees Expected
30 Attendees Registered Event Title
Event Type
Conference/Fair v

Primary Organization

arch for an Organtzation

Additional Organization(s)

h for Additional Drganizations

« Back Next »-

Cancel | | save

Type in Expected Head Count and Registered Head Count
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| ‘? Test 1 Enter additional basic event information. & @ : | @ a8

Conference/Far Expected Head Count Registered Head Count
* 320 = * 2

| Dot Knaw 1 Dot Krew

Next »

& cancel i save

Click NEXT
Screen below will allow you to indicate the number of occurrences your event will have.

Is your event a “one time only” kind of event or will it have multiple occurrences? Select No or Yes in
order for the system to pull the needed data.

i ﬁ" Tesid Does this event have more than one occurrence? = = @ @
rdarencaFar No

30 Attardaes Regatered

-« Back

£3 cancel [ save

A. If your event will only happen once (one day event), click No — this will indicate that your event
will not have more than one occurrence.

At that point the system will prompt you to indicate the exact date and time for your event.

]|

Click on the calendar icon ““—* showing on the Event Start line to select corresponding date.

Select a date only for the Event Start field. The Event End field will update once you select the Start date.
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Tell us WHEN this event takes place.

ct the dates and times of the actual event.

Setup, takedown, pre- or post-event times can be specifiec

Event Start: Tue Dec-09-2014 12:00 pm

December 2014 )

0
Event End: 1:00 pm
Su Mo Tu We Th Fr Sa

9 10 11
Does this event r i
Setup or Pre-E :s @ No
Does this event require i i
Post-Event or Takedown timez © Yes @ No

Keep in mind that Event Start and Event End should reflect same date for events having only one

occurrence.

Last revised Dec. 2014
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Select Start Time by clicking on the time field

Tell us WHEN this event takes place.

Select the dates and times of the actual event.
Setup, takedown, pre- or post-event times can be specified below.

Event Start: Tue Dec-09-2014 12:00 pm|
__ 11:30 am *
Event End: Tue Dec-09-2014
12:30 pm
1:00 pm D

R R 1:30 pm
Does this event require

Setup or Pre-Event time? © Ye 2:00pm

Does this event require
Post-Event or Takedown time? © Yes @ No

Select the start time of your event.

Click on Event End TIME and modify to reflect your event end time.

" s [ i I 250 ion [ sstive B O uinenapg - begen X | botps A |

(1 b | [ tvent vt | (55 tomts | | tocatioen | [ roanizatons | [

| est 3 || mew vent... |

-
@'ﬂl Tell us WHEN this event takes place, ¢« » B 0 @ @

&

CarferencaFar Date Restnctions.

setu, umtn st Bt e e e e

S ® M earter i 0141208
a s Event Start:  Tue Dec-09-2014 |, 4 12:30 pm * Ma pder B 20041217
:me o Allant § ey Basisday
- Event End:  Tue Dec-09-2014 o 2:30pm « 3 mce 3 dapn Yo ey

Tue Dec-09- 2014 12:30 pm -
Tue e 092014 3:90 fm .
e et 18 mates {vent Cnsration: b
Takwdomn! 10 Mentes Doas this 21

Setup or Pre-Event time? ® Yes Mo

St = 3 rou =] Mimren Eesarvation Duration:

I -

Prg-Ermmt I te Zihous | 1o 3| Mises 2 Hours, 20 Minutes

Reservaton S 1200 pm

Does this event require.

Post-Event or Takedown timey  # Yes  © No

Past-Cvant: I oam > o 2| Mo

Takedown: - Dave = Mows  1p T Meuies

Eatarvaton End: 2:40 pm
4 Back Hext »
& cancel i Save =

If desired, use the Setup or Pre-Event and the Post-Event or Takedown times to set up buffer times
between events.

Last revised Dec. 2014 19



CLASSROOM MANAGEMENT

lj OFFICE OF

OCM recommends leaving a 10 to 15min buffer between events in order to allow space users time to
leave/enter the space and avoid event conflicts.

