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Accessing 25Live

This article covers how campus faculty, staff, and students can access 25Live, the
campus calendar and room scheduling application.

Who has access to 25Live?

All campus students, faculty, and staff have view-only access to the 25Live public
calendars and can access 25Live to view them.

To get access to advanced features such as adding events to a campus calendar,
please email 25Live@fullerton.edu.

¢ Mozilla Firefox and Google Chrome are the recommended browsers for
25Live.

1. Log in to the campus portal.

View instructions on how to log in to the campus portal.
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2. Click on the 25Live link in the portal.

CALIFORNIA STATE UNIVERSIT?

A

E Search apps, people, classes & web

Apps Favorites History  iTuffy

¥ Default Apps

1 Academic Advising Student w

1. Click on More Apps in the left menu in the portal to find the 25Live link.
2. Oryou can enter "25Live" into the portal app search.
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3. Click Sign In either at the top right or bottom left of the

screen

CALIFO ERSITY

FULLERTON

¥ Home | | [u] Events | | i Locations

Mozilla Firefox and Google Chrome are the recommended browsers i

accessing 25Live.

D Reports

CSUF Campus Map: Interactive, Printer-Friendly.

4 Quick Search

k Search Events Go

oo [

A Public Event Searches @
(] FALL 2018 - Classes & Events

D SUMMER 2018 - Classes & Events

b Sign In

aF

INFORMATION TECHNOLOGY

SignIn = Today is Fri Jun/22/2018 -

Dashboard | | Calendar | | Availability

42 Public Location Searches @

W All Bldgs - General Use (GU) (excl IRVC)
W All Bldgs - General Use (GU) Classrooms
W Computer Lab

W GU: Clayes Performing Arts Ctr (CPAC)
W GU: College Park (CP)

g GU: Computer Science (CS)

W GU: Education Classroom (EC)

W GU: Engineering (E, E-NE, E-SE, E-SW)
W GU: Humanities (H)

W GU: Irvine Campus (IRVC)

W GU: Kinesiology & Health Sciences
(KHS)

@ GU: Langsdorf Hall (LH)
W GU: McCarthy Hall (MH)

W GU: Ruby Gerontology Center (RGC)
i GU: Steven G. Mihaylo Hall (SGMH)
a# GU: University Hall (UH)

W GU: Visual Arts (VA)

W Large Lecture
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4. You're signed in!

A" FULLERTON

¥ mome | [ EventWiand | O Events | 9 Locstons & Bemomrres - Orpasirstons =) Tasien ™ geports (I Publisher

Mozilla Firefox and Googhe Chroms ar T resmmaended browsors for
acreysing 25Live

CEUF Campus Map: [rtsreciive. Erimder-Frsodby

Dochbosrd — Calendar | Availability

£ Quick Saarch s o Frad A |oaons 4 Cewinmice Dashboard i Halp
T B [ emcww WFEEN 0 @000 100D Tl SHATE
bl e Mand & lecationt F™ Recently Viewer!
h s
. o=

I emow WHERE — @@= I700 < THa D8

“a ek et Tt =
" an e iy ot SiaeTed Ewents 7]
Vius i mpE st iy Stwmed Ewtnts

[ Termogezt tha b pou cae matk ey Eeam
‘ G .59 Create an Event e “Somed by choking it T

i, Vour Strmer Lncations 7]
0 Your Stamed Event Seanhes @) v Your Upomng Evenis o ¥ou o mob have ary Shermed Locetoes
- = ———— Throptiot This S w0 © F—
i J0 ok hawe 5w Stamed Eveat Sagrches N _.,_::.::.._'; k}.i.': ::.,’:,_p:: h’
-, Your Stammed Location
y © ~ “¥our Event Drafts i i Yo STarTE RESOUICES o
Seanches
i Evmnt Drmts = s o w2
¥ou do ot haww sy Steered Locston Sl
Saprches o vt [wglrs 0 wToT o0 s T
ST e
-, Your Starmed Resowoe e
“ Saarches = Tasks L7

Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for
additional assistance with 25Live.
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Creating Event, Location, and Resource
Searches

This article covers how users can create searches in 25Live for events, locations,
and resources. All end users can create and use searches, however users who
create reserve locations or add events to campus calendars will find these the
most useful.

1. Login to 25Live.

View instructions on accessing 25Live.

Create an Event Search

Event searches allow you to easily access all of the events on calendars that you

frequently view (or add events to). You can also create searches for other criteria
such as all events at a location, all events with specific text, or all events during a
specific date range.

1. Click on the Events tab.

¥ Home | | & Event Wizard | W Locations & Resources

Mozilla Firefox and Google Chrome are the recommended browsers

CSUF Campus Map: Interactive, Printer-Friendly

25Live // Downloaded: 10-28-2019 // Disclaimer: This document is only valid as of the day/time when it is Page 8
downloaded. Please view the original web document for the current version.



2. Click on Advanced Event Search.

" Home | |[& EventWizard | | ] Events | | i Locations | | 4 Resources

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

You can use the Search for Events for basic searches, but the Advanced Event Search
will allow for more complex searches.

3. Click New Search.

B Advanced Event Search

| Search Groupings

Select a Search Grouping {left) to browse existing searches, or click

Your Starred Event Searches the "Mew Search” button.

All of Your Event Searches

Public Event Searches

Supplementary Keyword
Searches

Runl jEditl S@Deletel sharel
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4. Click Add Criteria.

m Advanced Event Search

New Search

Click the "Add Criteria" button to add a search criterion. Enter a value for each input field; click the "pencil” to select valua(s) |*
for completing a field. If your search has more than ane criterion, use the OR/AND selector to determine whether search
results must match ALL your criteria or just ANY one of tham.

=k Add Criteria Search! | ] save | | save as... | 3¢ Delete |

New Search | @ Back |

5. There are numerous criterion that you can choose from to create
your search. You can enter one or more criterion to create your

custom search.
- '_%.Your Starred Events
General 4

g Events 4
ﬁ Cabinets

J Locations & Res

Advanced Event Se| Event Types

Event States

arc h £ Organizations »

_.,"’J Contacts

Categories

Reguirements

Click the "Add Criteria Custom Astribute
for completing a field Occurrence Dates

Reservation Definitions »

W Assigned Locations »

Missing Location Assignments

4 Assigned Resources ¥

@ Outstanding vCalendar Tasks #

Has Related Events

Has Bound Events

6. Below is a sample of a search for all events on the College of the
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Arts - Music public calendar that are located in the CPAC building.
Click Search to run the search once you have entered your criteria.

¢ Searching before saving the search allows you to check that you are seeing
all of the events that you want to see so you can adjust your settings before
saving if necessary.

Calendar - College of the Arts - Music

put field; click the "pencil” to select value(s) [
starmine whether saarch

Cabinets o EVENTS & @
S
AND ¥
Event States e Draft = Tentative = Confirmed = Cancelled & a
el
AND
Specific Resoun:eso‘lncludEAw ¥ Calendar-COTA-Music & [X]
R’
AND
Categories Do Not Include ¥ Do not display on the web calendars & 8
AND

Occurrence Dates Start Time: | 12:00 am  End Time: | 11:5% pm a

o From:
N ® Today[- v 144

Specific Date

until:
® Number of Days 3658
Specific Date 5
#IMonday ¥ Tuesday [ Wednesday (¥ Thursday
¥ Friday & Saturday ¥ Sunday
AND

Specific Locations o‘]ntludEAr‘,‘ ¥ CPAC116 = CPAC125 = CPAC146 = CPAC148 = CPAC205 x|
S cpPac217 &

N N
@ Add Criteria & Searcht | | save | | saveas... | € Delete |

@) Reload | # New Search | @ Back |

1. There are two main cabinets in 25Live: Academics and Events. Academics
contains academic courses; Events contain all non-academic events.

2. Event States allows you to choose which events you want to see. Users who are
coordinating with others may want to include Draft, Tentative, and Confirmed
event states to avoid duplicating an event that has already been added.

3. Specific Resources allows you to choose from the available campus calendars.
Typically you will find the calendars under Categories > Calendars.

4. Itis recommended that you enter occurrence dates to narrow down your search;
you can enter specific dates or a range of dates. If you choose to view all events,
it may result in the search taking a long time to complete.
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5. Click Search! to run this search now. (You will still be able to save the search after
running it.)

Specific Locations allows you to search for events in specific locations.

Click Save to save this search.

No

7. After clicking Search! you will see the results appear in the List
and Calendar tabs at the bottom of the screen.

@ Add Criteria 4 Search! | | save | | save As... | 3 Delete |
@) Reload | # New Search | @& Back |
List

Dates: &l Dates | Choose Visible Columns [ | (¢ Send to Publisher | () Refresh | &)

Name > | Title Reference Organizations | Type Categories | Your Role | Start Date Creation Date | State Locations
& [&] A Festival of A Festival of Men's Voices: 2018-ABQXHQ | Schoal of Music | Calendar - Oct/27/2018 | Jun/06/2018 Confirmed

Men's Voices Festival Concert Announcemen ts
& ] Andy Lyra Andy Lyra James sings the 2018-ABQXHS | Schoal of Music | Calendar - Now/02/2018 | Jun/06/2018 Confirmed

James: Great Great American Songbook Annsuncemen ts

American with special guests and the

Songbook Fullerton Jazz Faculty

Ensemble
Calendar

S 4 —
Dates: 4 Tue Oct/23/2018 — Mon 0ct/28/2018 B | ({t- Send to Publisher | (f) Refresh | @)

Sunday Monday Tuesday ‘Wednesday Thursday Friday Saturday
October 21 22 23 24 25 26 27
%3 IFg & @ @ 8:00emM - 10:00%4 5:00p1 - 7:00%
Fullerton Jazz Orchestra A Festival of Men's
Voices
4:00FM - 6:00% . & & [ E Eg

g

Eduardoe Delgado, piano

g

1. When viewing the Calendar tab, you may need to use the arrows to adjust the
dates that are showing to a date when there are events that match your search
criteria.

2. You may also need to click the Refresh button to update the calendar view to
show the events.

8. Click Save to save your search.

@ Add Criteria | Search! | - save As... | > Deletel

(¢) Reload | New Search | &= Back |
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9. Enter a name for your search and click Save.

B

o Search Name: |Calendar-College of the Arts-Music
ey

o #| Keep as one of Your Starred Searches
M

o | Save | | Cancel
e’

1. Enter a name for your saved search.

2. Indicate if you want to add this search to your starred searches; this will make it
accessible from various locations including your 25Live homepage.

3. Click Save.

Create a Location Search

Location searches allow you to easily access all of the locations that you frequently
use. You can also view availability for the locations from a location search.

1. Click on the Locations tab.

£ Home @' Event Wizard ] Events

25Live // Downloaded: 10-28-2019 // Disclaimer: This document is only valid as of the day/time when it is Page 13
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2. Click Advanced Location Search.

sl
B

Home E’ Event Wizard IE] Events W Locations 4 Resources L_,.J Org3

Search For Locations | | Pre-Defined Location Searches |
' Search For Locations

You can use the Search for Locations for basic searches, but the Advanced Location
Search will allow for more complex searches.

3. Click New Search.

' Advanced Location Search

| Search Groupings
Choose a Search Grouping on the left, then selact a Search from the
Your Starred Searches resulting list on the right.
o All of Your Searches All Bldgs - General Use (GU) (excl IRVC)
g — * Public Searches All Bldgs - General Use (GU) Classrooms
Computer Lab
e New Search GU: Clayes Performing Arts Ctr (CPAC)
e

GU: College Park (CP)
GU: Computer Science (CS)

GU:

Education Classroom (EC)

GU: Engineering (E, E-NE, E-5E, E-5W) A

FRun | ' Editl

1. Be sure to check the Public Searches to make sure that the search you want

doesn't already exist (e.g., "GU: College Park (CP)" will show all general use
classrooms in College Park).

2. Click New Search to create a new search.
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4. Click Add Criteria. Then select Locations > Specific Locations.

B, Your Starred Locations
-
GEHEFE| say Oy oy gy
W Locations o Specific Locations |
\'_'J_‘ Partitions Locations (via Search)
Click the "Add Criteria . .
for completing a field Features criterion, use the ORJAND sele
) bour criteria or just ANY one of t
Categones
Layouts
o Relationships
"‘\-._../ Custom Attribute
) Add Criteria (] Location Assignments  » J k= save = sa
Include Related Locations
MNew Search | &

1. Click Add Criteria.
2. Select Locations.
3. Then select Specific Locations.

5. Click on the pencil icon to choose the locations.

specific Locations L EEIIEHED.

“ Add Criteria Search!
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6. You may want to enter the building or room in the search box on
the left, and then click Go.

Specific Locations

Find By... Select From... Selected Locations
", Your Starred # Loading... Mone Selected
Locations

Browse Locations

Location Searches

Search:

Contains "’o
LH el
2 )
A/

Done

1. Enter the building (e.g., LH) or room (e.g., LH315) in the search box.
2. Click Go.
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7. Click on the location(s) that you want to add to your search to
move them into the Selected Locations column. Then click Done.

Specific Locations

Find By... Select From... Selected Locations
&, Your Starred g LH301 W LH315 E
Locations W LH303
Browse Locations W LH304
_ W LH306
Location Searches
W LH307
Search: ' LHZ08 o
Contains ¥ W LH315 -
LH W LH3154 >
W LH315B
Go
W LH318 |
W LH320 - o
Mt |
Done

1. Click on each location that you want to add as to your search to move them into
the Selected Location column.
2. Then click Done.

8. Click Search to search for all locations that match your criteria.

¢ Searching before saving the search allows you to check that you are seeing
all of the locations that you want to see so you can adjust your settings
before saving if necessary.
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New Search

Click the "Add Criteria” button to add a search criterion. Enter a value for each input field; click the "pencil” to select value(s)
for completing a field. If your search has more than one criterion, use the OR/AND selector to determine whether search
results must match ALL your criteria or just ANY one of them.

Specific Locations LH315 = |H315& = LH315B &

I save | ] saveas... | 3¢ Delete |

Mew Search | &= Back |

@ Add Criteria

9. All of the locations that you selected appear. You can click on a

location to view more information about it or click on the
Availability tab to view availability information for all of the
locations for a specific date.

o Add Criteria | Search! | [ save | = saveas... | ¢ Delete |
New Search | @ Back |
List
Choose Visible Columns [=] ((l‘ Send to Publisher @ Refresh @
Name * | Formal Name Categories Features Layouts Max Capacity
B’ W LH315 Langsdorf Hall - Room 315 - Lecture General Use Classroom, Langsdorf Hall {LH) Classroom 38
Q’ W LH315A Langsdorf Hall - Room 3154 - Lecture General Use Classroom, Langsdorf Hall {LH) 18
Q’ W LHZ15B Langsdorf Hall - Room 3158 - Lecture General Use Classroom, Langsdorf Hall {LH) Classroom 46
Availability
Date: 4 Wed Feb/27/201% p | Same-Day Event View: | Overlapping ¥ ((I- Send to Publisher | (f) Refresh What is this view? @
Name 6 7 8 9 10 11 12 1 2 3 4 5 6 7 8 9 10
B W LH315 HESC 4 HESC 4 EGCE 33 EDAD 595 41 l¢33# | EDAD 568 01 1425#
B’ W LH315A HONR 2 HONR 2 HONR 1 HONR. 2 HONR. 2 HONR. 14
& W LH315B KNES 3§ |HESC 10 | HESC 44 | POSC 32 | EDSC 442M 01 142# | EDAD 568 02 14255{
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10. Click Save to save your location search.

New Search

Click the "Add Criteria" button to add a search criterion. Enter a value for each input field; click the "pencil” to select value(s) =

for completing a field. If your search has more than one criterion, use the OR/AND selector to determine whether search
¥
resulks must match ALL your criteria I:l"_'iIJET AMNY one of them.

Specific Locations LH315 = LH3154 = LH315B o |
@ Add Criteria Search! | I save as... | 9 Delete |

Mew Search &= Back

11. Enter a name for your search and then click Save.

2

o Search Name: |.-'-RII HUSR Classrooms
N’

o #| Add to Your Starred Searches
e

o|53'.re Cancel
'\“-./I || )

1. Enter a name for your saved search.
2. Indicate if you want to add this search to your starred searches; this will make it

accessible from various locations including your 25Live homepage.
3. Click Save.

Create a Resource Search

Resource searches allow you to easily access all of the calendars that you frequently
view (or add events to).
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1. Click on the Resources tab.

@ CALIFORNIA STATE UNIVERSITY
FULLERTON
E“' Home @’ Event Wizard IEI Events W Locations

Mozilla Firefox and Google Chrome are the recommended browsers

CSUF Campus Map: Interactive, Printer-Friendly

2. Click Advanced Resource Search.

™ Home | | [ Event Wizard [v] Events W Locations 4 Resources | | o Org

Search For Resources | | Pre-Defined Resource Searches
4‘ Search for Resources

You can use the Search for Resources for basic searches, but the Advanced Resource
Search will allow for more complex searches.
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3. Click New Search.

.“ Advanced Resource Search

| search Groupings

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

Your Starred Searches the "Mew Search” button.

All of Your Searches

Public Searches

New Search

Runl JEditl %Deletel Sharel

4. Click Add Criteria. Then select Resources > Specific Resources.

Click the "Add Criteria &YDUF Starred Resources ter a value for each input fizld
for completing a fielg criterion, use the ORSAND sald
General 3 r:L.' criteria or just ANY one of

o b Resources o Specific Resources
S| o

Categories Resources (via Search)

,Q/, Relationships

@ Custom Attribute H Save | H 54

E] Resource Assignments »

New Search I J

1. Click Add Criteria.
2. Select Resources.
3. Then select Specific Resources.
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5. Click on the pencil icon to choose the resources.

Specific Resources None Selected X |

@ Add Criteria Search! - save k- save As... ¢ Delete

6. To find all of the calendars, you may want to enter "calendar” as
the search criteria on the left and then click Go.

Specific Resources

Find By... Select From... Selected Resources
{} Your Starred None None Selected
Resources

Browse Resources

Resource Searches

Search:
Contains ¥
calendar Q
2

-

Done

1. Enter "calendar" as the search criteria to find all resources that contain the word
calendar.
2. Click Go.
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7. Click on the calendar(s) that you want to add as a resource to
move them into the Selected Resources column. Then click Done.

Specific Resources
Find By... Select From... Selected Resources
& Your Starred & Calendar-College of Natural + | & calendar-College of the =
Resources Science/Math Arts-Dance
- C dar-C f the =
Browse Resources & Calendar-College of the Arts b A:t‘-‘-'"l ar-College of the
A Calendar-College of the Arts-Dance - =
R 5 h .
ESOuree searches 4 Calendar-College of the &rts-Music E:";’
Search: & Calendar-College of the .&rts-Theatre@
Contains ¥ 4 Calendar-College of the Arts-Visual
Arts
calendar
4 Calendar-Exhibits
Go & Calendar-Faculty Development
Center
M Calendar-Facultv and Staff M
M|
Done

1. Click on each calendar that you want to add as a resource to move them into the
Selected Resources column.
2. Then click Done.

8. Click Search to search for all resources that match your criteria.

¢ Searching before saving the search allows you to check that you are seeing
all of the calendars that you want to see so you can adjust your settings
before saving if necessary.
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New Search

ck the "Add Criteria” button to add a search criterion. Enter a value for each input field; click the "pendil” to select valua(s) =
for completing a field. If your search has more than one criterion, use the ORJAND salector to determine whether search

results must match ALL your criteria or just ANY one of them.

specific Resources Calendar-College of the Arts-Dance = Calendar-College of the Arts =

(X
Calendar-College of the Arts-Music = Calendar-College of the Arts-Theatre =
Calendar-College of the Arts-Visual Arts &

“ Add Criteria | save | ] save As... | %< Delete |

New Search | @z Back |

9. All of the calendars that you selected as a resource appear. You
can click on a calendar to view more information about it or click on
the Calendar tab to view all events on the selected calendar(s).

@ Add Criteria £ search! | | save | I saveas... | 3 Delete |
£ New Search @ Back
List
Choose Visible Columns [¥] | () Refresh | (@)
Name ¥ | Categories Custom Attributes Stock Total
Eg 4 calendar-College of the Arts Calendar
& 4 calendar-college of the Arts-Dance Calendar
& 4 calendar-College of the Arts-Music Calendar
74 & calendar-College of the Arts-Theatre Calendar
& 4 Ccalendar-College of the Arts-Visual Arts Calendar
Calendar
Dates: 4 Tue Sep/25/2018 — Mon Oct/01/2018 b | (L) Refresh | (@)
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
September 23 24 25 26 27 28 29
[ & 12:008M - 4:008w 12:005H - 4:008m 12:00% - 4:002w ; 12:00% - 4:002w
Living w/ Clay: CA Living w/ Clay: CA Living w/ Clay: CA [Fg Living w/ Clay: CA
Ceramics Collections Ceramics Collections Ceramics Collections Ceramics Collections
& Calendar-College of the & calendar-College of the 4 Calendar-College of the 4 Calendar-College of the
Arts-Visual Arts Arts-Visual Arts Arts-Visual Arts Arts-Visual Arts
30 October 1 2 3 4 5 6
4:008m - 6:000 12:006m - 4:00%: & & Fg g &
Wind Symphony, Living w/ Clay: CA
Symphenic Winds & Ceramics Collections
Comm 4 Colendar-College of the
4 calendar-Collsge of the T
Arts-Music
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10. Click Save to save your resource search.

