Event Scheduling at Los Medanos College

25Live can be used to request rooms by faculty, staff, and students. All student requests must be
through a student organization or department. Spaces must be requested 2 business days in advance.
25Live is supported on Mozilla Firefox and Google Chrome. Users are strongly discouraged from using

Internet Explorer.

How to Request and Event through the Event Wizard Tab

1. To access 25Live visit the LMC Insite Portal, District Resources tap and you will see 25Live
(production)

2. Click “Sign In” to begin the process of requesting space through 25Live. You will need to sign
in with your LMC username and password.

File Edit View Favorites Tools Help

N 25Live

SignIn = Toda ‘Is Thu Jun 30 2016 0 Help

™ Home | | M) Events | | W L ‘ 4 o

Welcome to 25Live Contra Costa Community College District! Dashboard Calendar | [ Availability

| B Recently Viewed |

‘ (none)

2 Quick Search

k[ Search Events ‘ Go
Search Locations [ Go

‘}Seerth Resources ‘ Go

| # Public Event Searches ©

) Events at Contra Costa College

Q Events at Diablo Valley College

] Events at Los Medanos College

. Sign In }»cation Searches © ‘ v




3. Click “Create an Event” in the middle of the front page.
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4. The “Event Wizard tab will load.

5. Enter an Event Name (required). The Event Name will display on published calendars (once
they are utilized). Avoid acronyms and name the event in a way that will be understandable to
others.
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6. Select an Event Type (required) that most closely describes your event. Use the drop down menu
for choices.
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7. Search for, and select the organization with which your event is affiliated (required).
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8. Additional organizations that may be involved can be added here.
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11. Enter Event Description here. Make sure this is descriptive enough that people will be able to
understand what is happening at your event.
DO NOT CHANGE THE FONT SIZE OR COLOR.
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12. Click next.

13. Determine whether or not your event has more than one occurrence. No or Yes
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tags) are not supported by 25Live
Publisher.

= Today is Thu Jun 30 2016

@ test event

Class Activity
LMC Office of Instruction - V Pres Dept

40 Attendees Expected

Progress..

o
Does this event have more than one occurrence?

No
This event has only one occurrence.

Any other related events are separate and distinct

Yes
This event has more than one occurrence.

It has daily, weekly, monthly or ad hoc repeats, and they are all
part of the same event.

< Back | Next »




14. Enter the Event Date and Time (required). You may enter pre-event/setup or post-event/takedown

additional time if necessary.

(G https//251

ive.collegenet.com/fourcd/#new wiz: -G 9‘
File Edit View Favorites Tools Help
= = T T~ T T [P e ~
| testevent || New Event...
D |
IZ Fest avent ﬁ Tell us WHEN this event takes place. ¢ » d 0 @ B8
Class Activity Event Duration:
LMC Office of Instruction - V Pres Dept 1 Hour
B L vent Start: ThuJun 302016 [ | 11:00 am
Select the Start Date, Start Time, End
Thu Jun 30 2016 11:00am - Event End:  Thu Jun 30 2016 D 12:00 pm Date, and End Time for the event.
Thu Jun 30 2016 12:00pm Please use the ACTUAL start and end
] The event begins and ends on the same day. times for events.
If additional time is needed for setup,
3 Progress. i N takedown, or for mingling before or
Does Hileaentieative Y N after the event, click on the Pre-
Setup or Pre-Event time? OYes @ No Event/Setup and Post-
Event/Takedown editors and add the
Does this event require appropriage number of minutes or
Post-Event or Takedown timez ) Yes  @® No hours desired.
| <4 Back Next »
i3 Cancel H Save |
v

15. Click on Setup/Pre-Event durations? To add setup time

a. Pre-Event: Group Setup (time your group needs as a buffer between official setup and the

start time of your event)
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Event Start: Thu Jun 30 2016 |,

Event End: Thu Jun 30 2016 |,

[ The event begins and ends on the same day.
@ Yes O No

< Minutes appropriate number of minutes or

2 Minutes

O Yes @ No

11:00 am

Select the Start Date, Start Time, End

12:00 pm Date, and End Time for the event.

Please use the ACTUAL start and end
times for events.