B. If your event will take place on different dates but at the same time-slot, click on Yes, to
indicate that your event will have more than one occurrence, so you can select all other dates
your event will be meeting in the same location(s) you select

Click on NEXT key

Find and Select Location same way you search to assign a location for an academic event.

y I 0 il b
& P i colbagenes com = |'@- A8 & =
B Mt Vested 3 T 5. - 1 ey . J™ 25Uve Contigunatien . I 25tive [ Otrintee 05068 ©) Gt ienape - Ligen X Expont ind bmpert an itpr-wtbrerioecel | | MAM | UMAPPS-CSOD || Witk Sice Gelery
T home | |7 Event Wi | | &) Eveots | | W ocabiosss | | (5 Organiations | | 7] Tasks | | [ Reports
Test 1 | Mew Event.
_{2 e . Find and select LOCATIONS. « % d @ @
Candarances Far W Your Starred Locations... Selected Locations

W Cox Science 108 vl
30 Attendees Expected # search by Location Name... R A
25 Mlerdess Regstered Con o Srplcing,
Hax Capacaty: 43
Tun Doc-09- 2014 1:30 pm Fatores; Hona
Tue (c-09- 2014 3230 prm e 18 ¥ - Selected Decurrences: AF Docurrences
ey Comlicts: fere

Weew and Hodity Gcosrmences

£ 12710, 12/11 Cox Soence 251
 Cox Selonen 108 "

o Soence 318

=

Saved Searches...

Advanced Search...

4 Back Next »

£ cancel i Save

Keep in mind that you have three different options to check for locations:
Your Starred Locations

Search by Location Name

Advanced Search

Click NEXT

Select Contacts for your event - Type in last name for the event scheduler and requestor. Click over the
name to select.

Last revised Dec. 2014 20



lj OFFICE OF

MIAMI CLASSROOM MANAGEMENT

.}‘.lchuun,eers ¥ no|
— B Caarom g &
33 dttandees Eepacted Geaesng Ate
30 ansrdoes Aegstees oo G ba
mm::::x:- a‘.l:!uuemoeolmamsaemx.- = e
Pre-vae 10 minstes = q
Tabmson: 16 mevtes
Lughes, Pameta 8,
Hegasts en 12/10, 13/11 e nen !
s, Gl
W Con Science 108
LY _muw
B e e | < Back | Next»>
250Uive College of Arts and Sciences. ¥ .
s EBcancel| | H Save |
Rogoner i REEERE
"

P rcontogend B Teedback thein Tipe: Disable [ et Sae

e300 EIOON- 019 ColpenET e By by Deas Mkdaain B

Click NEXT

If you would like to have your even published on the UM calendar select the Share on ‘Canes Calendar

option.

r  u (8] r I s B © cuienape - begen X 1] g SIS

an Select which CALENDARS should publish this cvent. « » B 0 @ @
Corderence/Far ¥ Do mot share this event
sy P
32 Atrardess Dapected
1 Share on 'Canes Calendar (University Website)

35 Attendoes Regatersd
Toe Dec-09-2014 1230 pm -
Tue Dac- 09 2014 3230 pmy
Pre-gvent 10 moutes

Tabwekn: 10 misutes
Bepests on 12710, 12/11

W Cox Science 108
Ry —

i Chadn, Gelys
st

& Linchy, Gylla
Aepmiten

D, WotriSon

D ot sharn shis gemnt

Click Next
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Add any Events Comments and/or Internal Notes that you would like to have recorded for this
reservation.

VL LA

T s - —
€ F i PR —— Sl ata ]
B Mot Visted 3 " . P b = P 25t Contigarntion = I 25tive [ Gt iee C5Gek @) CuieenApg - Logen 3G Export mndimpetan . | | Mipr-webservicencele | | MyUM | | UMAPPE-CSCD | | Wb Sk Galery
Tout 1 || ew et
) Test 1 Add additional COMMENTS and NOTES for this @ & @ a
event.