New Search

Click the "Add Criteria" button to add a search criterion. Enter a value for each input field; click the "pencil” to select value(s] [®

for completing a field. If your search has more than one criterion, use the OR/AND selector to determine whether search
results must match ALL your criteria or just ANY one of them.

Calendar-College of the Arts-Dance » Calendar-College of the &Arts = |
Calendar-College of the Arts-Music = Calendar-College of the Arts-Theatre =

Calendar-College of the Arts-Visual Arts 4

= Add Criteria Search! | - save As... | Py Deletel

New Search | @ Back |

Specific Resources

11. Enter a name for your search and then click Save.

2

o Search Name: |.-’-k|| College of the Arts Calendars|

f
o #| Add to Your Starred Searches
ey

Save | | Cancel

(-

1. Enter a name for your saved search.
2. Indicate if you want to add this search to your starred searches; this will make it

accessible from various locations including your 25Live homepage.
3. Click Save.

Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for
additional assistance with 25Live.
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Starring Events, Locations, Resources, &
Organizations

This article covers how users can add events, locations, resources, and
organizations in 25Live as favorites by starring them. This will add the item to
your dashboard as well as move the resource to the top of any drop-down menu
in 25Live that uses that item.

¢ Tolearn about starring searches, view the article on creating event and
resource searches.

1. Log in to 25Live.

View instructions on how to access 25Live.

2. Click on a tab such as Events, Locations, Resources, or
Organizations.

E’ Event Wizard E] Events W Locations & Resources L_# Organizations

Mozilla Firefox and Google Chrome are the recommended browsers for accessing 25
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3. Enter search criteria in the search by keyword field and

click Go.

Search For Resources

Pre-Defined Resource Searches

“ Search for Resources

Advanced Resource Search

college of business|

| Search by Keyword:

(-

¢ Basic searches should be sufficient to find the event, location, resource, or
organization that you are looking for but you can also view the article on

creating event and resource searches to learn about advanced searches.

1. Enter search criteria in the Search by Keyword field.

2. Click Go.

4. Click the star next to the event, location, resource, or
organization that you want to add to your favorites.

Options

Search by Keyword: ‘ college of business

‘ GO | Maore Search

List

Choose Visible Columns

¥ | Categories

Name

‘ Q ‘ & calendar-Mihaylo College of Business

Calendar

25Live // Downloaded: 10-28-2019 // Disclaimer: This document is only valid as of the day/time when it is
downloaded. Please view the original web document for the current version.

Page 27



INFORMATION TECHNOLOGY

5. If you do not see the starred item on your dashboard, you
can click on the Refresh icon.

Dashboard | | Calendar | | Availability

i3 Customize Dashboard @ Help

B Recently Viewed

(none)

[y Your Starred Events @

You do not have any Starred Events!

Througheut this site you can mark any Event as "Starred” by
clicking its icon.

&, Your Starred Locations @

¥ou do not have any Starred Locations!

Throughout this site you can mark any Location as "Starred” by
clicking its icon.

&; Your Starred Resources @

fou do not have any Starred Resources!

Throughout this site you can mark any Resource as "Starred” by
clicking its icon.
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6. Now the item shows in your starred events/locations/

resources.

Dashboard | | Calendar

ﬂ_‘?} Customize Dashboard

¥ Recently Viewed

|'."‘.:‘:l1e

[t Your Starred Events

E| Tri-Wizard Opening Ceremony
Tri-Wizard Tournament Opening Ceremony

& Your Starred Locations

W KHS108
Kinesiology - Room 108 - Lecture

[] See when these locations are available

&, Your Starred Resources
& Calendar-College of Health and Human Dev

[C] See when these resources are available

Availability

@ Help

To remove a starred item, simply click on the star icon next to the item.

Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for

additional assistance with 25Live.
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....... (ATION TECHNOLOGY.

Accessing & Using the 25Live Testing
Environment

This article covers how authorized users can access and use the 25Live testing
environment to practice creating and publishing events without those events
showing up on the live calendar.

You must have access to add events to a campus calendar in 25Live in order
to access the testing environment. More information about access is

available on the 25Live webpage.

Accessing the Testing Environment

1. Open your web browser to the 25Live testing environment.

[N A Leading CSU | California State = X -+

“— C Y ¥ htipsy/25live.collegenet.com/fullertont/#home_my25live[0]

Open your web browser to the 25Live testing environment webpage.

2. Click Sign In at the top right of the page.

CALTFORNIA STATE UNIVERSITY

FULLERTON

25LixveE TEST INSTANCE

-E"“ Home ‘ | Q Events | ‘ W Locations ‘ | D Reports |

Mozilla Firefox and Google Chrome are the recommended
browsers for accessing 25Live.
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INFORMATION TECHNOLOG v

3. If prompted, enter your campus username and password. Then
click Login.

Login to CSUF Portal
Username

harry.potter

Password

Login

Need help logging in?

4. You're now in the 25Live testing environment!

¢ The 25Live testing environment has a bright orange banner at the top and is
labeled as the 25Live test instance. This is an easy way to tell which
environment you are in.
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Using the 25Live Testing Environment

This section contains information users need in order to use the 25Live testing

environment and to preview the way a published event will appear.

For more information on creating and publishing events, view the Adding Events to

Campus Calendars section.

25Live // Downloaded: 10-28-2019 // Disclaimer: This document is only valid as of the day/time when it is
downloaded. Please view the original web document for the current version.

Page 32



Select the Calendar-TESTING as a resource to an event in order to
view a published version of the event.

Selected Resources

Setup Instructions:

Avail/Total: oo

Quantity: 1 -

When creating an event in the testing environment, you must select the Calendar-
TESTING as a resource for your event if you want to view a published version of your
event.

You can also add your department's calendar as a resource, but you won't be able to
preview what the event will look like when published unless you add the Calendar-
TESTING resource.

After publishing the event, open your browser to the Campus
Events Calendar Example webpage.

Only the Calendar-TESTING calendar resource is published to this page. If
you did not add Calendar-TESTING as a resource to your event, it will not
show up here.
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CALIFORNIA STATE UNIVERSITY, FULLERTON +

:
AZ Index N

Division of Information Technology

OU Version 4 Help

MEW CONTENT BASIC CONTENT EDITING PAGE PROP FACULTY / STAFF TEMPLATE BEST PRACTICES

Site Setup  Page Banners Tab Navigation Left Navigation CSS & Javascript Reusable/Multimedia Content

CSUF Events Calendar

These events are for testing purposes only. Any real event data found here is purely coincidental.

Creating Hours
Creating Events

Widget Setup & Display
Campus Calendar Hames

All - Jan

Campus Academic Calendar ~ Monday, September 17 =

Example Living with Clay: California Ceramics Collections
12- 4pm  Show Detail S5u Mo
Campus Events Calendar . Show Detalls
26 7
Example Tuesday, Sepltember 18

02 03
Living with Clay: California Ceramics Collections

33 [24]
Wednesday, September 19 - -J

Living with Clay: California Ceramics Collections

Search:
12- 4pm  show Details

O SITE & CSUF

e 10
12- 4pm  Show Details 16 E 18

Rename / Move Content

25Live-events-for-training Filter Events

. 9308 - 128
1:30p - 3p

Feb Mar Apr May Jun
Aug Sep Oct Nov Dec

September 2018

Tu We Th Fr Sa

28

25

® EIEE

29 W 3 o

05 e o7 s
12 13 14 15
19| [z20] 21 |z
26 [27] 28 [29
3000

¢ Remember that an event may take 15-20 minutes to be published.

After publishing your event in the 25Live testing environment, you can view your

event on the 25Live Calendar Test Events webpage.

Need More Help?

If you are experiencing issues with the 25Live testing environment or need access to

the environment, please email 25Live@fullerton.edu.
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Requesting Locations for
Your Event
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Event Types in 25Live

This article contains a list of all of the event types used by CSUF in 25Live for
room reservations.

¢ For calendar events, the Calendar - Announcements event type is always

used.
Event Type - Required @
Select the Event Type that best describes the event.
Ceremony/Reception
Event Type Table
Event Type Examples

Advising—academic, student services,

Advising Session career, etc.

Visits from community & external
stakeholders—high school, community
college, foreign delegates, accreditors,
etc.

Campus Visit

Commencement, awards, banquets,

Ceremony / Reception celebrations, etc.

Meetings hosted by student

Club / Student Organization Meeting organizations

Competition / Performance Academic, athletic, music, and
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Event Type Examples

otherwise performance-related events,
rehearsals, and practices.

Conferences, forums, seminars,

Conference / Retreat symposiums, retreats.

Midterms, placement exams, thesis
Exam / Review Session defenses, study sessions, testing, events
during Final Exam Week.

Film / Movie Film or movie screenings.

Hold Holds the room for potential classes to
be offered; 3 day time limit.

Academic assistance programs or

instructional activity hosted by affiliate

organizations that generally have

reoccuring sessions throughout the
Learning Program semester.

e.g. Irvine Valley College classes held at

Irvine Center,

Supplemental Instruction, MISS, GEAR

UP
Meeting Default category.
Orientation / Info Session Orientations, information sessions.

Presentations by students, faculty,

Presentation / Guest Speaker guest speakers, etc.

Workshop / Training Workshops, training sessions.

Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for
additional assistance with 25Live.
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Adding Events to Campus
Calendars
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Adding a Calendar Event Checklist

This article contains a checklist for users to follow to add a calendar event.

(J 1. Log in to 25Live and go to the Event Wizard.

1.1. Log in to 25Live.

View instructions on accessing 25Live for more detail.

1.2. Click on the Event Wizard tab.

% CALIFORNIA STATE UNIVERSITY
FULLERTON
E‘“ Home (] Events W Locations

Mozilla Firefox and Google Chrome are the recomm
accessing 25Live.

CSUF Campus Map: Interactive, Printer-Friendly

2. Enter the information on each tab of the Event Wizard and save the event
either as Draft or Confirmed.

¢ View Adding an Event to a Campus Calendar for more detailed
information.
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2.1. Enter the basic event information. Then click Next.

Start by entering the basic event information.

Event Name

(-

v
Tri-Wizard Opening Ceremony
o Event Title for Published Calendars
o —
Tri-Wizard Tournament Opening Ceremony
o Event Type
o —
Calendar - Announcements M
o Sponsoring Organization for this Event

‘ Student Life and Leadership LI ‘

Event Name = 40 characters

Event Title for Published Calendars = 120 characters

Event Type = Calendar - Announcements

Sponsoring Organization for this Event = department, club, or campus
organization who is putting on the event

PN =
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2.2. Enter the Event Description. Then click Next.

Enter additional basic event information.

Event Description

h ¥ oD B L. B 7 YU x x
A~rA~E E E E =E =
Font Family ~ FontSizes ~ = =

F P2 E B 4 o

About This Event: The Jg-Wizard Tournament at Hogwarts
begins with a keynote speech by renowned wizard Professor
Albys Dumbledore and features a stirming performance by
the Hogwarts Toad Choir lead by Professor Elitwick. Visit
the Tri-Wizard Tournament website for more information.

Location/Time: §pm in the Great Hall

VIP seating available for Rayenclaws; contact Professor
at mmegonagall@hogwaris.edy for details.

—v

3

@© Remember that for accessibility:

» URLs should be hyperlinked as text rather than written out (e.g., CSUF
website rather than www.fullerton.edu.)

« Alt text is also required for your images (80 characters max) (e.g., CSUF
Logo)

Need more help with accessibility? View 508 Tips for Content Editors.

Images should not be more than 600-1000px wide and 800px tall for
them to display correctly on the campus calendar.
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2.3. Choose if this is a repeating event or not.

¢ A non-repeating event is one that happens on a single day during a single
timeframe (e.g., Monday June 17th from 9 am - 2 pm). All other events
should be entered as repeating.

o

E Is this a repeating event?
No
This event happens only once.
Any other related events are separate and distinct.
Yes
This event occurs multiple times.
It repeats daily, weekly, monthly, or irregularly {ad hoc).
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2.4. Enter the event date and time details. Then click Next.

()
Tell us WHEN this event takes place. @ 2 H B @ &8

Select the dates and times of the actual event. Event Duration:
2 Hours
o Event Start:
e —
Fri Mar/01/2019 = 8:00 pm 5 |
o Select the Start Date, Start Time,
Event End: - End Date, and End Time for the
Fri Mar/01/2019 10:00 pm event. Please use the ACTUAL

start and end times for events.

e #| The event begins and ends on the same day.
If additional time is needed for

setup, takedown, or for mingling

before or after the event, click on
m m the Pre-Event/Setup and Post-
Event/Takedown editors and add

@ m the appropriate number of minutes

or hours desired.

1. Event Start and Event End: the date of the event or, for repeating events, this
will be the first occurrence of the event.
2. The event begins and ends on the same day: check this box if the event is

on ONE day.
3. Time: enter start and end time of the event.

2.5. Select the resource (calendar) where you want to add this
event. Then click Next.

@© To avoid your event showing up multiple times on the campus calendar,
do NOT choose more than one resource (calendar) for your event. If you
need an event to show up on multiple calendars, please contact
25Live@fullerton.edu to ensure the calendars are set up to avoid the
event showing up twice.
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“ Find and select RESOURCES. @« ®» H B @ @&

¥ Your Starred Resources... Selected Resources

4 calendar-Students- v v &8
# Search by Resource Name... ASI
asi Conflicts: None
Setup Instructions:
Calendar-DIRC-Asian Pac Amer Res Ctr o0
Calendar-Students-ASI oo] p

Avail/Total: ©0

Quantity: | 1 >
@ refresh
Saved Searches...
Advanced Search...
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2.6. Review the details of your event. Select either Draft or
Confirmed as the Event State. Then click Save.

Tri-Wizard Opening Ceremony New Event...

Tri-Wizard Opening Verify or change the EVENT STATE.
Ceremony
Tri-Wizard Tournament Opening
Ceremony [ Draft
Your Location and Resource selections will be saved as
Ceremony/Reception preferences until this event is changed from its Draft state.
Student Life and Leadership Q Set as your default Event State?

About This Event: The Tri-Wizard Tournament at
Hogwarts begins with a keynote speech by... g Tentative

The event is scheduled, but is awaiting Confirmation from its

Wed Sep/05/2018

8:00pm - 10:00pm Schadular.
Calendar-College of Health and o .
e Human Dev ? /] Confirmed
The event is scheduled and confirmed.

4 cCalendar-Students-ASI
[] Draft

Progress...

1. Draft: choose Draft as the Event State if you are not ready to publish the event
on the calendar.

2. Confirmed: Choose Confirmed as the Event State if you are ready to publish
the event on the calendar.

2.7. If you saved your event as Confirmed, the event will show up on
the calendar within 15-20 minutes. You're done!

3. If you saved your event as Draft, change the event state to Confirmed in
order to publish it to your calendar.

¢ View Publishing an Event to a Campus Calendar for more detailed
information.
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3.1. Log in to 25Live and locate the event that you want to publish
and click on it to open it.

View instructions on how to access 25Live.

E‘" Home Ef Event Wizard l [ Events | W Locations & Resources &5 Organizations Tasks D Reports ((l‘ Publisher

Mozilla Firefox and Google Chr_o are the recommended browsers for accessing 25Live.
M’

CSUF Campus Map: Interactive, Printer-Friendly

Dashboard | | Calendar | | Availability

Quick Search (7] [& Find Available Locations {5+ Customize Dashboard @ Help

r N I know WHEN my event should take place -- help me find a o
location! /2 Recently Viewed
k Search Events Go
\1 oR D Tri-Wizard Opening Ceremony

I know WHERE my event should take place -- help me choose

a time!
Go i, Your Starred Events ©
[u] Tri-Wizard Opening Ceremony E’ ﬂr

Tri-Wizard Tournament Opening Ceremony

w, Your Starred Locations ©

W KHS108 & v
e Kinesiology - Room 108 - Lecture
A Your Starred Event Searches () [&] Your Upcoming Events © [7] See when these locations are available
) Calendar-College of the Arts-Music ?2? |E| 1 Event in which you are the Reguestor
li] 1 Event in which you are the Scheduler £, Your starred Resources @
lendar- 3
Your Starred Location Searches © 4cC ColleoclutlealthandHumanloey & v
[JJ Your Event Drafts [[] see when these resources are available

You do not have any Starred Location Searches!
[] 1 Event Draft in which you are the Scheduler

[] 1 Event Draft in which you are the Requestor

A2 Your Starred Resource Searches @

There are several places where you can look up an event in 25Live:

1. Search Events box in the Quick Search

2. Your Starred Event Searches

3. Your Event Drafts

4. Recently Viewed and Your Starred Events
5. Events tab

3.2. Click on the Event State and select Confirmed.

Search For Events | | Pre-Defined Event Searches | | Advanced Event Search | | Tri-Wizard Opening Ceremony

m Tri-Wizard Opening Ceremony Detnils

‘\.._.fﬂ

[& Edit this Event | Event State: Draft ~ | { More Actions...~ | (@) RY

Tentati
Event Details Event Preferenc El entative

Event Name: Tri-Wizard Opening Ceremony ] |§| Confirmed

Event Title: Tri-Wizard Tournament Opening Ceremony Event Occurrénces
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1. At the top right of the Details tab, click on Draft in the Event State field.
2. Select Confirmed.

3.3. The Event State is now Confirmed.

Details

[ Edit this Event | Event State: Confirmed ~ | {3 More Actions... = | () Refresh

3.4. The event should show up automatically on the selected
calendar within about 15-20 minutes. You're done!

Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for
additional assistance with 25Live.
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Adding an Event to a Campus Calendar

This article covers how staff and faculty can add an event to a campus calendar
in 25Live.

¢ Don't have access to add events? Email 25Live@fullerton.edu with the
calendar(s) you need to be able to access.

1. Log in to 25Live.

View instructions on how to access 25Live.

2. Click on Event Wizard.

¢ First time adding an event? Be sure to set up your environment by creating

event and resource searches as well as starring the calendars (resources)

and organizations you use the most frequently.

3 I i e Welcome,
x| CALIFORNIA STATE UNIVERSITY

%% FULLERTON

= Home (x| Events | | i Locations

Mozilla Firefox and Google Chrome are the recomm
accessing 25Live.

CSUF Campus Map: Interactive, Printer-Friendly
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3. Enter the basic event information. Then click Next.

Start by entering the basic event information.

o Event Name
o —

Tri-Wizard Opening Ceremony

<

o Event Title for Published Calendars
o —

Tri-Wizard Tournament Opening Ceremony

o Event Type
e

% v
Calendar - Announcements -

o Sponsoring Organization for this Event
o —

‘ Student Life and Leadership LI ‘

1. Enter the Event Name. You are limited to 40 characters for this field.

2. Enter the Event Title for Published Calendars. This is the name that people will
see on the calendar. You are limited to 120 characters for this field.

3. Select Calendar - Announcements as the Event Type.

4. Enter a search term in the Sponsoring Organization for this Event drop-down
menu to find the appropriate organization for the event. Any starred
organizations should appear at the top of the list after you enter search criteria.

5. Then click Next.

¢ If you do not see the correct sponsoring organization in your drop-down
menu, email 25Live@fullerton.edu.
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4. Enter the Event Description. Then click Next.

Enter additional basic event information.

Event Description

®

-l
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»
4
|
I
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M
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Font Family ~ FontSizes ~
F 2 u B W o

About This Event: The Tn-Wizard Tournament at Hogwarts
begins with a keynote speech by renowned wizard Professor
Albys Dumbledore and features a stirming performance by
the Hogwarts Toad Choir lead by Professor Elitwick. Visit
the Tri-Wizard Tournament website for more information.

Location/Time: §pm in the Great Hall

VIP seating available for Rayenclaws; contact Professor
a3 @hogwarts,edy for details.

Images should not be more than 600-1000px wide and 800px tall for them

to display correctly on the campus calendar. Alt text is also required for your
images (80 characters max).

@© Remember that for accessibility, your URLs should be hyperlinked as text

rather than written out. For example, you should enter CSUF website rather
than www.fullerton.edu.

Need more help with accessibility? View 508 Tips for Content Editors.

Your event description should contain all of the essential information that people
need to know about your event including the time, location, ticket information, and
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details about the event. All of the information that you include in the description will
be searchable on the calendar.

It is highly recommended that you use the default font type and size and only use
bold and/or italics to emphasize content. This ensures that your content is
accessible and appears cleanly on the campus calendar website.