If additional time is needed for setup,
takedown, or for mingling before or —
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a. Post-Event: Group takedown (time your group needs as a buffer between official
takedown and the end time of your event)

S
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If your event repeats choose which applies. Then follow the prompts on the next page.
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18. Enter the Event Location (required) you desire. You may search for a location by name, features,
capacities, or using your saved searches. A green checkmark means the space is available during your

date and time.
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19. You may search and request more than one location for your event with the same date and
time by searching and selecting additional spaces. You may reserve a location that is smaller
than your expected head count if you are reserving multiple spaces (i.e. a breakout room)



20. If you need to switch the date/time of the request to utilize the space you want, select the
“Back” button at the bottom of the page. This will bring you back to the previous page of the

event request and you can adjust the date/time there.
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21. Click next
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22. The resources available in the room are displayed on the right hand text box. If you need additional
resources, this is the opportunity to include them. Resources are defined as equipment or services that
aren’t already available in a specific location. Select the Resource(s) for your event from the list of
favorite resources or search by resource name. Multiple Resources can be requested. (Please note that
the resources request process in 25Live is not fully operational at this time. Please independently

confirm resource requests with the appropriate agency.)
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23. click next
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24. Add contact information here. The Scheduler Contact Role is used to identify the person entering the
event information into 25Live. The Requestor Contact Role is used to identify the organizer of the event
or representative from the Organization responsible for the event.
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25. This is a non-functional feature. Just click next.
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26. Use this field to provide additional instructions or event information to Location, Resource, and
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27. Click I agree. Then Next.
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28. All requests should be submitted with a TENTATIVE Event State. Then Save.
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29. Please note that this request is considered tentative until you receive an email confirmation from
Scheduling Specialist or the approver.



30. Requests for spaces are processed in date order received only. Please allow at least 2
business days for requests to be processed.

31. All requests are considered tentative in draft state and are not confirmed until you
receive an email confirmation from the scheduling specialist, or the approver.

32.Space availability is subject to change.

33. Contact Grace Villegas 925-473-7407 or gvillegas@losmedanos.edu if you have

any questions.
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| Know WHEN My Event Should Take Place- Help Me Find a Location!

1. Locate “Find Available Locations” on the middle on the Home Page.
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You do not have any Starred Events!

. Search Locations | Go
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clicking its icon.
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el =
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2. Select the first option “I know WHEN my event should take place- help me find a location!”
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3. Enter the date, time, and number of attendees of your event.
4. Click “Show me what’s availableX to see the space options available at that day/time.
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5. You can also choose to look for spaces with a larger max capacity (than your expected
headcount) or try a more detailed location search.

2 w089 \—-0—4 ey W
[ ttps//25iive collegenetcomyfourcd/#home.m 2 = & | @ Page\: Colleague Resources | 25tive * @ U145 - Colleague Production - [.. | |
File Edit View Favorites Tools Help
: arcn wiom - wos covatoms
Search Resources | Go ‘ e A
Max\Capacity: 12 | ‘ ¥ Your Starred Locations ©| ‘
A
W LLB* 05 Use This Location You do not have any Starred Locations!
) LMC Libkary Building Room 105 o § . .
£ Your Starred Event Searches @ Max Caphty: ':lr:crmzh::t lhlsi Cs:: you can mark any Location as "Starred" by
You do not have any Starred Event Searches! W LLIB*106 Use This Location :
LMC Library uilding Room 106
Max Capacity\ 14
- & Your Starred Resources © ‘ ‘ | |
£ Your Starred Location Searches © | @ Lcca%a81 Une This Locaiion
t | You do not have any Starred Resources!
You do not have any Starred Location Searches! LMC College Comglex Second Floor ESL- Lab Room 281
Max Capacity: 15 Throughout this site you can mark any Resource as "Starred” by
- > clicking its icon.
# Your Starred Resource Searches © \ We searched Matchikg Locations with a Max Capacity
| R — — | between 10 and 15 ar und 5 Available Locations for
‘ou do not have any Starred Resource Searches! g Deia s
Do you want to check Do you want to check
Matching Locations with a Matching Locations with a
[ Your Starred Reports @ | Smaller Capacity? Larger Capacity?
You do not have any Starred Reports!
Need more options? Try the Location Search...
@ Create an Event
] Your Upcoming Events ©
&) 1 Event in which you are the Requestor
&) 21 Events in which you are the Scheduler v

6. Once you select “Use This Location” on a space, it will take you to the “Event Wizard” tab
and continue to enter your event as instructed previously.
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| Know WHERE My Event Should Take Place- Help Me Choose a Time!