Conderencerfar
Event Comments

30 Attardass Bepectad
35 Attendoes Regimersd

Tue Dec-09-2014 1:30 pm -
Tuan D049 2014 3:30 s
fretvant: 1 moes

Takachn 18 e
Beseats on 12/10, 12411

W Cox Science 108 Internal Notes

) Chacin, Galys

& Lmcky, Gylla
Diet, Motriton
D ok shara Shis evant
- Back Next »
e - £ cancel i save
P tcon tegend 5 Feed piable @

Click Next

Select Event State

0 Tentative will allow you to save your event with location assigned.

0 Draft will not allow you to save location

0 Denied will remove any location already selected — you will need to notify requestor of denial

0 Cancelled will remove location and cancelled reservation.
™ — o
* & A comugane com ot ] Sl D & w =
B bt Vet || Gty Sartent P e bbbt [P F5Live Aueesatstnss Mottt s [P Filove Cotpartonss — [ 1tiwe. [ Cares boe TSt @ Coirie Nariihpan - Luagars J Eupasct srre bt o [ ] bty sovhivaiybiom sask Sphia (7] UMARPE-CEO0 (] Wete S atiory

21.«\ Warify or changs the EVENE STATE. - =] @ @

[er——— 2 Draft

- Back

3 cancel H save
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Click SAVE

I e 3
P i rtpciiDien ccbagens som mami T 7@ |8 oo E- - A

Mt || et |
.riim o b ! ¢ » B D e @
= \\l.i',’ &

e SN L N oo v ot 4 e oo

T nd cammporns ur ssageet

33 Antercess Eepected

33 Aterdees Regatered -

Pt = Tentativis

Tue Dec-09-2014 1:30 pn - Wm.umwr-mwmn

Tan tec-19- 2014 318
Pem it 10 e
Takpdomn 15 mubes

Sat an voer dafeut Beart StacaT

Rmseats &0 12/10, 13411 # Denied
W Cox Science 108 Thew evant has been deciad. and sl (acation and Aesouroe

prpminey vyt il —prked 2 Samirtad
iy hacin, Gty

s ® Cancelled
i Linchy, Gylla Thes evest fes been cancoied, and af Loceton and Rescurs

eneate PPTOAtOE el TAred BE CANEME
Do, Hutroon
Do not ghars This eoet
e | aBack | Wt
1 Tentathve 1

£ cancel | o Save |

3 Attandess Fvpected . [~
= Viewbetals | o e e Samnsior e |

Tue ec-09- 2014 1:30 pm -
Tow Dac-09- 2014 3:30 pm i frmte i e R ot
Pre-fvent: 10 minutes

Hepasta o 12/10, 13/11

& Print Confimation Wl topy 3 Crestn o to”

Takedan: 10 miutes Emal Eema the detads of thin event 10 s atakehsidars or anyoee siie.

o Cox Science 108
[rps—

a o Acte Taske 0 Add o Starred®
porred
i Lncky, Gyl
Radrmiter
Coet, Hutroon

D ot ehars Shis et

& Tentative

Screen above shows event saved successfully.
Notice that the Progress Bar on the lower left corner of the screen shows the word Done.

From screen above, you are able to:
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e View Details of your event
e Edit your event
e Email your event and even attached a file

See below, Email option pop-up screen

™ -
€ P i
B Mt Visted

coliegenet com
™ 0w - - Ty

# Email Event Details: undefined

Retared Hecipients

Evens Confirmaton (Detaled) Cai e

Actd: | Brewe | tis Bl welpcted.

Subject; [Test 1
essagn Body

P tive Contigunation . 1 25tive [ Ctrintor 05604 € Gt HenApy - Legen 3K Expont ind impert an

CLASSROOM MANAGEMENT

e
. @ - O

MM || UMAPPS-CSOD || Wieh Sice Gabery

g i el
G el

Select the way you would like to send the event confirmation email to the requestor(s) and the
scheduler. To attach a PDF containing confirmation details, click on the check box for Event

Confirmation.

If you need to attach an additional file to the confirmation email, click on the Browse key to locate file in
your computer or desktop and attach it to the confirmation email before clicking on Send.
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