You can add a hyperlink to a webpage on your website if you would like to have a
more colorful/creative advertisement for the event.

You may add a linked image to be displayed in the event information, but if your
image contains details of the event (i.e., it's a flyer or advertisement for your event),
all of those details need to be reproduced as text in the event description to meet
accessibility requirements.

5. Choose if this is a repeating event or not.

[
Is this a repeating event?

No

This event happens only once.

Any other related events are separate and distinct.

Yes

This event occurs multiple times.

It repeats daily, weekly, monthly, or irregularly (ad hoc).

If your event takes place over the course of several days, you may want to add it as a
repeating event. For example, if your event occurs on Friday, Saturday, and Sunday
from 9 am - 2 pm, you may want to add it as a repeating event.
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6. Enter the event date and time details. Then click Next.

(L]
Tell us WHEN this event takes place.

Select the dates and times of the actual event.
o Event Start:
o —
Fri Mar/01/2019 = 8:00 pm
Event End: e
o
Fri Mar/01/2019 10:00 pm

e #| The event beains and ends on the same day.
oy

@« » | B @ 8

o Event Duration:

2 Hours

Select the Starr Dare, Start Time,
End 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 after the event, click on
the Pre-Event/Setup and Post-
Event/Takedown editors and add
the appropriate number of minutes
or hours desired.

i

For multi-day events, 25Live considers the event ongoing between the start
and end dates. For example, if your event starts on Friday at 8 pm and ends
at 1 pm on Sunday, 25Live will mark the event as continuous from 8 pm on

Friday through 1 pm on Sunday.

If your event is multi-day but only at specific times on each day (e.g., 9am - 2
pm on Friday, Saturday, and Sunday), then you should enter the event as a
repeating event rather than a multi-day event for clarity.

1. Select the Event Start and Event End date. For repeating events, this will be the

first occurrence of the event.

Enter the start and end time for the event.

AN

times for the event.

Use the checkbox to indicate if this is a multi-day event.
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5. Click Next.

7. Select the resource (calendar) where you want to add this
event. Then click Next.

@© To avoid your event showing up multiple times on the campus calendar, do
NOT choose more than one resource (calendar) for your event. If you need

an event to show up on multiple calendars, please contact
25Live@fullerton.edu to ensure the calendars are set up to avoid the event

showing up twice.

“ Find and select RESOURCES. @« » H B @ @a
o ¥ Your Starred Resources... o Selected Resources
o~ e
e . 4 calendar-Students- v i 8
@]
#' Search by Resource Name...
\ Y ASI
asi Conflicts: None
Setup Instructions:
Calendar-DIRC-Asian Pac Amer Res Ctr ]
Calendar-Students-ASI oo p
Avail/Total: co
Quantity: 1 -
@ refrest
Saved Searches...
S
Advanced Search...
[ <5ack e »

1. If you have starred calendars, you can click on one from the Your Starred

Resources to add it as a resource.
2. Use the Search by Resource Name to search for a calendar; click on a calendar to

add it as a resource.
3. Access Saved Searches or Advanced Search to access more complex searches to

find a calendar.
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4. Double check that the calendar that you want to add the event to is listed in
Selected Resources before continuing. Click the red x next to a calendar to

remove it from the resources.
5. Click Next.

8. Review the details of your event. Select either Draft or

Confirmed as the Event State. Then click Save.

Tri-Wizard Opening Ceremony New Event...

4 cCalendar-College of Health and
Human Dev

g ] Confirmed

The event is scheduled and confirmed.

4 cCalendar-Students-ASI

[-] Draft

Progress...

Tri-Wizard Opening Verify or change the EVENT STATE.

Ceremony

Tri-Wizard Tournament Opening

Ceremony [ Draft

o Your Lecation and Resource selections will be saved as

Ceremony/Reception " preferences until this event is changed from its Draft state.
Student Life and Leadership 9 SeCashvibieiau LB ptSeated
About This Event: The Tri-Wizard Tournament at
Hogwarts begins with a keynote speech by... E] Tentative
Wed SEPf 05/2018 The event is scheduled, but is awaiting Confirmation from its
8:00pm - 10:00pm Scheduler.

1. Review the details of your event on the left.

2. Choose Draft as the Event State if you are not ready to publish the event on the

calendar.

3. Choose Confirmed as the Event State if you are ready to publish the event on the

calendar.
4. Click Save.
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INFORMATION TECHNOLOGY

9. You will see a confirmation that the event was saved.

This event has been successfully saved. Close [

Here's Some Information About Your Event

& Resources Saved as Event Preferences

Resource ‘Calendar-College of Health and Human Dev’ was removed from Sep/05/2018 and converted to a preference.
Resource "Calendar-Students-ASIT was removed from Sep/05/2018 and converted to a preference.

What's Next? More Event Options
| View Details | View the Event Details page for this @ Print Confirmation Create "To Do
event. The full range of actions are
available to you from there. ::w Manage Relationships
| Edit | Meed to make some more edits to this & Manage Bindings
event? Click this button to start editing.
A" Take Ownership of this Event
Create a copy of this event with many
| Copy | event details duplicated. Go through Add to Starred?
each field of the new event to venfy the
details you want to retain and resolve
any possible conflicts.
| Email | Email the details of this event to its
stakeholders or anyone else.
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10. If you saved your event as Confirmed, the event will show
up on the calendar within 15-20 minutes.

Division of Information Technology O SITE @ CSUF

CSUF Calendar

Academic Calendar

Current Campus Events

Current Events -
Filter Events
Wednesday, September 05 er Eve

Student Calendar a Al Jan Feb Mar Apr May Jun
T Living with Clay: California Ceramics Collections Jul Aug Sep Bct Nov Dec
12-4pm  Show Details Sepember 2018
Arboretum
Tri-Wizard Tournament Opening Ceremony i Ll e

Athleti [+] Ao :
(i 8- 10pm  Hide Details 26 [a7) [22] [zs] [0] 80 o]

College of the Arts a About This Event: The Tri-Wizard Tourn s begins with a keynote speech by renowned o2 o3 04 [o5) (o5 o7 [og)

wizard Professor Albus Dumbledore ar ing performance by the Hogwarts Toad Choir lead o [ [ [ [ m

College of Communications by Professor Flitwick. Visit the Tr <bsite for more information. ke ) L L to

N Location/Time: 8pm in the Great Hall 6 [17] [18) [19] [z] 21 (22

College of Education e —

VIP seating available for Ravenclaws; contact Professor McGonagall at mmegonsgall phogwarts edu for 2 [a) [29) 2] (7] @ [z

College of Engineering and details. [ea] Hor [ (o2 [os] S{os o5 [ os]
Computer Science e

College of Health and Human
Development

College of Humanities and
Social Sciences

College of Natural Sciences
and Mathematics

Mihaylo [+]
College of Business

Faculty & Staff +]

CSUF Irvine Center
Organization: Student Life and Leadership

oLul Organizer: mmcgonazall @ fullerton cdu
Categories: Featured Evenl, Non-academic Evenl

You may need to use the calendar on the right to select the day of the event so you
can see your event on the calendar.

If your event does not show up after 30 minutes, please email 25Live@fullerton.edu
for assistance.

11. If you saved your event as Draft, you will need to return
to 25Live and confirm the event to publish it to the
calendar(s).

View instructions on publishing an event.

Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for
additional assistance with 25Live.
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Publishing an Event to a Campus Calendar

This article covers how users can publish an event in 25Live to campus
calendar(s) after they saved it as a draft.

This article assumes that you have already added the event to 25Live and

saved it as a draft.

1. Log in to 25Live.

View instructions on how to access 25Live.

2. Locate the event that you want to publish and click on it to
open it.

' Home @ Event Wizard l [ Events l W Locations & Resources £ Organizations Tasks B Reports ((l‘ Publisher

Mozilla Firefox and Google Chr_g are the recommended browsers for accessing 25Live.

CSUF Campus Map: Interactive, Printer-Friendly
Dashboard | | Calendar | | Availability

@ Customize Dashboard @ Help

Quick Search @ | Find Available Locations

r I know WHEN my event should take place -- help me find a o
locatiant 2 Recently Viewed
A L Search Events Go -
\—’( OR D Tri-Wizard Opening Ceremony

I know WHERE my event should take place -- help me choose

a time!
Go i¢y Your Starred Events ©
[u] Tri-Wizard Opening Ceremony & ¥
Tri-Wizard Tournament Opening Ceremony
Go

— W Your Starred Locations ©
W KHS108 & ¥
o Kinesiclogy - Room 108 - Lecture
4 Your Starred Event Searches () [w] Your Upcoming Events © [7] See when these logations are available
Ig Calendar-College of the Arts-Music ?ﬁf |E| 1 Event in which you are the Reguestor
II_‘| 1 Event in which you are the Scheduler e{ Vi Bl FesTinees @
p Your Starred Location Searches @ = 4 Calendar-College of Health and Human Dev Q ﬂf
You do not have any Starred Location Searches! D VT (B DIElE [0 See when these resources are available
|:| 1 Event Draft in which you are the Scheduler
[c] 1 Event Draft in which you are the Requestor
A Your Starred Resource Searches (]
Page 57
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There are several places where you can look up an event in 25Live:

1. Use the Search Events box in the Quick Search.

2. If you have created and starred an event search for your calendar(s), you can
access it under Your Starred Event Searches.

3. Your Event Drafts will have access to all of the events that you have scheduled
and/or requested that are in draft status.

4. Recently Viewed and Your Starred Events will show any events that you recently
access or starred.

5. The Events tab will allow you to search for events or create event searches.

3. Click on the Event State and select Confirmed.

Search For Events | | Pre-Defined Event Searches | | Advanced Event Search | | Tri-Wizard Opening Ceremony
A | Tri-Wizard Opening Ceremony Details
- S
[& Edit this Event | Event State: Draft ~ | {3} More Actions...~ | (f) RY
Event Details Event Preferenc M Tentative
Event Name: Tri-Wizard Opening Ceremony g] Confirmed
Event Title: Tri-Wizard Tournament Opening Ceremony Event Occurrénces

1. At the top right of the Details tab, click on Draft in the Event State field.
2. Select Confirmed.

4. The Event State is now Confirmed.

Details

E’ Edit this Event | Event State: Confirmed - {é} More Actions... ~ @ Refresh
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5. The event should show up automatically on the selected
calendar(s) within about 15-20 minutes.

ALIFORNIA STATE UNIVERSITY, FULLERTON »

Division of Information Technology

CSUF Calendar

Academic Calendar

Current Campus Events
Current Events
Wednesday, September 05

College of Health and Human
Development

College of Humanities and
Social Sciences

College of Natural Sciences
and Mathematics

Mihaylo [+]
College of Business

Faculty & Staff +]

CSUF Irvine Center
Organization: Student Life and Leadership
Organizer: mmcgonazall @ fullerton cdu

Categories: Featured Evenl, Non-academic Event

oL

Student Calendar a Al Jan Feb Mar Apr May Jun
Yo Living with Clay: California Ceramics Collections Jul Aug Sep Bct Nov Dec
Alumni
12-4pm | Show Details September 2018
Arboretum
. Su Mo Tu We Th Fr Sa
Tri-Wizard Tournament Opening Ceremony ° c
Athletics = ™ y
5~ 0pm e Dt G ooc [d
College of the Arts a About This Event: The Tri-Wizard Tournament at Hogwarts begins with a keynote speech by renowned oz o3 o4 o5 o o7 [og]
wizard Professor Albus Dumbledare and features a stirring performance by the Hogwarts Toad Choir lead . —
. e oo [10] [11] [12) [1g] 14 [ig]
College of Communications by Professor Flitwick. Visit the Tri-Wizard Tournament website for more information. — U —
N Location/Time: 8pm in the Great Hall - ﬂ U _aJ ‘_ o El
College of Education e -
VIP seating available for Ravenclaws; contact Professor McGonagall at mmegonagall @hogwars.edu for 3 [ 29 [z8) o) s [29)
College of Engineering and detakl 20) Hor]o2)[oa][oe] [os] oe]
Computer Science Search

O SITE @ CSUF

Filter Events

You may need to use the calendar on the right to select the day of the event so you

can see your event on the calendar.

If your event does not show up after 30 minutes, please email 25Live@fullerton.edu

for assistance.

Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for

additional assistance with 25Live.
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Canceling or Deleting an Event on a Campus
Calendar

This article covers how authorized users can cancel an event published on a
campus calendar, cancel a one or more occurrences of a repeating event that
has been published, or delete an event that has been saved as a draft in 25Live.

These instructions assume you have already added the event to 25Live and
either saved it as a draft or published it.

1. Log in to 25Live.

View instructions on how to access 25Live.
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2. Locate the event you want to cancel/delete in 25Live and

click on it to open it.

CSUF Campus Map: Interactive, Printer-Friendly

Your Starred Event Searches
E Calendar-College of the Arts-Music

» QUir'o*‘arch )
©

Your Starred Location Searches

You do not have any Starred Location Searches!

Your Starred Resource Searches

©

Meozilla Firefox and Google Chrome are the recommended browsers for accessing 25Live.

[& Find Available Locations

I know WHEN my event should take place -- help me find a
location!

OR

I know WHERE my event should take place -- help me choose

a time!

(2)

[v] Your Upcoming Events ©

Create an Event |

[s] 1 Event in which you are the Requestor

|E| 1 Event in which you are the Scheduler

[] Your Event Drafts ©

|:| 1 Event Draft in which you are the Scheduler

|:| 1 Event Draft in which you are the Requestar

' Home B’ Event Wiza_o‘ [&] Events l W Locations & Resources £ Organizations Tasks E) Reports ((l‘ Publisher

Dashboard | | Calendar

@ Customize Dashboard

B Recently Viewed

B Tri-Wizard Opening Ceremony

i¢y Your Starred Events

D Tri-Wizard Opening Ceremony
Tri-Wizard Tournament Opening Ceremony

Availability

@ Help

W, Your Starred Locations

W KHS108
Kinesiology - Room 108 - Lecture

[] See when these locations are available

&, Your Starred Resources

4 calendar-College of Health and Human Dev

[7] 5ee when these resources are available

There are several places where you can look up an event in 25Live:

1. Use the Search Events box in the Quick Search.
2. If you have created and starred an event search for your calendar(s), you can
access it under Your Starred Event Searches.
3. Your Upcoming Events will have access to all of the events that you have
scheduled and/or requested; Your Event Drafts will have all of the events that
you have scheduled/requested that are saved as drafts.
4. Recently Viewed and Your Starred Events will show any events that you recently

access or starred.

5. The Events tab will allow you to search for events or create event searches.

Canceling an Event

Once an event has been saved as confirmed and published to a campus calendar,
you should edit the event information to indicate the event has been canceled so the
cancellation information appears on the campus calendar(s).
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However, if you need to have a published event deleted from 25Live, email
25Live@fullerton.edu.

1. Click Edit this Event.

Search For Events | | Pre-Defined Event Searches | | Advanced Event Search | | Tri-Wizard Closing Ceremony

Tri-Wizard Closing Ceremony Details
Event State: Confirmed ~ | {3} More 4

Event Details

Event Name: Tri-Wizard Closing Ceremony

Event Title: Tri-Wizard Tournament Closing Ceremony

2. Add the word CANCELED to the Event Title for Published
Calendars field. Then click Next.

Start by entering the basic event information.
Event Name
Tri-Wizard Closing Ceremony v
Event Title for Published Calendars
CANCELED Tri-Wizard Tournament Closing Cel
Event Type
e v
Calendar - Announcements M
Sponsoring Organization for this Event
Student Life and Leadership LI v
—
Next »
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¢ You may also enter "CANCELED" in front of the Event Name, although you

may not have enough characters to be able to do so.

Enter the word "CANCELED" at the beginning of the Event Title for Published

Calendars.

2. Click Next.

Edit additional basic event information.

Event Description

p-]
a4
»
a4
|
i
Il
M
it ml -

Font Family ~ FontSizes ~
&£ 2 BE o

il

**PLEASE NOTE THAT THIS EVENT HAS BEEN
CANCELED DUE TO A TROLL TN THE DUNGEON**

About This Event: This is the closing ceremony of the Trj-
Wizard Tournament. It will be a joyous event marred by
unspeakable tragedy. Expect heavily quotable speech by
Headmaster Dumbledore about bravery,

Time/Location: 10 pm in the Great Hall

VIP seating available for Ravenclaws; contact Professor
lMcGanagall at mmdionagall@hoawarts.edu for details.

o
o (&)

b
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3. Add a notation at the top of the Event Description indicating that
the event has been canceled. Then click Save.
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4. You're done! Within 20 minutes, the updated event information
should appear on the campus calendar(s).

5. After the event date has passed, you can return to 25Live and
change the Event State to Cancelled if you wish.

¢ This is not a necessary step but if you wish to remove a canceled event from
the campus calendars, we recommend you only do so after the event date
has passed.

Search For Events | | Pre-Defined Event Searches | | Advanced Event Search | | Tri-Wizard Closing Ceremony | | Tri-Wizard Tas

m Tri-Wizard Tasks Details o

E’ Edit this Event | Event State: Confirmed v\—@} More Actions... ¥

| %] C [led
Event Details o d Bncele
Event Name: Tri-Wizard Tasks

Event Title: Tri-Wizard Tournament Task Completion

Event Type: Competition/Performance

1. After the event date has passed, you can return to the Event information screen
and click on the Event State drop-down menu.
2. Select Cancelled.

Within 20 minutes, the event will be removed from the campus calendar(s).

Canceling a Single Occurrence of an Event

Once a repeating event has been saved as confirmed and published to a campus
calendar, you should edit the event information to indicate when one or more
occurrences have been canceled so the cancellation information appears on the
campus calendar(s).
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1. Click Edit this Event.

Search For Events

Event Name:
Ewvent Title:
Event Type:

Reference:
State:

Pre-Defined Event Searches

m Tri-Wizard Tasks

Tri-Wizard Tasks

Tri-Wizard Tournament Task Completion

Competition/Performance

2018-ABSDTG
Confirmed

Advanced Event Search | | Tri-Wizard Tasks

Details

Event State: Confirmed -

Event Details

2. Use the Repeats link on the left to jump to the Repeating screen.
Or use the Next button to move to the Repeats screen.

Tri-Wizard Tasks | | New Event...

Tri-Wizard Tasks

Tri-Wizard Tournament
Task Completion

This reservation wizard is
designed to collect the
information nesded to schedule
an event.

Please be as detailed as possible
when submitting this
information.

*All requests are subject to
approval®

Competition/Performance
Student Life and Leadership

Join us as the selected Tri-Wizard
champions from each wizarding school
compete in three...

Sat Jul/28/2018
2:00pm - 4:00pm
' Repeats on 8/25, 9,’29) /i
4 Calendar-College of the Arts

All Occurrences

[\ confirmed  ID: 2018-ABSDTG

Edit the basic event information.

Event Name

Tri-Wizard Tasks

Event Title for Published Calendars

Tri-Wizard Tournament Task Completion
Event Type

Competition/Performance

Sponsoring Organization for this Event

Student Life and Leadership x v
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1. Click on the Repeats link on the left to jump to the Add/Remove/Edit Repeat
Occurrences screen.

2. Or click Next until you reach the Add/Remove/Edit Repeat Occurrences screen.

3. For each occurrence that you want to cancel, type CANCELED in
the Comments field. Then click Save.

@
Describe how this event REPEATS.

Ad Hoc Repeats v

Click on any date to add it to the Occurrence List.

Sat May/25/2019

< May 2019 >

Sun Mon Tue Wed Thu Fri Sat
1 2z 3 4

5 & | 7 8 s 10 11
12 13 | 14 15 16 17 18

19 20 21 22 23 24 a

26 27 28 29 30 31

ccur,
Date Col ks s
Fri Mar/01/2019 o 4 [active v

Sat Mar/02/2018 **CANCELED; this Active v

Sat Apr/27/2019

Sat May/25/2019

Do NOT change the Status to Cancelled as this will remove the occurrence

from the campus calendar(s) completely rather than providing cancellation
information.

1. Enter cancellation information in the Comments field for each occurrence that
you want to mark as canceled.
2. Then click Save.
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5. After the event date has passed, you can return to 25Live and
change the Status of the canceled occurrence(s) to Cancelled if you
wish.

4. You're done! Within 20 minutes, the updated event information
should appear on the campus calendar(s).

¢ This is not a necessary step but if you wish to remove a canceled occurrence
from the campus calendars, we recommend you only do so after the event

date has passed.

Status field.

@
Add, remove or edit repeat occurrences.

Ad Hoc Repeats v

Click on any date to add it to the Occurrence List

Sat May/25/2019

3333333
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1. After the event date has passed, you can return to the Add/Remove/Edit Repeat
Occurrences screen to mark the canceled occurrence(s) as Cancelled in the

2. When you click Save, the canceled occurrences will no longer appear on any of
the campus calendar(s) although they will be in 25Live.
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Deleting a Draft/Tentative Event

Events that are saved as draft or tentative can be deleted by authorized users.