Locate “Find Available Locations” on the middle on the Home Page. Select the second option
“I know WHERE my event should take place- help me choose a time!”
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Enter as much of the location name as you know and click “Go.” The system will prompt
you to select your exact location in a drop down menu. If you don’t know the exact

location, you can use a more advanced search. LMC classrooms all start with ‘L’.
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3. Select a room
$ w® o ‘ . oo B

BB o251 colegeXcomvtourceshome.m £ ~ & [ RO ™ 2> %@ Uras - Colleague Production- .. | |

File Edit View Favorites Tools

' 25Liver

Welcome, Villegas, Grace = Preferences  Today is Thu Jun 30 2016 @ Help

N Even\‘ " Locations ] 1‘ Resources ‘ ‘;';aorganlntlons ] () Tasks ‘ ‘Dlupoﬂs ((« publisher ‘

| F’ Home @Evenkmrd ‘

Welcome to 25Live Contra Costa Community lege District!

r
|| calendar ||

5 Quick Search \ CUlE [ Find Available Locations [G) @ customize Dashboard
Find Location by Name: | LcC2 Go
—_—— ——j MR ly Viewed &
Search Events Go v | 8
) | o &l test event
S LCC2*212 (LMC College Complex-Second Floor S ) Career Focus Friday-Health & Public Safe

Room 212)
Search Locations | eo LCC2*213 (LMC College Complex-Second Floor 1] STEM Jam
- Room 213) -
_Q Summer Math Institute Ceremony

LCC2*214 (LMC College Complex-Second Floor

_ Room 214) 'v] DGI Sub region Planning Meeting
Saieth ResoITtes ‘J Go ;gg)?'no (LMC College Complex-Planetarium Room o
LCC2*221 (LMC College Complex-Second Floor [ I Your Starred Events © |
Room 221) —
You do not have any Starred Events!
- LCC2*222 (LMC College Complex-Second Floor
Ap Your Starred Event Searches ©lc | Room 222) = Throughout this site you can mark any Event as "Starred” by
Yol d ok bave any Stacred Event Saarchesi LCC2*223 (LMC College Complex-Second Floor - clicking its ' icon.
L —‘@ Ye Room 223) [ l
1 LCC2*225 (LMC College Complex-Second Floor =
r = | R 225 i
| & Your Starred Location Searches @l B 1 Room 225) L % Your Starred Locations Q|

(S erier ] G e Complex- nd Floor
You do not have any Starred Location Searches! B 2n T e B e e Ve You do not have any Starred Locations!

Throughout this site you can mark any Location as "Starred” by v

4. Then select the date range you are requesting. You can take the default week given or
click on the date range to adjust the calendar. Hit “Update Availability” after you have

determined the appropriate date range.
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5. Click ‘show me this location’s availability.
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Click on the time you would like to book and it will take you to the event wizard and you
proceed as instructed previously.
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How to Perform a Quick Search

1. After logging into 25Live, locate the “Quick Search” field on the left side of the home page.

2. Enter any part of the Event Name, Location Name, or Resource Name into the appropriate
box.

3. After locating the desired event, location, or resource, the details can be pulled up by
clicking on the name of the event, location, or resource.
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How to Check Location Availability

1. After logging into 25Live, click on the “Locations” tab.
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2. On the “Search for Locations” tab, find your space (by keyword and/or by selecting
more search options). Hit “Go.”
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3. Select the name of the space you want to view availability for from the list (if you
searched for a specific space {LCC1}, it will automatically bring up that Building). By searching
for building only it will give you the resources/features for each room. Select a room from the
list. Click on the “Availability” tab for that space. This will show you a one week availability

view for that space.
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4 Matching Locations

4. Green boxes with text mean something is occurring in that space. Spaces without the

green “event” mean the location is available.
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6. You can adjust the dates through the date picker option.
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