1. Click on the More Actions drop-down menu and select Delete This

Event.

Event Name: Tri-Wizard Opening Ceremony

Event Title: Tri-Wizard Tournament Opening Ceremony
Event Type: Ceremony/Reception

Reference: 2018-ABSDTF

State: Draft

Organization: l_;J Student Life and Leadership
Scheduler: -.L}J McGonagall, Minerva

Requestor: ».L\‘) McGonagall, Minerva

Event Categories: e« Featured Event
* Non-academic Event

Head Count: 0 expected 0 registered

Description:

Location/Time: 8pm in the Great Hall

About This Event: The Tri-Wizard Tournament at Hogwarts begins with a keynote
the Hogwarts Toad Choir lead by Professor Flitwick. Visit the Tri-Wizard Tournamen

VIP seating available for Ravenclaws; contact Professor McGonagall at mmcgonaga

Search For Events | | Pre-Defined Event Searches | | Advanced Event Search | | Tri-Wizard Opening Ceremony

m Tri-Wizard Opening Ceremony Details

@ Edit this Event | Event State: Draft - I.{‘::‘} More Actions... ~ l Ei Refresh

'ﬂi’ Starred (Remowve from Starred?)
Copy this Event

<aw Manage Related Events

ﬁ Manage Bindings

oLE Delete this Event ]

Create "To Do” Task

3 Email Event Details
I:(l- Send this Event to the 25Live Publisher
[& Print a Report for this Event

"J Subscribe to this Event

1

=l Make "Details” my default view when loading individual Events

B stirring perform

1. At the top right of the Details tab, click on More Actions...

2. Select Delete this Event.

2. Click OK to confirm you want to delete the event.

Delete this event?

3]

25live.collegenet.com says

g e
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3. You're done! The event no longer appears in 25Live.

Deleting a Confirmed/Published Event

Only the 25Live administrator can delete events that have been confirmed/
published. You can change the event state to "cancelled" in order to remove it from
the published calendar, but you will then need to email 25Live@fullerton.edu to
have the event deleted from 25Live.

You should only delete confirmed/published events in 25Live that are
duplicates.

You should NOT delete published events in 25Live when the event has been
canceled. Use the steps above under Canceling an Event to update the event
information to indicate it has been canceled.

1. Click on the Event State drop-down menu and select Cancelled.

m Tri-Wizard Task One Details

E’ Edit this Eol Event State: Confirmed - {:E“} More Actions...

:
Event Deta'o [x] Cancelled

Event Name: Tri-Wizard Task One [] Draft
Event Title: Tri-Wizard Tournament Task One

Event Type: Calendar - Announcements

Reference: 2013-ABSFQT

State: Confirmed

1. Click on the Event State drop-down menu.
2. Select Cancelled.

2. A pop-up window will ask you to confirm you want to cancel the
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event. Click OK.

25live.collegenet.com says

Warning: Saving an event in the Cancelled state releases any location
and resource assignments. Only users with the required security
permissions may edit an event that has been cancelled

Do you still want to change the event state?

3. Once the event is canceled, email 25Live@fullerton.edu with the

event details and ask them to delete the event from 25Live.

Search For Events | | Pre-Defined Event Searches | | Advanced Event Search | | Tri-Wizard Task One

m Tri-Wizard Task One Details

[& Edit this Event | Event State: CANCELLED ~ | {3 Md

Event Details

Event Name: Tri-Wizard Task One

Event Title: Tri-Wizard Tournament Task One
Event Type: Calendar - &nnouncements
Reference: 2018-ABSFQT

State: CANCELLED

Organization: L_'_,, Student Life and Leadership

Email 25Live@fullerton.edu with the event details and ask them to delete the ev
from 25Live.
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Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for
additional assistance with 25Live.
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25Live Express & Pro
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Accessing 25Live (Express and Pro Version)

This article covers how campus faculty, staff, and students can access 25Live, the
campus calendar and room scheduling application.

¢ Mozilla Firefox and Google Chrome are the recommended browsers for
25Live.

Who has access to 25Live?

All campus students, faculty, and staff have view-only access to the 25Live public
calendars and can access 25Live to view them.

To get access to advanced features such as adding events to a campus calendar,
please email 25Live@fullerton.edu.

25Live Express vs 25Live Pro

By default, users with access to create calendar events or room reservations will see
the 25Live Express dashboard. This is a simplified user interface that allows users to
quickly and easily create and view events.

25Live Pro is a more complex dashboard for power users. This user interface
contains more features and options than 25Live Express. It's recommended that if
you add images to your calendar events or request General Use Classrooms, you
should use the 25Live Pro dashboard.
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Accessing 25Live

Accessing 25Live from the campus portal

1. Log in to the campus portal.

View instructions on how to log in to the campus portal.

2. Click on the 25Live link in the portal.

1. Click on More Apps in the left menu in the portal to find the 25Live link.

CALIFORNIA STATE UNIVERSIT?

E Search apps, people, classes & web

Apps Favorites History  iTuffy

¢+ Default Apps

in  Academic Advising Student vy

2. Oryou can enter "25Live" into the portal app search.
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3. By default, you are signed in to 25Live Express. Make a selection
fro this dashboard or click 25Live Pro to access the power user
dashboard.

¢ If you add images to your calendar events or request General Use
Classrooms, it's recommended that you use 25Live Pro.

@ CALIFORNIA STATE UNIVERSITY . Create an B t . Tasks @ Hel —
¥ reate an cven Si —_—
FULLERTON P
g See Available
Locations
o
2 Create an . Search for
Event Events
o : &
See Available == Search for
Resources Organizations

e 25Live Pro l Privacy Policy « What's New
p—
© 2015 - 2019

CollegeMET, Inc

1. Make a selection from the 25Live Express dashboard.
2. Click 25Live Pro to access the power user dashboard.
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3.1. Power users can make a selection from the 25Live Pro dashboard.

= @5Live Pro [ Event Wizard

(], Ouick Search Sl # Find Bvailable Locations

I know WHEMN iy event should take place
hiedp e find a bocation!

OR

k] Search Events

W Search Locations
1 know WHERE my svent should take place

dp Search Resources hedp me choose a timed

o o o0 p

o Search Drganzations

E Create an Event
Q Your Starred Event Searches ~

You do mat have any Starred Event Saarches!

L Your Upcoming Events

1, Your Starred Location Searches ~ Wou ara not associated with any upcoming
evants
You do nat have any Starred Lacation
Saarchas!
L. Your Event Drafts
(), ¥our Starred Resource Searches - W] Mo Event Drafts in which yau are tha
Scheduler
You do mat have any Starred Resource N
Searches! k| Mo Event Drafts in which wau are the
Reguestor
Your Starred Reports ~
P Tazks
You do nat have any Starred Reports! ‘fous hawe Mo Tasks on Today's Aganda

‘| O Dutstarding Tasks

1 0 Flagged Tasks

l- Your Starred Evenlts

= Tasks  Lorien Arthur-Carmichaal

Wald da not have any Stamed Events!

Throwghout this site you can mark any Event

a2 "Starred” by clicking its

Q Wour Starred Locations

ﬁ MHO4
MeCarthy Hall - Reom 044
Computer Lab

g FLRI13D
Paollak Libeary Marth - Roos
Library Special Insfruct.

@ PLNZO3

ican,

130 -

Pallak Library North - Rogm 305

ibrary Teaching Lak

@ PLhazo

Pallak Library Marth - Foes

Cormgubes [ab

W PLSEET

420 -

Pallak Library Sowth - Room 237

ATC Confarence Room

@ PLs2iE

238 -

Pallak Library Sowth - Room 238

ATC Classioom

W FLS240
Pallack Library &
Library Spacia

auth - Ream 240
nstructan

Accessing 25Live with direct links

1. Use the direct links below to access 25Live Express or 25Live Pro.

25Live Express direct link
25Live Pro direct link
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2. If prompted, enter your campus username and password. Then
click Login.

Login to CSUF Portal
Username

harry.potter

Password

Login

Need help logging in?

3. You're now in 25Live Express or 25Live Pro.
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Switching between 25Live Express and 25Live Pro

1. To switch to 25Live Pro, click 25Live Pro on the 25Live Express
homepage.

»

See Available
Locations

Ty
Create an h
Event

Search for
Events

id

See Available =
Resources

Search for
Organizations

25Live Pro - Privacy Policy « What's New

£ 2015 - 2017 CollegeMNET, Inc.
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2. To go back to 25Live Express, click on the More menu in 25Live
Pro.

| CALITORNIA STATE UNIVERSITY 1 25Live Pro [ EventWizard [Z] Tasks Lorien Arthur-Carmichael == More
FULLERTON = © &
Nothing recently viewed $ (@Hep
Q Quick Search ~ [/ Find Available Locations [\] Your Starred Events ~
@ Search Events Q | rnow W:IfN myﬁevsntlshoil.d t?ke You do not have any Starred Events!
ace -- help me find a location!
. . Throughout this site you can mark
@ Search Locations Q OR any Event as "Starred” by clicking its
| know WHERE my event should take -leon.
4 Search Resources Q place - help me choose a time!
2, Search Organizations Q @ Your Starred Locations ~
@ MH044 ETE g
n/ Create an Event McCarthy Hall - Room 044 -
| O Your Starred Event ~ Computer Lab
3. Then select 25Live Scheduling.
F1 Home: 25Live Pro
L
List
Calendar
Availability
Search
Reports
Publisher
25Live Scheduling
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Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for
additional assistance with 25Live.
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25Live Express: Adding a Calendar Event

This article covers how to add a calendar event to campus calendars using the
25Live Express dashboard.

¢ Don't have access to add events? Email 25Live@fullerton.edu with the
calendar(s) you need to be able to access.

1. Log in to 25Live.

View instructions on how to access 25Live.

2. Click Create an Event.

g See Available
Locations
|8
/ Create an o Search for
Event Events
See Available == Search for
Resources Organizations

3. Enter the Event Name and Event Title for Published

25Live // Downloaded: 10-28-2019 // Disclaimer: This document is only valid as of the day/time when it is Page 81
downloaded. Please view the original web document for the current version.


mailto:25Live@fullerton.edu

Calendars.

Tri-Wizard Opening Ceremony
Tri-Wizard Tournament Opening Ceremony

-_/E

Tue Sep/24/2019
12:00 pm - 1:00 pm

Resaurces

Draft

This reservation wizard is designed to collect the information needed to schedule
an event.

Please be as detailed as possible when submitting this information.

=all requests are subject to approval™

Event Name

Please enter a name that clearly describes the event.

(40 characters maximum)

g Tri-Wizard Opening Ceremony

Event Title for Published Calendars

The Event Title will replace the Event Name (above)
on all published calendars on the C8U, Fullerton
website.

Grammar, punctuation, and clarity matter!

(120 characters maximum)

o Tri-Wizard Tournament Opening Ceremony
—

1. Enter the Event Name. You are limited to 40 characters for this field.
2. Enter the Event Title for Published Calendars. This is the name that people will

see on the calendar. You are limited to 120 characters for this field.
3. Scroll down to continue entering information or use the event information on the

left to jump to a field.
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4. Enter the Event Type and Sponsoring Organization for this

Event.

(1)

Event Type
Select the Evenr Type that best describes the event.

Note: Changing the Event Type may update
selections for the following: Custom Attributes,
Categories, Contact Roles, Requirements, Publish to
Calendar.

Calendar - Announcements W~ v
Sponsoring Organization for this Event
Select the Organization responsible for the event
from the list of favorite organizations, or search by
organization name.
Note: If the search does not return the expected
result, try limiting the search term to a key word in the
organization name.
— ‘ IT- TS % v | v

1. Select Calendar - Announcements as the Event Type.
2. Enter a search term in the Sponsoring Organization for this Event drop-down

menu to find the appropriate organization for the event. Any starred

organizations should appear at the top of the list after you enter search criteria.

¢ If you do not see the correct sponsoring organization in your drop-down

menu, email 25Live@fullerton.edu.
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5. Enter the Event Description.

¢ Note that in 25Live Express you cannot add images to your event description,
but you can add hyperlinks.

Event Description v

Enter additional information about the event here. This
information will appear in the 25Live event detail view.

Note: This information will also be displayed on
published calendars.
Grammar, punctuation, and clarity matter!

B 7 Y A~
Font Family ~ FontSizes =~

il
R
il

T —
- —
 p— -—

About This Event: The Tri-Wizard Tournament at Hogwarts
begins with a keynote speech by renowned wizard Professor
Albus Dumbledore and features a stirring performance by
the Hogwarts Toad Choir lead by Professor Elitwick. Visit the
Tr-Wizard Teurnament website for more infermation.

Time/Location: §pm in the Great Hall

WIP seating available for Ravenclaws; contact Professaor
at mmeaonagall@hogwaris edy for details.

@© Remember that for accessibility, your URLs should be hyperlinked as text
rather than written out. For example, you should enter CSUF website rather
than www.fullerton.edu.

Need more help with accessibility? View 508 Tips for Content Editors.

Your event description should contain all of the essential information that people
need to know about your event including the time, location, ticket information, and
details about the event. All of the information that you include in the description will
be searchable on the calendar.

25Live // Downloaded: 10-28-2019 // Disclaimer: This document is only valid as of the day/time when it is Page 84
downloaded. Please view the original web document for the current version.


http://www.fullerton.edu/
http://www.fullerton.edu/
http://www.fullerton.edu/OUV4Help/practices/508.php

It is highly recommended that you use the default font type and size and only use
bold and/or italics to emphasize content. This ensures that your content is
accessible and appears cleanly on the campus calendar website.

You can add a hyperlink to a webpage on your website if you would like to have a
more colorful/creative advertisement for the event.

5.1. You may want to add a return before the content of your Event
Description to improve the way the details appear on the campus

calendar.

Event Description

Enter additional information about the event here. This
information will appear in the 25Live event detail view.

Note: This information will also be displayed on
published calendars.
Grammar, punctuation, and clarity matterl

B 7 Y A~
Font Family ~ FontSizes ~

-—
E— a—
3= a—

About This Event: The Irj-Wizard Tournament at Hogwarts
begins with a keynote speech by renowned wizard Professor
Albys Dumbledore and features a stirring performance by
the Hogwarts Toad Choir lead by Professor Elitwigk. Visit the
In-Wizard Tournament website for more information.

Time/Location: Spm in the Great Hall

VIP seating available for Rayenglaws; contact Professor
at mmegonagall®hogwarts,edy for details.

4
1%

@ (Library Exhibit) History in Our Genes: Human DNA

p—

On exhibition April 17- September 25, 2019, in the East & West Terraces, 2nd Floor South

A scholarly interdisciplinary look at what DNA can tell us about human and family his

The CURATORS

Colleen Greene, MLIS, is currently the Marketing Librarian for the Pollak Library, and is

Literacy Librarian.

Robert Tomaszewski, Ph.D., MISt, is the Science & Engineering Librarian at the Pollak

ABOUT THE EXHIBIT

This exhibition explains the biclogical concepts of human DNA, the patterns by which
the clues found in our DNA that allow scientists and researchers to plot the path of ht

Visit the exhibit web page for full details.

i A Place for Everything, and Everything in Its Place

Noon to 4 pm  Hide Details

\-._/E

EXHIBITION DATES September 7 — December 7, 2019
MEMBERS WALKTHROUGH Saturday, September 7, 2-3 PM

PUBLIC RECEPTION Saturday, September 7, 3-5 PM

1. You may want to add a return before the content of your Event Description to
improve the way the details appear on the campus calendar.
2. This example shows no return before the Event Description when Show Details is

selected.

3. This example shows a return before the Event Description when Show Details is

selected.
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6. Enter the event date and time details.

AN

25Live // Downloaded: 10-28-2019 // Disclaimer: This document is only valid as of the day/time when it is

Date and Time

Select the Start Dare, Start Time, End 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 after the event, click on the Pre-
Event/Setup and Post-Event/Takedown editors and
add the appropniate number of minutes or hours
desired.

Select the dates and times of the actual event.

Fri Sep/27/2019 B 1:00 pm
Event End: g

Fri Sep/27/201¢ 3:00 pm
e #| The event begins and ends on the same day:.
o —"g

o Event Duration: 2 Hours
S’

For multi-day events, 25Live considers the event ongoing between the start
and end dates. For example, if your event starts on Friday at 8 pm and ends
at 1 pm on Sunday, 25Live will mark the event as continuous from 8 pm on
Friday through 1 pm on Sunday.

If your event is multi-day but only at specific times on each day (e.g., 9 am - 2
pm on Friday, Saturday, and Sunday), then you should enter the event as a

repeating event rather than a multi-day event for clarity.

first occurrence of the event.

Use the checkbox to indicate if this is a multi-day event.
Enter the start and end time for the event.

Check the Event Duration to ensure that you have correctly input the date(s) and

times for the event.

downloaded. Please view the original web document for the current version.

. Select the Event Start and Event End date. For repeating events, this will be the
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7. Choose if your event repeats or not. The Occurrence List
will update to show all occurrences of your event if it
repeats.

Event Repeats

Monthly Repeats v

Repeats every month

Repeat by Day

* Repeat by Position

Repeat on the | First ¥ | | Monday v d

# Repeats through

Ends after 1 iterations

Date Comments Status

Fri Sep/27/201% A Active
Mon Oct/07/2019 4 Active
Mon Mov/04/2019 L Active

Mon Dec/02/2019 A Active

If your event takes place over the course of several days, you may want to add it as a
repeating event. For example, if your event occurs on Friday, Saturday, and Sunday
from 9 am - 2 pm, you may want to add it as a repeating event.

You can add Comments to an occurrence that apply just to that occurrence. For
example, if parking arrangements will be different on one occurrence, you can add
that to the Comments.
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8. Select the resource (calendar) where you want to add this
event.

Resources

o Calendar-Academic Programs x wor v
"

Occurrences: Sep 27 Quantity: ©D

Y

N

calendar-academic

Q
\...n[{:a lendar-Academic F'mgrams] o o
o

Calendar-Academic

| Eveww suniioess

@© To avoid your event showing up multiple times on the campus calendar, do
NOT choose more than one resource (calendar) for your event. If you need

an event to show up on multiple calendars, please contact
25Live@fullerton.edu to ensure the calendars are set up to avoid the event
showing up twice.

1. Click Search for Resources to search for a calendar; click on a calendar to add it

as a resource.
If you have starred calendars, they will appear at the top of the drop-down list.

After you select a calendar, it will appear under Resources along with the list of
occurrences for your event.

W
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9. Optionally, you can specify a Scheduler and Requestor for
the event.

Event Contacts
Scheduler
& Arthur-Carmichael, Lorien ] v
larthur@fullerfon.edu
Requestor
& Arthur-Carmichael, Lorien ¥ v
larthur@fullerfon_edu

The Scheduler is the person entering the event information.

The Requestor is the contact person for questions about the event.
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10. Review the details of your event. Select either Tentative

or Confirmed as the Event State. Then click Save.

Tri-Wizard Opening Ceremony o
N

Tri-Wizard Tournament Opening Ceremony

Calendar - Announcements
IT- 5T

About This Event: The Tri-Wizard Tournament
Hegwarts begins with a keynote speech by.

Fri Sep/27/2019
1:00 pm - 3:00 pm
Repeats every month through Dec/31/2019

4 Calendar-Academic Programs

(&) Arthur-Carmichael, Lorien
Schedules

& Arthur-Carmichael, Lorien

at

] Tentative

Event Contacts
Scheduler

@ Arthur-Carmichael, Lorien

Requestor

& Arthur-Carmichael, Lorien

Event State

Most users do not have access to change the Event
State.

All requests should be submitted with a TENTATIVE
Event State.

o & Tentative
. Confirmation from it

(

he event is scheduled, but is awaiting Confirmation from its
eduler.

o [ Confirmed
N

=

1. Review the details of your event on the left.
2. Choose Tentative as the Event State if you are not ready to publish the event on

the calendar.

3. Choose Confirmed as the Event State if you are ready to publish the event on the

calendar.
4. Click Save.
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11. You will see a confirmation that the event was saved.

Tri-Wizard Opening Ceremony
Tri-Wizard Tournament Opening Ceremony

Calendar - Announcements

About This Event: The Tri-Wizard Tournament at
Hogwarts begins with a keynote speech by...

Fri Sep/27/2019
1:00 pm - 3:00 pm
Repeats every month through Dec/31/2019

4 cCalendar-Academic Programs
All Occurrences

(th Arthur-Carmichael, Lorien
Scheaduler

‘th Arthur-Carmichael, Lorien
Requestor

This event has been successfully saved.

What's Next?

View Details

Copy

View the Event Details
page for this event. The
full range of actions are
available to you from
there.

MNeed to make some
more edits to this
event? Click this button
to start editing.

Create a copy of this
event with many event
details duplicated. Go
through each field of
the new event to verify
the details you want to
retain and resolve any

possible conflicts,

12. If you saved your event as Confirmed, the event will show
up on the calendar within 15-20 minutes.

CALIFORNIA STATE UNIVERSITY, FULLERTON »

CSUF Calendar

ACADEMIC COLLEGES ATHLETICS CENTERS, GROUPS, & LIBRARY STUDENTS, FACULTY, & STAFF

Ao Student Calendar

ASI
Filter Events Show All
Faculty & Staff Saturday, October 26 2019
ey = - . Jan Feb Mar Apr May Jun
Faculty Development Center @ Tri-Wizard Tournament Opening Ceremony

Jul  Aug Sep Oct  Nov Dec
8 pm fo 9 pm  Hide Details

Office of the President o
About This Event: The Tri-Wizard Tournament at Hogwarts begins with a keynote speech by 200

Student Calendar renowned wizard Professor Albus Dumbledore and features a stirring performance by the Jan Feb Mar Apr May Jun
Hogwarts Toad Choir lead by Professor Flitwick. Visit the Tri-Wizard Tournament website for more

Jul  Aug Sep Oct MNov Dec
information.

Time/Location: 8pm in the Great Hall October 2019

VIP seating available for Ravenclaws; contact Professor McGonagall at mmezonagall@hogwarts edu Su Mo Tu We Th Fr Sa

for details. R .
2030 01 02 03 04 05

0s 07 08 09 n i 12

13 14 15 16 17 18 19

[
=1
=
b
[~
[
e
[
s
[

5 |26

2728 2% 30 31 J01 02

You may need to use the calendar on the right to select the day of the event so you
can see your event on the calendar.
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If your event does not show up after 30 minutes, please email 25Live@fullerton.edu
for assistance.

13. If you saved your event as Tentative, you will need to
return to 25Live and change the Event State to Confirmed to
publish it to the calendar.

View instructions on publishing an event.

Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for
additional assistance with 25Live.
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25Live Express: Publishing an Event on a
Campus Calendar

This article covers how users can publish an event in 25Live Express to campus
calendar(s) after they saved it as Tentative.

This article assumes that you have already added the event to 25Live and
saved it as Tentative.

1. Log in to 25Live.

View instructions on how to access 25Live.
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2. Click Search for Events.

g See Available
Locations
@ Create an |g Search for
Event Events
F'N . X
See Available == Search for
Resources Organizations
25Live Pro « Privacy Policy «+ What's New

3. Enter search criteria to locate the event. Then click Edit.

[ @ tri-wizar

d

Upcoming Events
] 1 Matching Event c
Event Name ~ Event Title Event Profile Event Locations o Actions
¢  Tri-Wizard Opening Ceremony Tri-Wizard Tournament Opening Sep 27, 2019, 1:00pm - 3:00pM Edit
Ceremony

1. Enter search criteria to locate the event you want to publish.
2. Click Edit next to the event.

4. Scroll down to the Event State section. Click Confirmed and
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then click Save.

Event State

Maost users do not have access to change the Event
Stare.

All requests should be submitted with a TENTATIVE
Event State.

[\ Tentative

g- M Confirmed
The event is scheduled and confirmed.

Set as your default Event State?

¥ Cancelled

2)
S (€D

1. Click Confirmed in the Event State.
2. Then click Save.
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INFORMATION TECHNOLOGY

5. The Event State is now Confirmed.

Tri-Wizard Opening Ceremony
Tri-Wizard Tournament Opening Ceremony

Calendar - Announcements

About This Event: The Tri-Wizard Tournament at
Hogwarts begins with a keynote speech by...

Fri Sep/27/2019
1:00 pm - 3:00 pm
Repeats every month through Dec/31/2019

& Calendar-Academic Programs
All Cccurrences

() Arthur-Carmichael, Lorien
Scheduler

() Arthur-Carmichael, Lorien
Requestor

[v] confirmed ID: 2019-ABXZKK

What's Next?

View Details

Edit

Copy

Event Preferences

The following resources
event:

This event has been successfully saved.

View the Event Details
page for this event. The
full range of actions are
available to you from
there.

Meed to make some
more edits to this
event? Click this button
to start editing.

Create a copy of this
event with many event
details duplicated. Go
through each field of
the new event to verify
the details you want to
retain and resolve any
possible conflicts,

were requested for this

& calendar-Academic Programs
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6. The event should show up automatically on the selected

calendar within about 15-20 minutes.

CALIFORNIA STATE UNIVERSITY, FULLERTON +

CSUF Calendar

ACADEMIC COLLEGES ATHLETICS CENTERS, GROUPS, & LIBRARY STUDENTS, FACULTY, & STAFF

s Student Calendar

AS|

Faculty & Staff Saturday, October 26 2019
= oYF - J

Faculty Development Center i Tri-Wizard Tournament Openmg Ceremony an

Jul

Office of the President Epmio 9 pm (EEEEE .
About This Event: The Tri-Wizard Tournament at Hogwarts begins with a keynote speech by 2020

Student Calendar renowned wizard Professor Albus Dumbledore and features a stirring performance by the Jan
Hogwarts Toad Choir lead by Professor Flitwick. Visit the Tri-Wizard Tournament website for more Jul
information

TimefLocation: 8pm in the Great Hall

VIP seating available for Ravenclaws; contact Professer McGonagall at mmegonagall@hogwares edu Su
for details.
29

Feb

Aug

Feb

Aug

Filter Events

Mar  Apr
Sep Det

Mar  Apr
Sep Oct

October 2019

Mo Tu We Th

30

o Q02 03

o7 08 09 i 12

Show All

May Jun

Nov  Dec

May Jun

Nov  Dec

Fr 5Sa

04 05

13 14 15 16 17 18 19
20 21 22 33 24 15
28 29 30 01 02

You may need to use the calendar on the right to select the day of the event so you

can see your event on the calendar.

If your event does not show up after 30 minutes, please email 25Live@fullerton.edu

for assistance.

Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for

additional assistance with 25Live.
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25Live Express: Canceling an Event on a
Campus Calendar

This article covers how authorized users can cancel an event published on a
campus calendar or cancel one or more occurrences of a repeating event that
has been published using 25Live Express.

These instructions assume you have already added the event to 25Live and
either saved it as Confirmed.

¢ If you need to delete the event from 25Live, you will need to delete it using
25Live Pro.

1. Log in to 25Live.

View instructions on how to access 25Live.
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2. Click Search for Events.

g See Available
Locations

Create an
Event

See Available
Resources

@ Search for
Events
£e Search for
Organizations

25Live Pro « Privacy Policy «+ What's New

3. Enter search criteria to locate the event you want to
cancel or delete.

k] 3 Matching Events

Event Mame

¥ Tri-Wizard Opening Ceremony

wr  Tri-Wizard Tasks

¥ Tri-Wizard Closing Ceremony

[ @ tri-wizard

o C |

Select Existing Search ~

Searching Upcoming Events

Event Title

Tri-Wizard Tournament Opening
Ceremony

Tri-Wizard Tournament Tasks

Tri-Wizard Tournament Closing
Ceremony

Event Profile~ Event Locations

Sep 27,2019, 1:00pm - 3:00pm

Oct 4, 2019, 3:00pm - 6:00pm
Repeats every month through 12/31

Dec 27,2019, 7:00pm - 2:00pm

Actions

Edit

Edit

Edit
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Canceling an Event

Once an event has been saved as confirmed and published to a campus calendar,
you should edit the event information to indicate the event has been canceled so the
cancellation information appears on the campus calendar(s).

However, if you need to have a published event deleted from 25Live, email

25Live@fullerton.edu.

1. Click Edit next to the event.

k] 3 Matching Events
Event Name

¥ Tri-Wizard Opening Ceremony

9 Tri-Wizard Tasks

¥ Tri-Wizard Closing Ceremony

@ tri-wizard

Select Existing Search ~

Searching Upecoming Events

Event Title

Tri-Wizard Tournament Opening
Ceremony

Tri-Wizard Tournament Tasks

Tri-Wizard Tournament Closing
Ceremony

< 8

Event Profile~ Event Locations Actions

Sep 27,2019, 1:00pm - 3:00em Edit

Oct 4, 2019, 3:00pm - 6:00pm Edit
Repeats every month through 12/31

Dec 27,2019, 7:00pm - 2:00pM Edit
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INFORMATION TECHNOLOGY

2. Add the word CANCELED to the Event Title for Published
Calendars field.

Event Title for Published Calendars

The Event Title will replace the Event Name (above)
on all published calendars on the CSU, Fullerton
website.

Grammar, punctuation, and clarity matterl

(120 characters maximum)

CANCELED Tri-Wizard Tournament Opening C

¢ You may also enter "CANCELED" in front of the Event Name, although you
may not have enough characters to be able to do so.
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3. Scroll down and add a notation at the top of the Event

Description indicating that the event has been canceled. Then click
Save.

Event Description 4
Enter additional information about the event here. This
information will appear in the 25Live event detail view

Note: This information will also be displayed on
published calendars.

Grammar, punctuation, and clarity matter!

B 7 YU A-~

FontFamily =~ FoniSizes ~+ &

= =

*#**PLEASE NOTE: THIS EVENT HAS BEEN CANCELED
DUE TO A TROLL TN THE DUNGEON.**#|

Time/Location: Gom in the Great Hall

VIP seating available for Ravenclaws; contact Professor
MsGonagall at mmegoenagall@hogwarts edy for details.

Date and Time

Select the Start Date, Start Time, End 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 after the event, click on the Pre-

4. You're done! Within 20 minutes, the updated event information
should appear on the campus calendar(s).

5. After the event date has passed, you can return to 25Live and
change the Event State to Cancelled if you wish.

¢ Thisis not a necessary step but if you wish to remove a canceled event from

the campus calendars, we recommend you only do so after the event date
has passed.
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Event State

Most users do not have access to change the Event

State.
All requests should be submitted with a TENTATIVE

Event State.
k] Tentative

i Confirmed

The event is scheduled and confirmed.

g[@ Cancelled ]

Set as your default Event State?

1. After the event date has passed, you can return to the Event edit screen, scroll
down to the Event State section, and then click Cancelled.
2. Then click Save.

Within 20 minutes, the event will be removed from the campus calendar(s).

Canceling a Single Occurrence of an Event

Once a repeating event has been saved as confirmed and published to a campus
calendar, you should edit the event information to indicate when one or more
occurrences have been canceled so the cancellation information appears on the
campus calendar(s).
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INFORMATION TECHNOLOGY

1. Click Edit next to the event.

k] 3 Matching Events

Event Name

¥ Tri-Wizard Opening Ceremony

9 Tri-Wizard Tasks

¥ Tri-Wizard Closing Ceremony

tri-wizard

< 8

Select Existing Search ~

Searching Upecoming Events

Event Title

Tri-Wizard Tournament Opening
Ceremony

Tri-Wizard Tournament Tasks

Tri-Wizard Tournament Closing
Ceremony

Event Profile~ Event Locations
Sep 27,2019, 1:00em - 3:00em

Oct 4, 2019, 3:00rm - 6:00pm

Repeats every month through 12/31

Dec 27, 2019, 7:00et - 2:00pm

C

Actions

25Live // Downloaded: 10-28-2019 // Disclaimer: This document is only valid as of the day/time when it is
downloaded. Please view the original web document for the current version.

Page 104



2. Scroll down to the list of occurrences of the event. For each
occurrence that you want to cancel, type CANCELED in the

Comments field. Then click Save.

Date

Fri Nov/01/2019

Fri Dec/06/2019

Occurrence List

nents

Status

Fri Oct/04/2019 *=CANCELED*** THIS TASK
AS BEEMN CANCELED DUE TO
INCOOPERATIVE DRAGONS.

Active

Task #1: Although details
about each task are strictly
confidential, attendees are
advised to wear heat-resistant

clothing and avoid bringing any

flammable items with them
nto the arena.

Task #2: Although details
about each task are strictly
confidential, attendees are

Active

advised to wear water-resistant

clothing.

Task #3: Although details
about each task are strictly
confidential, attendees are
advised to wear warm clothing
and bring tissues.

o (&)

P

Active

Pl

Do NOT change the Status of the occurrence to Cancelled as this will

remove the occurrence from the campus calendar(s) completely rather than
providing cancellation information.

1. Enter cancellation information in the Comments field for each occurrence that

you want to mark as canceled.
2. Then click Save.
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3. You're done! Within 20 minutes, the updated event information
should appear on the campus calendar.

4. After the event date has passed, you can return to 25Live and

change the Status of the canceled occurrence(s) to Cancelled if you

wish.

¢ This is not a necessary step but if you wish to remove a canceled occurrence
from the campus calendars, we recommend you only do so after the event

date has passed.

Date

Fri Oct/04/2019

Fri Nov/01/2019

Fri Dec/06/2019

Occurrence List

Comments

UNCOOPERATIVE DRAGONS.

Task #1: Although details
about each task are strictly
confidential, attendees are
advised to wear heat-resistant

clothing and avoid bringing any

flammable items with them
nto the arena.

Task #2: Although details
about each task are strictly
confidential, attendees are

advised to wear water-resistant

clothing.

Task #3: Although details
about each task are strictly
confidential, attendees are
advised to wear warm clothing
and bring tissues.

o &

Pl

P

Status

==*=CANCELED*** THIS T.\?\So Cancelled ¥
HAS BEEN CANCELED DUE TO

Active

Active

v

v

1. After the event date has passed, you can return to the list of occurrences to mark

the canceled occurrence(s) as Cancelled in the Status field.

2. When you click Save, the canceled occurrences will no longer appear on any of

the campus calendar(s) although they will be in 25Live.
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Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for
additional assistance with 25Live.
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25Live Express: Searching for Events,
Locations, Resources, and Organizations

This article covers how users can do a basic search in 25Live Express for events,
locations, and resources.

1. Log in to 25Live Express.

View instructions on accessing 25Live.

Search for Events

Search for Events allows you to search for a specific event or series of events by
entering keywords, the event name, or any text that might be part of the event
information in 25Live. Most of the events/classes in general use classrooms are
publicly available, as are the events that are published on the CSUF Campus
Calendar.
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1. Click Search for Events on the 25Live Express homepage.

g See Available
Locations

@ Create an Search for
Event Events

e

‘ See Available

Search for
Resources Organizations

2. Enter the name of the event or click Select Existing Search to

choose from built-in searches.

A=
tri-wizard )4 ﬂ
o Select Existing Search ~
N

Fublic Events Searches

FALL 2019 - Classes & Events

Your Starred Events

. Events in which you are the Requestor
Title

Events in which you are the Scheduler

o] T e et

1. Enter the name of the event and then click the search icon.
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2. Or click Select Existing Search to use public searches, or built-in searches.

3. Your search results appear. Click on the event name to view the
event. Click Edit to edit the event.

Only authorized users can edit events on campus calendars in 25Live.
Contact 25Live@fullerton.edu for more information on creating events on

campus calendars.

@ tri-wizard )4 m
Select Existing Search ~
Searching Upcoming Events
[&] 2 Matching Events &
Event Name ~ o Event Title Event Profile Event Locations o’-\ctions
2 | Tri-Wizard Closing Ceremony Tri-Wizard Tournament Closing Dec 27, 2019, 7:00em - 9:00pmM Edit
Ceremony
< | Tri-Wizard Tasks Tri-Wizard Tournament Tasks Oct 4, 2019, 3:00pm — 6:00pm Edit
Repeats every month through 12/31

1. Click the event name to view details about the event.
2. Click Edit to edit the event details.

Search for Locations

Search for Locations allows you to look up a specific location (e.g., PLS237), building
(e.g., PLS), or floor (e.g., PLS-2) to view details about those locations, including
capacity, features, and pictures (if available). Most general use classrooms are

viewable to all users.
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1. Click See Available Locations on the 25Live Express homepage.

g See Available

Locations

@ Create an @ Search for
Event Events
‘ See Available <2 Search for

Resources Organizations

2. Enter the name of the location or click Select Existing Search to
choose from built-in searches.

¢ Don't enter hyphens in the location name. For example, enter MH255, not
MH-255.
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o
Mrzs x E

o Select Existing Search ~
—

Public Location Searches

All Bldgs - General Use (GU) (excl IRVC)
No ¢ All Bldgs - General Use (GU) Classrooms

Computer Lab

GU: Clayes Performing Arts Ctr (CPAC)

GU: College Park (CP)

GU: Computer Science (CS)

GU: Education Classroom (EC)

GU: Engineering (E, E-NE, E-SE, E-SW)

GU: Gorden Hall (GH)

GU: Humanities (H)

GU: Irvine Campus (IRVC)

GU: Kinesiology & Health Sciences (KHS)

GU: Langsdorf Hall {LH)

GU: McCarthy Hall (MH)

GU: Ruby Gerontology Center (RGC)

GU: Steven G. Mihaylo Hall (SGMH)

GU: Visual Arts (VA)

Large Lecture

1. Enter the name of the building (e.g., MH) or location (e.g., MH255) and then click
the search icon.
2. Or click Select Existing Search to use public searches, or built-in searches.

3. Your search results appear. Click on the location name to view
details about the location, including availability. Click Request It to
request the room.

Only authorized users can request general use classrooms and/or other
locations scheduled using 25Live. The availability of some locations may not
be publicly available. Contact 25Live@fullerton.edu for more information on
requesting rooms.
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(g - E3

Select Existing Search ~

Checking Availability for Oct 4, 2019, 11:00am - 12:00pm Showing All Locations

& 1 Matching Location &

Location Name - Formal Name Max Capacity o Actions

o | MH255 McCarthy Hall - Room 255 - Teaching Lab 43 | Request It

1. Click the location name to view details about the location, including capacity and
pictures (if available).
2. Click Request It to create an event/class using the location.

Search for Resources
At this time, the main resources in 25Live are campus calendars. Search for

Resources allows you to find a specific calendar or set of calendars in 25Live. Only
calendars that you have authorization to view/edit will show in the search results.

1. Click See Available Resources on the 25Live Express homepage.

'y

See Available
Locations

@ Create an @ Search for
Event Events

o
. oy
‘ See Available == Search for
Resources Organizations
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2. By default, you will see your starred resources/calendars. You can
also enter the name of a calendar to search for a specific calendar

or set of calendars.

calendar-af h 4 ﬂ
o Your Starred Resources ~
e

Your Starred Resources  |5.90p

Checking Availab

1. The Your Starred Resources search will automatically run by default.
2. You can also enter the name of a calendar to find a specific calendar or set of

calendars.

3. Your search results appear. Click on the resource name to view
details about the calendar, including all events using the calendar.
Click Reserve It to create an event for that calendar.

You will only be able to view and reserve calendars for which you are
authorized. Contact 25Live@fullerton.edu for more information on resource

(calendar) permissions.
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...........................

4 5 Matching Resources

Resource Name + o
"N._A

Calendar-AF: Parking & Transportation

Calendar-AF: Contracts and Procurement

Calendar-AF: Capital Prgms & Fac Mgmt

Calendar-AF: Resource Planning & Budget

e« S < B S 4

Calendar-AF: Titan Shops (ASC)

‘ calendar-af

Select Existing Search ~

Checking Available Quantities for Oct 4, 2019, 11:004am - 12:00em

o

Showing All Resources

Available Quantity

(=]

2

Actions

Reserve It

Reserve It

Reserve It

Reserve It

Reserve It

1. Click the Resource Name to view details about the calendar, including events

currently on the calendar.

2. Click Reserve It to create an event on the calendar.

Search for Organizations

Search for Organizations allows you to view all of the Organizations/Departments
that you have access to in 25Live.
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1. Click Search for Organizations on the 25Live Express homepage.

g See Available
Locations
=9
f Create an e Search for
Event Events

L g See Available - Search for
Resources Organizations

2. By default, you will see your starred organizations. You can also
enter the name of an organization to search for a specific

organization.

>0
ozd“" '
U U student ) 4
o Your Starred Organizations ~
ey

Your Starred Organizations

1. The Your Starred Organizations search will automatically run by default.
2. You can also enter the name of an organization to find a specific organization.

3. Your search results appear. Click on the organization name to
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view details about the organization, including all events associated

with the organization.

2 10 Matching Organizations

Organization Name ~

Student Life and Leadership

Student Health and Counseling Center

Associated Students Inc. (ASI)

EPOCHS

Student Academic Services

Division of Student Affairs

Student Support Services

o o % % X X

IT-5TS

o

Select Existing Search ~

Searching All Organizations

Qrganization Title

Student Life and Leadership
Student Health and Counseling Center
Associated Students Inc. (ASI)

Enhancing Posthacc Opportunities at Cal State Fullerton
Hispanic Students

Student Academic Services
Division of Student Affairs
Student Support Services

IT - Student Technology Services

Organization Type

Campus Administration

Campus Administration

Campus Administration

Campus Administration

Campus Administration

Campus Administration

Campus Administration

Campus Administration

Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for

additional assistance with 25Live.
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25Live Express and Pro: Starring Events,
Locations, Resources, & Organizations

This article covers how users can add events, locations, resources, and
organizations in 25Live Express and Pro as favorites by starring them. This will
add the item to your 25Live Pro dashboard as well as move the resource to the
top of any drop-down menu in 25Live that uses that item.

¢ This guide shows just one way to star items. Any time you see a star icon
next to an event, location, resource, or organization, you can click on the star
to add it to your starred items.

1. Log in to 25Live.

View instructions on how to access 25Live.
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2. In 25Live Express, click on the navigation menu and choose
the item you want to star (event, location, resource,
organization). In 25Live Pro, click Go to Search.

25Live Express Navigation 25Live Pro Navigation

B CreateanEvent @ Tasks (Help [T [~ 25Live Pro [ Event Wizard  [5] Tasks
(M) Home
—_— - R
@ Events | (1 Go to Searct
@ Locations
[/ Find Available Locations N
4 Resources
o o I know WHEN my event should take place - Yo
Z Drﬁamzahorﬁ )
- help me find a location! h

Welcome Message

3. Enter search criteria and then click the search icon.

| (1) o
tri-wizard X m

Select Existing Search ~

¢ Basic searches should be sufficient to find the event, location, resource, or
organization that you are looking for but you can also view the article on
creating event and resource searches to learn about advanced searches.

1. Enter search criteria.
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2. Click the search icon.

4. Click the star next to the event, location, resource, or
organization that you want to add to your favorites.

k tri-wizard > m
Select Existing Search ~

Searching Upcoming Events

kil 2 Matching Events

Event Name Event Title Event Profile »

Tri-Wizard Tasks Tri-Wizard Tournament Tasks Oct 4, 2019, 3:00pm - 6:00pm
Repeats every month through 12/31

v Tri-Wizard Closing Ceremony Tri-Wizard Tournament Closing Dec 27, 2019, 7:00em - 2:00pm
Ceremany
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5. The item will now show up in the Your Starred searches, at

the top of drop-down menus, and as a starred item on your
25Live Pro dashboard.

Your Starred Events search
@ Find Events by Name X m

Your Starred Events +

Ij Your Starred Events

Event Name - Event Title Event Profile Eve
% Tri-Wizard Tasks Tri-Wizard Tournament ~ Oct 4, 2019,
Tasks 3:00pm - 6:00pm

Repeats every month
through 12/31

Sponsoring Organization 25Live Pro dashboard
drop-down menu

Sponsoring Organization for this Event

[\] Your Starred Events ~
Select the Organization responsible for the event

from the list of favorite organizations, or search by @ Tri-Wizard Tasks 4
organization name Tri-Wizard Tournament Tasks
Note: If the search does not return the expected
result, try limiting the search term to a key word in the @ Your Starred Locations ~
organization name
You do not have any Starred Locations!

‘ o ‘ Throughout this site you can mark any

| Q Location as "Starred" by clicking its icon.
(= %)
& Your Starred Resources ~
& Calendar-TESTING 4 Ye

E See when these resources are
available

To remove a starred item, simply click on the star icon next to the item.

Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for
additional assistance with 25Live.
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25Live Express and Pro: Accessing & Using the
25Live Testing Environment

This article covers how authorized users can access and use the 25Live Express
and Pro testing environment to practice creating and publishing events without
those events showing up on the live calendar.

You must have access to add events to a campus calendar in 25Live in order
to access the testing environment. More information about access is

available on the 25Live webpage.

Accessing the Testing Environment

1. Open your web browser to the 25Live testing environment.

Mew Tab » =+

C & https://25live.collegenet.com/fullertont/scheduling.htmi#/home

Open your web browser to the 25Live testing environment webpage.
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2. If prompted, enter your campus username and password. Then
click Login.

Login to CSUF Portal
Username

harry.potter

Password

Login

Need help logging in?

3. You're now in the 25Live Pro testing environment! Click the More
menu and then select 25Live Scheduling to switch to 25Live Express.

¢ The 25Live testing environment has a bright orange banner at the top and is
labeled as the 25Live test instance. This is an easy way to tell which
environment you are in.
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Q Quick Search
L] Search Events
& Search Locations
4 Search Resources

. Search Organizations

Q Your Starred Event Searches
[L) College of Arts - Music

Q, Your Starred Location Searches

@ MH44 and MH255

EIFGLLERTON

uuuuuu (ATION TECHNOLOGY.

Q, Go to Search

~ [# Find Available Locations
Q | know WHEN my event should take place --
help me find a location!
Q OR

¢~ help me choose a time!
a/ Create an Event

@ Your Upcoming Events

>

~ @ 2 Events in which you are the Requestor

@ 2 Events in which you are the Scheduler

| know WHERE my event should take place --

()

Recently Viewed v | (@ Hep
L] YourStarred Events ~
) Tri-Wizard Tasks @ W
Tri-Wizard Tournament Tasks
& Your Starred Locations ~

You do not have any Starred Locations!

Throughout this site you can mark any
Location as "Starred” by clicking its 7 icon.

4 Your Starred Resources ~
@ Calendar-TESTING G v¢
E See when these resources are

available

{3} Customize Dashboard

1. Click More and then select 25Live Scheduling to switch to 25Live Express.

Using the 25Live Testing Environment

This section contains information users need in order to use the 25Live testing
environment and to preview the way a published event will appear.

For more information on creating and publishing events, view 25Live Express and

Pro guides.
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Select the Calendar-TESTING as a resource to an event in order to
view a published version of the event.

Resources

Select the appropriate Resource for this event, or
search by resource name.

Calendar-TESTING x 9 vV

Occurrences: Dec 27 Quantity: &9

When creating an event in the testing environment, you must select the Calendar-

TESTING as a resource for your event if you want to view a published version of your
event.

After publishing the event, open your browser to the Campus
Events Calendar Example webpage.

Only the Calendar-TESTING calendar resource is published to this page. If

you did not add Calendar-TESTING as a resource to your event, it will not
show up here.
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CALIFORMNIA STATE UNIVERSITY, FULLERTON »

Division of Information Technology

OU Version 4 Help

NEW CONTENT BASIC CONTENT EDITING PAGE PROPERTIES PAGE LAYOUTS FACULTY / STAFF TEMPLATE

530 a - Noan = Q

13p-3p

BEST PRACTICES

Sile Selup  Pape Banners  Tab Navigation  Lefl Navigalion CSS & Javasciipl  ReusableMullimedia Contenl  Embed Social Media  Rename / Move Conlent

Creating Hours CSUF Events Calendar

Creating Events
Widget Selup & Display
Campus Calendar Names
Friday, October 04

Campus Academic Calendar

c | i Tri-Wizard Tournament Tasks
xample

3pm to 6 pm | Show Details
Campus Events Calendar

Thursday, October 31
Example

il TEST - NSM Calendar event
9pm fo 10 pm | Show Details
Friday, Movember 01
B Tri-Wizard Tournament Tasks
3 pmfo 6 pm | Show Details
Friday, December 06

i Tri-Wizard Tournament Tasks

Jpmto & pm  Show Detalls

These events are for testing purposes only. Any real event data found here is purely coincidental.

Filter Events Show All
019
Jan Feb Mar Apr May Jun

Jul  Aug Sep Oct Nov Dec

Jan  Feb Mar Apr May Jun

Jul  Aug Sep Oct Nov Dec

Oecrober 2019

Su Mo Tu We Th Fr Sa

e o o .,_.,._
06 07 w10 11 12

0E 09 1
i 15 18 15 19
20 1 23 4 25 26
. o [ |01 02
Search

¢ Remember that an event may take 15-20 minutes to be published.

After publishing your event in the 25Live testing environment, you can view your

event on the 25Live Calendar Test Events webpage.

Need More Help?

If you are experiencing issues with the 25Live testing environment or need access to

the environment, please email 25Live@fullerton.edu.
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25Live Pro: Adding an Event to a Campus
Calendar

This article covers how staff and faculty can add an event to a campus calendar
using 25Live Pro.

¢ Don't have access to add events? Email 25Live@fullerton.edu with the
calendar(s) you need to be able to access.

1. Log in to 25Live Pro.

View instructions on how to access 25Live.

2. Click Event Wizard at the top of the dashboard or click
Create an Event.

¢ First time adding an event? Be sure to set up your environment by creating

event and resource searches as well as starring the calendars (resources)

and organizations you use the most frequently.
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[*'] 25Live Pro [ Event Wizard

E’| Tasks Lorien Arthur-Carmichael = More

Try New Event Form! (reloads app)

Q, Quick Search

[k] Search Events
& Search Locations
4 Search Resources

2 Search Organizations

Q_ Your Starred Event Searches

LY 2l £l

L L L O

Q, Goto Search Nothing recently viewed +  (DHep

|Z Find Available Locations

1 know WHEN my event should take place -- help
me find a location!
OR

1 know WHERE my event should take place --
help me choose a time!

h Create an Event

@ Your Starred Events

i@ Your Starred Locations

You do not have any Starred Events!

Throughout this site you can mark any Event as
"Starred” by clicking its i icon.

You do not have any Starred Locations!

Throughout this site you can mark any Location
as "Starred” by clicking its 17 icon.

3. Enter the basic event information. Then click Next.

¢ The event information on the left will update as you enter information. You
can also click on an item in the event information to jump to that part of the

event wizard.
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Tri-Wizard Opening Ceremony

Start by entering the basic event information.

Tri-Wizard -> ® X
@ Opening Event Name

Ceremony o Tri-Wizard Opening Ceremony

Tri-Wizard Tournament e

Opening Ceremony Event Title for Published Calendars

This reservation wizard is designed to

©

Tri-Wizard Tournament Opening Ceremony
collect the information needed to

schedule an event.

Event Type
Please be as detailed as possible when Yp

submitting this information. ° Calendar - Announcements v v
*All requests are subject to approval* h—y
Calendar - Announcements Sponsoring Organization for this Event

Select the Organization
IT-STS X v responsible for the event from the
list of favorite organizations, or
search by organization name.
Note: If the search does not return
— the expected result, try limiting the
& Back Next = search term to a key word in the
organization name.

(-~

IT-STS

¥ Cancel Save

@. Tips on the field you are entering will appear on the right as you go through
the wizard.

1. Enter the Event Name. You are limited to 40 characters for this field.

2. Enter the Event Title for Published Calendars. This is the name that people will
see on the calendar. You are limited to 120 characters for this field.

Select Calendar - Announcements as the Event Type.

Enter a search term in the Sponsoring Organization for this Event drop-down
menu to find the appropriate organization for the event. Any starred
organizations should appear at the top of the list after you enter search criteria.
5. Then click Next.

AW

¢ If you do not see the correct sponsoring organization in your drop-down
menu, email 25Live@fullerton.edu.
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4. Enter the Event Description. Then click Next.

Enter additional basic event information.

' Event Description

h ¥ & @ L B 7 YU x x
A-Ar-E E ZE E E =
FontFamily =~ FoniSizes =~ = = &£ &2
] BE % <

About This Event: The Tri-Wizard Tournament at Hogwarts  +
begins with a keynote speech by renowned wizard Professor
Albus Dumbledore and features a stirring performance by the
Hogwarts Toad Choir lead by Professor Elitwick. Visit the Tri-
Wizard Tournament website for more information.

Time/Location: 8pm in the Great Hall

VIP seating available for Ravenclaws; contact Professor
McGonagall at mmcacnagall@hogwarts.edu for details.

_ M

& Back Next =

X Cancel Save

Images should not be more than 600-1000px wide and 800px tall for them
to display correctly on the campus calendar. Alt text is also required for your
images (80 characters max).

@© Remember that for accessibility, your URLs should be hyperlinked as text
rather than written out. For example, you should enter CSUF website rather
than www.fullerton.edu.

Need more help with accessibility? View 508 Tips for Content Editors.

Your event description should contain all of the essential information that people
need to know about your event including the time, location, ticket information, and

25Live // Downloaded: 10-28-2019 // Disclaimer: This document is only valid as of the day/time when it is Page 130
downloaded. Please view the original web document for the current version.


http://www.fullerton.edu/
http://www.fullerton.edu/
http://www.fullerton.edu/OUV4Help/practices/508.php

details about the event. All of the information that you include in the description will
be searchable on the calendar.

It is highly recommended that you use the default font type and size and only use
bold and/or italics to emphasize content. This ensures that your content is
accessible and appears cleanly on the campus calendar website.

You can add a hyperlink to a webpage on your website if you would like to have a
more colorful/creative advertisement for the event.

You may add a linked image to be displayed in the event information, but if your
image contains details of the event (i.e., it's a flyer or advertisement for your event),
all of those details need to be reproduced as text in the event description to meet
accessibility requirements.

5. Choose if this is a repeating event or not.

|s this a repeating event?

No

This event happens only once.

Any other related events are separate and distinct.

Yes

This event occurs multiple times.

It repeats daily, weekly, monthly, or irregularly (ad hoc).

If your event takes place over the course of several days, you may want to add it as a
repeating event. For example, if your event occurs on Friday, Saturday, and Sunday
from 9 am - 2 pm, you may want to add it as a repeating event.
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6. Enter the event date and time details. Then click Next.

Tell us when this event takes place. « -5 ® x

Select the dates and times of the actual event.

o Event Duration:
o Event Start: S
N

2 Hours
Fri Sep/27/2019 5

7:00 pm Select the Start Date, Start Time,
Event End: End Date, and End Time for the
event. Please use the ACTUAL start
o and end times for events.
N’ If additional time is needed for
9:00 pm setup, takedown, or for mingling
before or after the event, click on
g ¥| The event begins and ends on the same day. the Pre-Event/Setup and Post-
Event/Takedown editors and add
the appropriate number of minutes
o or hours desired.
N
< Back Next —

X Cancel Save

For multi-day events, 25Live considers the event ongoing between the start
and end dates. For example, if your event starts on Friday at 8 pm and ends
at 1 pm on Sunday, 25Live will mark the event as continuous from 8 pm on
Friday through 1 pm on Sunday.

If your event is multi-day but only at specific times on each day (e.g., 9 am - 2
pm on Friday, Saturday, and Sunday), then you should enter the event as a
repeating event rather than a multi-day event for clarity.

1. Select the Event Start Date and Time. For repeating events, this will be the first
occurrence of the event.

2. Select the Event End Date and Time. For repeating events, this will be the first
occurrence of the event.

3. Use the checkbox to indicate if this is a multi-day event.
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4. Check the Event Duration to ensure that you have correctly input the date(s) and

times for the event.
5. Click Next.

7. Select the resource (calendar) where you want to add this

event. Then click Next.

@ To avoid your event showing up multiple times on the campus calendar, do
NOT choose more than one resource (calendar) for your event. If you need

an event to show up on multiple calendars, please contact

25Live@fullerton.edu to ensure the calendars are set up to avoid the event

showing up twice.

>

Find and select resources.

o ﬁ Your Starred Resources.
S

Q Search by Resource Name...

o ASI
-

Calendar-DIRC-Asian Pac Amer Res Ctr

[Calendar—Students—ASl

2

Saved Searches...

Advanced Search...

< Back

X Cancel Save

(' Refresh

« = B

Selected Resources
o & Calendar-Students-
~— ASI

Conflicts: None

Setup Instructions:

Awvail/Total: co

Quantity: 1

@ x

v T X

1. If you have starred calendars, you can click on one from the Your Starred

Resources to add it as a resource.

2. Use the Search by Resource Name to search for a calendar; click on a calendar to

add it as a resource.
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. Access Saved Searches or Advanced Search to access more complex searches to

find a calendar.

. Double check that the calendar that you want to add the event to is listed in
Selected Resources before continuing. Click the x next to a calendar to remove it
from the resources.

. Click Next.

Select contacts for this event.

Scheduler

Arthur-Carmichael, Lorien

0
= larthur@fullerton.edu

Requestor

Arthur-Carmichael, Lorien

[}
= larthur@fullerton.edu

< Back

» Cancel

Save

The Scheduler is the person entering the event information.

The Requestor is the contact person for questions about the event.
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9. Review the details of your event. Select either Tentative or
Confirmed as the Event State. Then click Save.

Tri-Wizard Opening
Ceremony
Tri-Wizard Tournament
Opening Ceremony

Calendar - Announcements

Sponsoring Organization for this Event

About This Event: The Tri-Wizard
Tournament at Hogwarts begins with
a keynote speech by..

Fri Sep/27/2019
1:00 pm - 3:00 pm

Repeats every month through
Dec/31/2019

& Calendar-Students-ASI
All Occurrences

o Arthur-Carmichael, Lorien
M Scheduler

o Arthur-Carmichael, Lorien
M Requestor

[\] Tentative

Progress...

\_xn

Tri-Wizard Opening Ceremony m

Verify or change the event state.

Set as your default Event State?

k] Tentative
The event is scheduled, but is awaiting Confirmation from its Scheduler.

" [\ Confirmed

The eventis scheduled and confirmed.

< Back

g

X Cancel Save

1. Review the details of your event on the left.
2. Choose Tentative as the Event State if you are not ready to publish the event on

the calendar.

3. Choose Confirmed as the Event State if you are ready to publish the event on the

calendar.
4. Click Save.
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INFORMATION TECHNOLOGY

10. You will see a confirmation that the event was saved.

This event has been successfully saved. Close &3
What's Next?
View Details View the Event Details page for this
event. The full range of actions are
available to you from there.
Need to make some more edits to this
event? Click this button to start
editing.
Create a copy of this event with many
event details duplicated. Go through
each field of the new event to verify
the details you want to retain and
resalve any possible conficts.
Email the details of this event to its
stakeholders or anyone else.
Event Tasks
No Active Tasks
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11. If you saved your event as Confirmed, the event will show
up on the calendar within 15-20 minutes.

CALIFORNIA STATE UNIVERSITY, FULLERTON +

CSUF Calendar

ACADEMIC COLLEGES ATHLETICS CENTERS, GROUPS, & LIBRARY STUDENTS, FACULTY, & STAFF

A Student Calendar
AS|
Filter Events Show All
Faculty & Staff Saturday, October 26 2019
= : : J Feb M A May J
Faculty Development Center @ Tri-Wizard Tournament Opening Ceremony S S
Jul  Aug  Sep Oet Nov Dec
Office of the President Epmio 9 pm UEEER .
About This Event: The Tri-Wizard Tournament at Hogwarts begins with a keynote speech by 2020
Student Calendar renowned wizard Professor Albus Dumbledore and features a stirring performance by the Jan Feb Mar Apr May Jun
Hogwarts Toad Choir lead by Professor Flitwick. Visit the Tri-Wizard Tournament website for more J .
. N ul  Aug  Sep Oct Nov Dec
information

TimefLocation: 8pm in the Great Hall October 2019

VIP seating available for Ravenclaws; contact Professer McGonagall at mmegonagall@hogwares edu Su Mo Tu We Th Fr Sa

for details. . ;
29 30 01 02 03 04 05

0e 07 08 09 i 12

You may need to use the calendar on the right to select the day of the event so you
can see your event on the calendar.

If your event does not show up after 30 minutes, please email 25Live@fullerton.edu
for assistance.

12. If you saved your event as Tentative, you will need to
return to 25Live and confirm the event to publish it to the
calendar(s).

View instructions on publishing an event.

Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for
additional assistance with 25Live.
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25Live Pro: Publishing an Event to a Campus
Calendar

This article covers how users can publish an event in 25Live Pro to campus
calendar(s) after they saved it as Tentative.

This article assumes that you have already added the event to 25Live and
saved it as Tentative.

1. Log in to 25Live Pro.

View instructions on how to access 25Live.
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2. Locate the event that you want to publish and click on it to
open it.

Try New Event Form! (reloads app) Nothing recently viewed = () Help

Q_ Quick Search ~ @ Find Available Locations Q@ Your Starred Events ~
o K Search Events I know WHEN my event should take place - [\) Tri-Wizard Opening Ceremony  [& ¥
\‘( help me find a location! Tri-Wizard Tournament Opening

OR Ceremony

Throughout this site you can mark any
n/ Create an Event Location as "Starred” by clicking its -
ofl Your Starred Event Searches ~ icon.

CALITORNIA STATE UNIVERSITY f] 25LivePro  [4 EventWizard [=] Tasks  Lorien Arthur-Carmichael | = More

)

g Search Locations

| know WHERE my event should take place -

- help me choose a time! g Your Starred Locations A

4 Search Resources

You do not have any Starred Locations!

L L LOIR

A, Search Organizations

You do not have any Starred Event e
Searches! @ Your Upcoming Events ~ 4p Your Starred Resources ~
[\ 4Eventsinwhich you are the Requestor 4 Calendar-Academic Programs [ ¥¥
Your Starred Location Searches ~
Q @ 4 Events in which you are the Scheduler B ZIonlinn the;le gcl.\sources are
available

You do not have any Starred Location
Searchesl

There are several places where you can look up an event in 25Live Pro:

1. Use the Search Events box in the Quick Search.

2. If you have created and starred an event search for your calendar(s), you can
access it under Your Starred Event Searches.

3. Your Upcoming Events will have access to all of the events that you have
scheduled and/or requested.

4. Your Starred Events will show any events that you recently starred.

5. You can click on More and go to Search to find an event.
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3. Click on the Event State and select Confirmed.

@ Tri-Wizard Opening Ceremony Tentative  2019-ABXZKR Fri Sep/27/2019 1:00 pm - 3:00 pm 4 Calendar
Tri-Wizard Tournament Opening
Ceramony
Details Occurrences Calendar Schedule Task List Audit Trail

[ Edit Event More Ad
Tentative
General A Event Categories e
1. In the Details tab, click on Tentative in the Event State field.
2. Select Confirmed.
4. It may take a minute for the system to save the change.
The Event State is now Confirmed.
@ Tri-Wizard Opening Ceremony Confirmed  2019-ABXZKR  FriSep/27/2019 1:00 pm - 3:00 pm 4 Calendar
Tri-Wizard Tournament Opening
Ceremony
Details Occurrences Calendar Schedule Task List Audit Trail
 ————————
[€ Edit Event More Ad
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5. The event should show up automatically on the selected

calendar(s) within about 15-20 minutes.

CALIFORNIA STATE UNIVERSITY, FULLERTON +

CSUF Calendar

ACADEMIC COLLEGES ATHLETICS CENTERS, GROUPS, & LIBRARY STUDENTS, FACULTY, & STAFF

s Student Calendar

AS|

Faculty & Staff Saturday, October 26 2019
= oYF - J

Faculty Development Center i Tri-Wizard Tournament Openmg Ceremony an

Jul

Office of the President Epmio 9 pm (EEEEE .
About This Event: The Tri-Wizard Tournament at Hogwarts begins with a keynote speech by 2020

Student Calendar renowned wizard Professor Albus Dumbledore and features a stirring performance by the Jan
Hogwarts Toad Choir lead by Professor Flitwick. Visit the Tri-Wizard Tournament website for more Jul
information

TimefLocation: 8pm in the Great Hall

VIP seating available for Ravenclaws; contact Professer McGonagall at mmegonagall@hogwares edu Su
for details.
29

Feb

Aug

Feb

Aug

Filter Events

Mar  Apr
Sep Det

Mar  Apr
Sep Oct

October 2019

Mo Tu We Th

30

o Q02 03

o7 08 09 i 12

Show All

May Jun

Nov  Dec

May Jun

Nov  Dec

Fr 5Sa

04 05

18 19
25
01 02

You may need to use the calendar on the right to select the day of the event so you

can see your event on the calendar.

If your event does not show up after 30 minutes, please email 25Live@fullerton.edu

for assistance.

Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for

additional assistance with 25Live.
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25Live Pro: Canceling or Deleting an Event on
a Campus Calendar

This article covers how authorized users can cancel an event published on a
campus calendar, cancel a one or more occurrences of a repeating event that

has been published, or delete an event that has been saved as Tentative in
25Live Pro.

These instructions assume you have already added the event to 25Live and
saved it as Tentative or Confirmed.

1. Log in to 25Live Pro.

View instructions on how to access 25Live.
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2. Locate the event that you want to cancel and click on it to
open it.

25 | caurorva sTaTE uNivERSITY 1 25Live Pro [ EventWizard [Z Tasks Lorien Arthur-Carmichael | = More
B EOTT FRTON = © &
\° 4
Nothing recently viewed + (@Hep
Q, Quick Search ~ [/ Find Available Locations 9@ Your Starred Events ~
o k) Search Events 1 know WHEN my event should take place -- [\ Tri-Wizard Opening Ceremony  [4 ¥
% help me find a location! Tri-Wizard Tournament Opening
OR Ceremony

i@ Search Locations

1 know WHERE my event should take place -

- help me choose a time! g Your Starred Locations ~

4 Search Resources

You do not have any Starred Locations!

L O O

. Search Organizations

Throughout this site you can mark any
n/ Create an Event Location as "Starred” by clicking its
o’)\ Your Starred Event Searches ~ icon.

You do not have any Starred Event o
Searches! @ Your Upcoming Events ~ 4 Your Starred Resources ~
@ 4 Events in which you are the Requestor 4 Calendar-Academic Programs 4 vy
Your Starred Location Searches ~
O‘ @ in which you are the Scheduler B Seewhen the;;e LTsources 2
...................... ETENE
You do not have any Starred Location

There are several places where you can look up an event in 25Live Pro:

1. Use the Search Events box in the Quick Search.

2. If you have created and starred an event search for your calendar(s), you can
access it under Your Starred Event Searches.

3. Your Upcoming Events will have access to all of the events that you have

scheduled and/or requested.

Your Starred Events will show any events that you recently starred.

You can click on More and go to Search to find an event.

vk

Canceling an Event

Once an event has been saved as confirmed and published to a campus calendar,
you should edit the event information to indicate the event has been canceled so the
cancellation information appears on the campus calendar(s).

However, if you need to have a published event deleted from 25Live, email
25Live@fullerton.edu.
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1. Click Edit Event.

@ Tri-Wizard Opening Ceremony Confirmed 2019-ACABBG
Tri-Wizard Tournament Opening
Ceremony
Details Occurrences Calendar Schedule Task List Audit Trail

Fri Sep/27/2019 7:00 pm - 9:00 pm

[& Edit Event ] Confirmed 2

More Actions ~

2. Add the word CANCELED to the Event Title for Published

Calendars field. Then click Next.

Edit the basic event information.

Event Name

«/ Tri-Wizard Opening Ceremony

Event Title for Published Calendars

CANCELED Tri-Wizard Tournament Openin

Event Type
Calendar - Announcements

Sponsoring Organization for this Event

IT-STS X v

X Cancel Save

v

| Next =

¢ You may also enter "CANCELED" in front of the Event Name, although you
may not have enough characters to be able to do so.
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1. Enter the word "CANCELED" at the beginning of the Event Title for Published

Calendars.
2. Click Next.

EIFULLERTON

3. Add a notation at the top of the Event Description indicating that
the event has been canceled. Then click Save.

Edit additional basic event information.

\/Event Description

hh 3 & & L. B 7 U x X

A-HB~-=E =E = E E =
FontFamily ~ FontSizes ~ = 1= £ 2
M B % <«

“**PLEASE NOTE THAT THIS EVENTHAS BEEN
CANCELED DUE TO A TROLL IN THE DUNGEON**¥

E— — s
About This Event: The Tri-Wizard Tournament at
Hogwarts begins with a keynote speech by renowned
wizard Professor Albus Dumbledore and features a stirring
performance by the Hogwarts Toad Choir lead by Professor
Elitwick. Visit the Tri-Wizard Tournament website for more
information.

Time/Location: 8pm in the Great Hall -

& Back Next =

4. You're done! Within 20 minutes, the updated event information
should appear on the campus calendar(s).

5. After the event date has passed, you can return to 25Live and
change the Event State to Cancelled if you wish.

¢ Thisis not a necessary step but if you wish to remove a canceled event from
the campus calendars, we recommend you only do so after the event date

has passed.
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@ Tri-Wizard Opening Ceremony Confirmed  2019-ABXZKR  Fri Sep/27/2019 1:00 pm - 3:00 pm 4 Calendar

CANCELED Tri-Wizard
Tournament Opening Ceremony

Details Occurrences Calendar Schedule Task List Audit Trail

[4 Edit Event More Ad

Tentative

General A Event Categories %E Cancelled I

1. After the event date has passed, you can return to the Event information screen
and click on the Event State drop-down menu.
2. Select Cancelled.

Within 20 minutes, the event will be removed from the campus calendar(s).

Canceling a Single Occurrence of an Event

Once a repeating event has been saved as confirmed and published to a campus
calendar, you should edit the event information to indicate when one or more
occurrences have been canceled so the cancellation information appears on the

campus calendar(s).

1. Click Edit this Event.

@ Tri-Wizard Tasks Confirmed 2019-ACABBB Fri Oct/04/2019 3:00 pm - 6:00 pm

Tri-Wizard Tournament Tasks Repeats every month on the 1st through 12/31

Details Occurrences Calendar Schedule Task List Audit Trail

[& Edit Event } Confirmed =
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2. Use the Repeats link on the left to jump to the Repeating screen.
Or use the Next button to move to the Repeats screen.

Tri-Wizard Tasks

Tri-Wizard Tasks

Tri-Wizard Tournament Event Name
Tasks

Edit the basic event information.

v/ Tri-Wizard Tasks
This reservation wizard is designed to
collect the information needed to Event Title for Published Calendars
schedule an event.
Flease be as detalled as possible when Tri-Wizard Tournament Tasks
submitting this information.
*All requests are subject to approval*

Event Type
Calendar - Announcements Calendar - Announcements
Sponsoring Organization for this Event
About This Event: The Tri-Wizard Sponsoring Organization for this Event
Tournament Tasks will occur on

IT-STS X

Fridays. Visit the.. v v
Fri Oct/04/2019
3:00 pm - 6:00 pm o

Repeats every month through & Back Next —>
Dec/31/2019

% Cancel [® save

Calendar-TESTING
4

All Occurrences

1. Click on the Repeats link on the left to jump to the Add/Remove/Edit Repeat

Occurrences screen.
2. Or click Next until you reach the Add/Remove/Edit Repeat Occurrences screen.

25Live // Downloaded: 10-28-2019 // Disclaimer: This document is only valid as of the day/time when it is Page 147
downloaded. Please view the original web document for the current version.



3. Scroll down to the Occurrence List. For each occurrence that you
want to cancel, type CANCELED in the Comments field. Then click
Save.

1.
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Occurrence List

Date Comments
Fri o **CANCELED DUETO
0Oct/04/201 UNCOOPERATIVE
DRAGONS**
S ough details

about each task are
strictly confidential,
attendees are advised to
wear heat-resistant
clothing and avoid

bringing any flammable
items with them into the v

Fri Task #2: Although details
Nov/01/2019 about each task are strictly
confidential, attendees are
advised to wear water-
resistant clothing.

Fri Task #3: Although details
Dec/06/2019 about each task are strictly
confidential. attendees are
advised to wear warm
clothing and bring tissues.

€ Back o

X Cancel | Save

&

/

Status

Active

4

Active

4

Active

4

Next =

Do NOT change the Status to Cancelled as this will remove the occurrence
from the campus calendar(s) completely rather than providing cancellation

information.

Enter cancellation information in the Comments field for each occurrence that
you want to mark as canceled.
2. Then click Save.
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4. You're done! Within 20 minutes, the updated event information
should appear on the campus calendar(s).

5. After the event date has passed, you can return to 25Live and
change the Status of the canceled occurrence(s) to Cancelled if you
wish.

¢ This is not a necessary step but if you wish to remove a canceled occurrence
from the campus calendars, we recommend you only do so after the event
date has passed.

Occurrence List

Date Comments Status

Fr L ANGELEB-BUETO- o Cancelled %
SetB4204%  yncooPERATIVE \4:

&

Fri Task #2: Although details Active
Nov/01/2019 about each task are strictly
confidential, attendees are
advised to wear water-
resistant clothing.

Fri Task #3: Although details Active a
Dec/06/2019 about each task are strictly
confidential, attendees are
advised to wear warm
clothing and bring tissues.

€ Back Next —»

X Cancel r Save

1. After the event date has passed, you can return to the Add/Remove/Edit Repeat
Occurrences screen to mark the canceled occurrence(s) as Cancelled in the
Status field.

2. When you click Save, the canceled occurrences will no longer appear on any of
the campus calendar(s) although they will be in 25Live.
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Deleting a Tentative Event

Events that are saved as tentative can be deleted by authorized users.

1. Click on the More Actions drop-down menu and select Delete This
Event.

@ Tri-Wizard Opening Ceremony Tentative  2019- Fri Sep/27/2019 1:00 pm - 3:00 pm & Calendar-Academic
Tri-Wizard Tournament Opening ABXZKK Programs
Ceremony
Details Occurrences Calendar Schedule Task List Audit Trail

[4 EditEvent  Tentative 2 [ More Actions v I (&

Add to Favorites

General A Event Categories
g & Edit Event
Event Name: Tri-Wizard Opening Ceremony |'_|0 Copy Event jdd
Event Title: Tri-Wizard Tournament Opening Ceremony |'_|0 Custom Attributes <% Manage Related Events
Event Type: Calendar - Announcements v # Manage Bindings
Add a Custom Attribute °
Organization: IT-STS he [ Delete Event
Scheduler: & Arthur-Carmichael, Create To Do’ Task
Lorien Event Info
Requestor: A& Arthur-Carmichael, ‘ © Email Event Details
Lorien Event Owner: 4
Creation Date: 1 (t+ Send this Event to the 25Live Publisher
Head Count: expected 0 14 Reference: 2 B} Subscribe to this Event
1. In the Details tab, click on More Actions.
2. Select Delete this Event.
2. Click OK to confirm you want to delete the event.
25live.collegenet.com says
Delete this event?
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3. You're done! The event no longer appears in 25Live.

Deleting a Confirmed/Published Event

Only the 25Live administrator can delete events that have been confirmed/
published. You can change the event state to "cancelled" in order to remove it from
the published calendar, but you will then need to email 25Live@fullerton.edu to
have the event deleted from 25Live.

You should only delete confirmed/published events in 25Live that are
duplicates.

You should NOT delete published events in 25Live when the event has been
canceled. Use the steps above under Canceling an Event to update the event
information to indicate it has been canceled.

1. Click on the Event State drop-down menu and select Cancelled.

@ Tri-Wizard Opening Ceremony Confirmed  2019- Fri Sep/27/2019 1:00 pm - 3:00 pm 4 Calendar
Tri-Wizard Tournament Opening ABXZKK Programs
Ceremony

Details Occurrences Calendar Schedule Task List Audit Trall

[£ Edit Event | Confirmed = I More
Tentative

Confirmed
General A~ Event Categories o Cancelled

1. Click on the Event State drop-down menu.
2. Select Cancelled.

2. A pop-up window will ask you to confirm you want to cancel the
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event. Click OK.

25live.collegenet.com says

Saving an event in the Cancelled state releases any location and
resource assignments. Only users with the required security permissions

3. Once the event is canceled, email 25Live@fullerton.edu with the
event details and ask them to delete the event from 25Live.

may edit an event that has been cancelled.

@ Tri-Wizard Opening Ceremony | Cancelled | 2019- Fri Sep/27/2019 1:00 pm - 3:00 pm & Calendar-

Tri-Wizard Tournament Opening ABXZKK Programs
Ceremony
Details Occurrences Calendar Schedule Task List Audit Trail

[€ Edit Even] Cancelled 2 More

Email 25Live@fullerton.edu with the event details and ask them to delete the event
from 25Live.

Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for
additional assistance with 25Live.
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25Live Pro: Searching for Events, Locations,
Resources, and Organizations

This article covers how users can do a quick search in 25Live Pro as well as create
advanced searches for events, locations, resources, and organizations.

1. Login to 25Live Pro.
View instructions on accessing 25Live.

2. Click Go to Search on the 25Live Pro homepage.

|*;'j 25Live Pro |'_‘6? Event Wizard |E| Tasks

l (1 Go to Search i

[/ Find Available Locations k] Your
| know WHEN my event should take place -- Youdo
hel find a location!

elp me find a location ThrougH
OR as "Star]
| know WHERE my event should take place --
help me choose a time!
v "fuurl

Quick Search

Quick searches allow you to perform simple searches by entering text or selecting
from a saved search such as built-in searches, public searches, and searches that

you have created.
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1. Select a search type from the Select Object drop-down menu.

Select Dbject:‘ k Events v | Saved Searches (optional) v
A Events
vanced i Locations

£ Organizations
4p Resources
=| Tasks

Pocd

Select what you would like to search for: events, locations, organizations, or
resources.

2. Enter search criteria or select a saved search.

Select Object: |k Events ~ Saved Searches (optional) ~
1 —
o Q, |saved Searches (optional)
) “*-_---“I
Quick Search Advanced Pre-Defined Groups
=" tri-wizard Featured Events

@ Hint! Type - to use SeriesOL
Your Starred Events

More Options ~ Events In Your Starred Locations set

Events Using Your Starred
Resources
Events Sponsored By Your Starred
Organizations

1. Enter search criteria.

2. Or choose from the list of Saved Searches, which includes built-in searches,

public searches, and searches that you have created.
25Live // Downloaded: 10-28-2019 // Disclaimer: This document is only valid as of the day/time when it is Page 154

downloaded. Please view the original web document for the current version.



3. Your search results appear. Click on the Name to view details

about the item. To save your search, click Save As.

Select Object: k] Events ~ Saved Searches (optional) v

Quick Search Advanced

tri-wizard

O Hint! Type = to use SeriesOL.

v Title Reference Organizati Type Categories Your Role Start Date Start Time Creation State
ons Date
Tri-Wizard 2019- IT-STS Calendar - Requestor, Fri 7:00 pm Wed Draft
Tournament = ACABBC Announceme Scheduler Dec/27/2019 Sep/25/2019
Ceremony Closing nts 3:32 pm
Ceremony
1:\4’ Tri-Wizard Tri-Wizard 2019- IT-STS Calendar - Requestor, Fri 2:00 pm Wed Confirmed
s Tournament = ACABBB Announceme Scheduler Oct/04/2019 Sep/25/2019
Tasks nts 2:25pm
2 Matching Events Page 1071
13

More Options v Reset | Save As

p—

(B Calendar & Future Only = RV R All Dates

c e

Scheduler

Lorien
Arthur-
Carmichael

Lorien
Arthur-
Carmichael

1. Click on the name of an item to view details about it.
2. Select Save As to save your search.

3.1. After clicking Save As, enter a name for your search and click Save.

Save Search

Search Name: | a)| pi-wizard Events =

Add to starred searches: No o
@ Yes e

‘ Cancel m

1. Enter a name for your saved search.
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2. Indicate if you want to add this search to your starred searches; this will make it
accessible from various locations including your 25Live homepage.
3. Click Save.

Create an Event Search
Event searches allow you to easily access all of the events on calendars that you
frequently view (or add events to). You can also create searches for other criteria

such as all events at a location, all events with specific text, or all events during a
specific date range.

1. Select Events in the Select Object drop-down menu on the Search
screen. Then click Advanced.

Select Dbje Saved Searches (optional)
Quick Search lﬂdvanced l

Search Events

@ Hint! Type :: to use SeriesOL.
More Options v Resef
1. Select Events from the Select Object drop-down menu.
2. Click Advanced.
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2. Click Add Criteria and select the criterion that you would like to

add for your search. Add one or more criterion to create your

custom search.

Quick Search . Advanced

| Add Criteria |
Add Group
Iy Your Starred Events
General
Keyword
i Events
@ Cabinets
Event Types
Title Event States

/. Organizations
Tri-W
Tounn = Contacts
nt Cl

Cere.. Elaltjegones

3. Below is a sample of a search for all events on the College of the

Arts - Music public calendar from 14 days ago through one year

from now. Click Search to run the search once you have entered

your criteria.

¢ Searching before saving the search allows you to check that you are seeing
all of the events that you want to see so you can adjust your settings before

saving if necessary.
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Select Object: & Events v Saved Searches (optional) v
Quick Search @) Advanced
XEv
AND %
o e e x
Include Al
X pusic
AND
e Event States X
X Cancelled X
X oraf
AND
o Occurrence Dates X
Start Time: |12:00 am End Time: [11:59 pm
From:
© Today +/-
Specific Date
Until:
® Today +/
Specific Date
@Monday ¥ Tuesday @ Wednesday ¥ Thursday
@ Friday @ Saturday @ Sunday
Add Criteria
“Reset | Save As m

1. REQUIRED There are two main cabinets in 25Live: Academics and Events.
Academics contains academic courses; Events contain all non-academic events.
You must select one or more cabinets for your search.

2. RECOMMENDED Specific Resources allows you to search for events on specific
calendars.

3. RECOMMENDED Event States allows you to choose which events you want to
see. Users who are coordinating with others may want to include Draft, Tentative,
and Confirmed event states to avoid duplicating an event that has already been
added.

4, RECOMMENDED It is recommended that you enter occurrence dates to narrow
down your search; you can enter specific dates or a range of dates. If you choose
to view all events, it may result in the search taking a long time to complete.

5. Click Search to run this search now. (You will still be able to save the search after

running it.)

Select Save As to save this search.

. Select Reset to reset your search.

No
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4. After clicking Search you will see the results appear in the List
and Calendar tabs at the bottom of the screen.

Add Criteria
Sunday Monday
September 29|
Cole
Name i Refere
i Andriu 2019
Fi Zlabys. BXTAN
piano
A wads Aw 2019-
>
H Pratt Prati ABXVMNK
o pia

0 191147

peset | save s [N
]—é Sun Sep/29/2019 - Sat 0ct/05/2019 5 ] wWeeks: 1 3 @)
Tuesday Wednesday Thursday Friday Saturday
8:00 prm - 10:00 prr 600 pm - 800
Benjamin Sung, Violin Nathan Bogert,
Saxophone
8:00 pm - 10:00 pm
University Symphony
chestra
& g
& Future Only — Future Only [E[IsEICH Chaose Columns c ®
Organt T t our Start Start reati State Locatio  Resourc Sched
on Fole Date Time n Date es er
sat 800pm  Fri Confirmed Calendar-  Juli
Nov/09/2 Sep/06/2 COTA Bus:
o019 019.9:46 Music
am
n
atur Fri 800pm  Tue Confirmed Calendar-  Juli
ent, Feb/21/20 Sep/17/20 COTA Buss
- 2 Mo
aderm
nt

1. When viewing the Calendar tab, you may need to use the arrows to adjust the
dates that are showing to a date when there are events that match your search

Criteria.

2. You may also need to click the refresh icon to update the calendar view to show

the events.

5. Click Save As to save your search.

Reset | Save As BEEEELGL
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6. Enter a name for your search and click Save.

Save Search

Search Name: College of Arts - Musid e

Add to starred searches: No o
@ Yes oo

| Cancel m

1. Enter a name for your saved search.
2. Indicate if you want to add this search to your starred searches; this will make it

accessible from various locations including your 25Live homepage.
3. Click Save.

Create a Location Search

Location searches allow you to easily access all of the locations that you frequently
use. You can also view availability for the locations from a location search.

¢ This guide will show you how to create a location search for specific
locations, but you can also use the search to find locations that meet specific

criteria such as specific features or capacity.
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1. Select Locations in the Select Object drop-down menu on the
Search screen. Then click Advanced.

Select Dbject:' W Locations v o); Saved Searches (optional) v
Quick Search l Advanced ro

Search Locations

@ Hint! Type - to use SeriesOL.

1. Select Locations from the Select Object drop-down menu.
2. Click Advanced.

2. Click Add Criteria. Then select Locations > Specific Locations.

Quick Search .Advanced

g Add Criteria

Add Group
¥, Your Starred Locations

General

Keyword

o W Locations
N

o Specific Locations
o

Locations (Via Search)

Partitions
Features

Categories

Layouts -
1. Click Add Criteria.
2. Select Locations.
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3. Then select Specific Locations.

3. Click Edit.

Quick Search . Advanced

Specific Locations

4. Enter the name of the location you want to include in your
search. Place a checkmark next to the location in the search results.
Continue adding locations and click Done when you are finished.

o EDIT

Locationg| pmH255) % All filters v [ % only Favorites |  Select Al | X Select None |
v PHZSS

1. Enter the building (e.g., LH) or room (e.g., LH315) in the search box.
2. Place a checkmark next to the location(s) in the search results.
3. Click Done when you are finished adding locations.

5. Click Search to search for all locations that match your criteria.

¢ Searching before saving the search allows you to check that you are seeing
all of the locations that you want to see so you can adjust your settings
before saving if necessary.
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Quick Search

. Advanced

Specific Locations X

5 MH044  MH255

Add Criteria

Reset | Save As w

6. All of the locations that you selected appear. You can click on a
location to view more information about it. Or click on the Calendar
or Availability tabs to view events/classes in that location or the
availability of the location.

Reset | Save As m

(2)
m Calendar | Availability

Choose Columns

c ©

v | Formal Name

Computer Lab

Teaching Lab

McCarthy Hall - Room 044 -

McCarthy Hall - Room 255 -

Categories Features Layouts Max Capacity
Computer Lab, McCarthy 32

Hall (MH)

McCarthy Hall (MH]), Non- 43

General Use Classroom,
Teaching Lab

1. Click on the name of the location to view more details about it, including pictures

if available.

2. Click on the Calendar or Availability tabs to view events/classes in the location(s)
or availability information for the location(s).
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7. Click Save As to save your search.

Reset | Save As EEEEERH

8. Enter a name for your search and then click Save.

Save Search
Search Name: | a4 and MH?255]| Q—l

Add to starred searches: No o
® Yes

| Cancel m

1. Enter a name for your saved search.
2. Indicate if you want to add this search to your starred searches; this will make it

accessible from various locations including your 25Live homepage.
3. Click Save.

Create a Resource Search

Resource searches allow you to easily access all of the calendars that you frequently
view (or add events to).
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1. Select Resources in the Select Object drop-down menu on the

EIFULLERTON

Search screen. Then click Advanced.

Search Resources

(i) Hint! Type = to use SeriesOL.

Select Object: l & Resources v ] Saved Searches (optional) v
Quick Search IAdvanced o

1. Select Resources from the Select Object drop-down menu.

2. Click Advanced.

2. Click Add Criteria. Then select Resources > Specific Resources.

1. Click Add Criteria.
2. Select Resources.
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QAdd Criteria

Add Group
&y Your Starred Resources

General

Keyword

e & Resources

e
o Specific Resources
 N—

Resources (Via Search)
Categories
Relationships
Custom Attribute

] Resource Assignments
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3. Then select Specific Resources.

3. Click Edit.

Quick Search . Advanced

Specific Resources

4. Enter the name of the resource you want to include in your
search. Place a checkmark next to the resource in the search
results. Continue adding resources and click Done when you are

finished.

¢ For users entering calendar events, search for "calendar" for a list of all of
the calendars that you have access to.

Specific Resources X
0.
ResourcEE[ calendar-cota X All filters v | % Only Favorites | «/ Select All | X Select None | x
(2)
Calendar-CUTA-Dance v| Calendar-COTA-Theatre galendar-CDTA-Theatre& v| Calendar-COTA-Visual Arts
ance

v/| Calendar-COTA-Music

1. Enter the name of the specific resource (e.g., "Calendar-COTA-Theatre") or group

of resources (e.g., "Calendar-COTA").
Place a checkmark next to the resources(s) in the search results.
Click Done when you are finished adding resources.

W N
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5. Click Search to search for all locations that match your criteria.

¢ Searching before saving the search allows you to check that you are seeing
all of the resources that you want to see so you can adjust your settings
before saving if necessary.

Specific Resources X

Calendar-COTA- x Calendar-COTA- x Calendar-COTA-

Dance Music Visual Arts

Calendar-COTA- Calendar-COTA-

Theatre Theatre & Dance

Add Criteria
Reset | Save As m
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6. All of the resources that you selected appear. You can click on a
resource to view more information about it. Or click on the
Calendar or Availability tabs to view events/classes associated with
that resource or the availability of the resource.

Reset | Save As m

S
m Calendar  Availability Choose Columns
oName ~ | Categories Custom Attributes Quantity
{% | Calendar-COTA-Dance Calendar
g Calendar-COTA-Music Calendar
ﬁ Calendar-COTA-Theatre Calendar
{:? Calendar-COTA-Theatre & Dance Calendar
{:? Calendar-COTA-Visual Arts Calendar

1. Click on the name of the resource to view more details about it.
2. Click on the Calendar or Availability tabs to view events/classes associated with
the resource or availability information for the resource(s).

7. Click Save As to save your search.

Reset [ Save As EEEEELHL
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8. Enter a name for your search and then click Save.

Save Search

SearchName: o1 dars - All COTA Q]

Add to starred searches: 0

l\‘
@ Y

[1#)

L

‘ Cancel m

1. Enter a name for your saved search.
2. Indicate if you want to add this search to your starred searches; this will make it

accessible from various locations including your 25Live homepage.
3. Click Save.

Create an Organization Search

Organization searches allow you to easily access all of the organizations that you
frequently view (or add events for).

1. Select Organizations in the Select Object drop-down menu on the
Search screen. Then click Advanced.

Select Dbject:l 4 Organizations vjn Saved Searches (optional) v
Quick Search lﬁdvanced o) v

Search Organizations

@ Hint! Type :: to use SeriesOL.

1. Select Organizations from the Select Object drop-down menu.
2. Click Advanced.
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2. Click Add Criteria. Then select Organizations > Specific
Organizations.

Quick Search . Advanced

QAdd Criteria

Add Group
Ly Your Starred Organizations

General

Keyword

o Organizations
S

e Specific Organizations
o

Organizations (Via Search)
Address
Categories

Contacts

Organization Types

1. Click Add Criteria.
2. Select Organizations.
3. Then select Specific Organizations.

3. Click Edit.

Quick Search . Advanced

Specific Organizations
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4. Enter the name of the organization you want to include in your
search. Place a checkmark next to the organization(s) in the search
results. Continue adding organizations and click Done when you are
finished.

Specific Organizations pd
0.
Organizatior\1§[it X All filters v % Only Favorites | / Select All | X Select None X
o‘kFIT - Admin & Finance IT IT - CMS Administration v IT - PMO
T - Administration v IT-ERP v IT-STS
IT - CAT v| IT - Operations Italian (ITAL)
@

1. Enter the name of the specific organization (e.g., "IT - Administration") or group of
organizations (e.g., "IT").

Place a checkmark next to the organization(s) in the search results.

Click Done when you are finished adding organizations.

W N

5. Click Search to search for all organizations that match your
criteria.

¢ Searching before saving the search allows you to check that you are seeing
all of the organizations that you want to see so you can adjust your settings
before saving if necessary.
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Specific Organizations X

EDIT
> IT - Administration ¢ IT - ERP M IT-5TS
»{ IT - Operations » IT - PMOD

Add Criteria

Reset | Save Asw

6. All of the organizations that you selected appear. You can click on
an organization to view more information about it. Or click on the
Calendar tab to view events/classes associated with the
organization(s).

Reset | Save As m

List Choose Columns

Name ~ | Title Type Categories Accounting Code
7| - Administration 17 - Administration Campus Adminstration | |
i\? IT-ERP IT - Enterprise Resource Planning  Campus Administration
v | 7= Operations IT - Operations Campus Administration
i\? IT-PMO IT - Project Management Campus Administration
“ﬁ, IT-S8TS IT - Student Technology Services  Campus Administration

1. Click on the name of the organization to view more details about it.
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2. Click on the Calendar tab to view events/classes associated with the
organization(s).

7. Click Save As to save your search.

Reset [| Save As EELEI)

8. Enter a name for your search and then click Save.

Save Search
Search Name: [ o 1T QI

Add to starred searches: No o
® Yes =

| Cancel m

1. Enter a name for your saved search.
2. Indicate if you want to add this search to your starred searches; this will make it

accessible from various locations including your 25Live homepage.
3. Click Save.

Need More Help?

Please contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for
additional assistance with 25Live.
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	5. If you do not see the starred item on your dashboard, you can click on the Refresh icon.
	6. Now the item shows in your starred events/locations/resources.
	Need More Help?

	Accessing & Using the 25Live Testing Environment
	Accessing the Testing Environment
	1. Open your web browser to the 25Live testing environment.
	2. Click Sign In at the top right of the page.
	3. If prompted, enter your campus username and password. Then click Login.
	4. You're now in the 25Live testing environment!

	Using the 25Live Testing Environment
	Select the Calendar-TESTING as a resource to an event in order to view a published version of the event.
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	2. A pop-up window will ask you to confirm you want to cancel the event. Click OK.
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	Accessing 25Live
	1. Log in to the campus portal.
	2. Click on the 25Live link in the portal.
	3. By default, you are signed in to 25Live Express. Make a selection fro this dashboard or click 25Live Pro to access the power user dashboard.
	3.1. Power users can make a selection from the 25Live Pro dashboard.

	1. Use the direct links below to access 25Live Express or 25Live Pro.
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	1. Log in to 25Live.
	2. Click Create an Event.
	3. Enter the Event Name and Event Title for Published Calendars.
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	5. Enter the Event Description.
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	6. Enter the event date and time details.
	7. Choose if your event repeats or not. The Occurrence List will update to show all occurrences of your event if it repeats.
	8. Select the resource (calendar) where you want to add this event.
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	10. Review the details of your event. Select either Tentative or Confirmed as the Event State. Then click Save.
	11. You will see a confirmation that the event was saved.
	12. If you saved your event as Confirmed, the event will show up on the calendar within 15-20 minutes.
	13. If you saved your event as Tentative, you will need to return to 25Live and change the Event State to Confirmed to publish it to the calendar.
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	25Live Express: Publishing an Event on a Campus Calendar
	1. Log in to 25Live.
	2. Click Search for Events.
	3. Enter search criteria to locate the event. Then click Edit.
	4. Scroll down to the Event State section. Click Confirmed and then click Save.
	5. The Event State is now Confirmed.
	6. The event should show up automatically on the selected calendar within about 15-20 minutes.
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	25Live Express: Canceling an Event on a Campus Calendar
	1. Log in to 25Live.
	2. Click Search for Events.
	3. Enter search criteria to locate the event you want to cancel or delete.
	1. Click Edit next to the event.
	2. Add the word CANCELED to the Event Title for Published Calendars field.
	3. Scroll down and add a notation at the top of the Event Description indicating that the event has been canceled. Then click Save.
	4. You're done! Within 20 minutes, the updated event information should appear on the campus calendar(s).
	5. After the event date has passed, you can return to 25Live and change the Event State to Cancelled if you wish.
	1. Click Edit next to the event.
	2. Scroll down to the list of occurrences of the event. For each occurrence that you want to cancel, type CANCELED in the Comments field. Then click Save.
	3. You're done! Within 20 minutes, the updated event information should appear on the campus calendar.
	4. After the event date has passed, you can return to 25Live and change the Status of the canceled occurrence(s) to Cancelled if you wish.
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	25Live Express: Searching for Events, Locations, Resources, and Organizations
	1. Log in to 25Live Express.
	1. Click Search for Events on the 25Live Express homepage.
	2. Enter the name of the event or click Select Existing Search to choose from built-in searches.
	3. Your search results appear. Click on the event name to view the event. Click Edit to edit the event.
	1. Click See Available Locations on the 25Live Express homepage.
	2. Enter the name of the location or click Select Existing Search to choose from built-in searches.
	3. Your search results appear. Click on the location name to view details about the location, including availability. Click Request It to request the room.
	1. Click See Available Resources on the 25Live Express homepage.
	2. By default, you will see your starred resources/calendars. You can also enter the name of a calendar to search for a specific calendar or set of calendars.
	3. Your search results appear. Click on the resource name to view details about the calendar, including all events using the calendar. Click Reserve It to create an event for that calendar.
	1. Click Search for Organizations on the 25Live Express homepage.
	2. By default, you will see your starred organizations. You can also enter the name of an organization to search for a specific organization.
	3. Your search results appear. Click on the organization name to view details about the organization, including all events associated with the organization.
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	25Live Express and Pro: Starring Events, Locations, Resources, & Organizations
	1. Log in to 25Live.
	2. In 25Live Express, click on the navigation menu and choose the item you want to star (event, location, resource, organization). In 25Live Pro, click Go to Search.
	3. Enter search criteria and then click the search icon.
	4. Click the star next to the event, location, resource, or organization that you want to add to your favorites.
	5. The item will now show up in the Your Starred searches, at the top of drop-down menus, and as a starred item on your 25Live Pro dashboard.
	Need More Help?

	25Live Express and Pro: Accessing & Using the 25Live Testing Environment
	Accessing the Testing Environment
	1. Open your web browser to the 25Live testing environment.
	2. If prompted, enter your campus username and password. Then click Login.
	3. You're now in the 25Live Pro testing environment! Click the More menu and then select 25Live Scheduling to switch to 25Live Express.

	Using the 25Live Testing Environment
	Select the Calendar-TESTING as a resource to an event in order to view a published version of the event.
	After publishing the event, open your browser to the Campus Events Calendar Example webpage.
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	25Live Pro: Adding an Event to a Campus Calendar
	1. Log in to 25Live Pro.
	2. Click Event Wizard at the top of the dashboard or click Create an Event.
	3. Enter the basic event information. Then click Next.
	4. Enter the Event Description. Then click Next.
	5. Choose if this is a repeating event or not.
	6. Enter the event date and time details. Then click Next.
	7. Select the resource (calendar) where you want to add this event. Then click Next.
	8. Optionally, you can specify a Scheduler and Requestor for the event. Then click Next.
	9. Review the details of your event. Select either Tentative or Confirmed as the Event State. Then click Save.
	10. You will see a confirmation that the event was saved.
	11. If you saved your event as Confirmed, the event will show up on the calendar within 15-20 minutes.
	12. If you saved your event as Tentative, you will need to return to 25Live and confirm the event to publish it to the calendar(s).
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	25Live Pro: Publishing an Event to a Campus Calendar
	1. Log in to 25Live Pro.
	2. Locate the event that you want to publish and click on it to open it.
	3. Click on the Event State and select Confirmed.
	4. It may take a minute for the system to save the change. The Event State is now Confirmed.
	5. The event should show up automatically on the selected calendar(s) within about 15-20 minutes.
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	25Live Pro: Canceling or Deleting an Event on a Campus Calendar
	1. Log in to 25Live Pro.
	2. Locate the event that you want to cancel and click on it to open it.
	1. Click Edit Event.
	2. Add the word CANCELED to the Event Title for Published Calendars field. Then click Next.
	3. Add a notation at the top of the Event Description indicating that the event has been canceled. Then click Save.
	4. You're done! Within 20 minutes, the updated event information should appear on the campus calendar(s).
	5. After the event date has passed, you can return to 25Live and change the Event State to Cancelled if you wish.
	1. Click Edit this Event.
	2. Use the Repeats link on the left to jump to the Repeating screen. Or use the Next button to move to the Repeats screen.
	3. Scroll down to the Occurrence List. For each occurrence that you want to cancel, type CANCELED in the Comments field. Then click Save.
	4. You're done! Within 20 minutes, the updated event information should appear on the campus calendar(s).
	5. After the event date has passed, you can return to 25Live and change the Status of the canceled occurrence(s) to Cancelled if you wish.
	1. Click on the More Actions drop-down menu and select Delete This Event.
	2. Click OK to confirm you want to delete the event.
	3. You're done! The event no longer appears in 25Live.
	1. Click on the Event State drop-down menu and select Cancelled.
	2. A pop-up window will ask you to confirm you want to cancel the event. Click OK.
	3. Once the event is canceled, email 25Live@fullerton.edu with the event details and ask them to delete the event from 25Live.
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	25Live Pro: Searching for Events, Locations, Resources, and Organizations
	1. Log in to 25Live Pro.
	2. Click Go to Search on the 25Live Pro homepage.
	1. Select a search type from the Select Object drop-down menu.
	2. Enter search criteria or select a saved search.
	3. Your search results appear. Click on the Name to view details about the item. To save your search, click Save As.
	3.1. After clicking Save As, enter a name for your search and click Save.

	1. Select Events in the Select Object drop-down menu on the Search screen. Then click Advanced.
	2. Click Add Criteria and select the criterion that you would like to add for your search. Add one or more criterion to create your custom search.
	3. Below is a sample of a search for all events on the College of the Arts - Music public calendar from 14 days ago through one year from now. Click Search to run the search once you have entered your criteria.
	4. After clicking Search you will see the results appear in the List and Calendar tabs at the bottom of the screen.
	5. Click Save As to save your search.
	6. Enter a name for your search and click Save.
	1. Select Locations in the Select Object drop-down menu on the Search screen. Then click Advanced.
	2. Click Add Criteria. Then select Locations > Specific Locations.
	3. Click Edit.
	4. Enter the name of the location you want to include in your search. Place a checkmark next to the location in the search results. Continue adding locations and click Done when you are finished.
	5. Click Search to search for all locations that match your criteria.
	6. All of the locations that you selected appear. You can click on a location to view more information about it. Or click on the Calendar or Availability tabs to view events/classes in that location or the availability of the location.
	7. Click Save As to save your search.
	8. Enter a name for your search and then click Save.
	1. Select Resources in the Select Object drop-down menu on the Search screen. Then click Advanced.
	2. Click Add Criteria. Then select Resources > Specific Resources.
	3. Click Edit.
	4. Enter the name of the resource you want to include in your search. Place a checkmark next to the resource in the search results. Continue adding resources and click Done when you are finished.
	5. Click Search to search for all locations that match your criteria.
	6. All of the resources that you selected appear. You can click on a resource to view more information about it. Or click on the Calendar or Availability tabs to view events/classes associated with that resource or the availability of the resource.
	7. Click Save As to save your search.
	8. Enter a name for your search and then click Save.
	1. Select Organizations in the Select Object drop-down menu on the Search screen. Then click Advanced.
	2. Click Add Criteria. Then select Organizations > Specific Organizations.
	3. Click Edit.
	4. Enter the name of the organization you want to include in your search. Place a checkmark next to the organization(s) in the search results. Continue adding organizations and click Done when you are finished.
	5. Click Search to search for all organizations that match your criteria.
	6. All of the organizations that you selected appear. You can click on an organization to view more information about it. Or click on the Calendar tab to view events/classes associated with the organization(s).
	7. Click Save As to save your search.
	8. Enter a name for your search and then click Save.
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