25LIVE

Processing Location Tasks

When a requestor submits an event request in 25LIVE, the
location is not automatically approved. A scheduler must

approve the use of the location and confirm the event. This
guide will detail the steps a scheduler must take to approve
the use of a location and confirm the event.

When a location approver logs in to 25LIVE, a
task box will appear if there are any requests to

use their space that need to be ap-
proved or denied. To see these re-
guests or tasks, the scheduler can
choose the (1) Click to view
your overdue tasks link in the
pop up box.

*| am a scheduler that logged in to

25LIVE, but | do not see a pop up
box! What does this mean?

**This likely means you do not
have any tasks to complete. You
can manually check by clicking the
(2) tasks tab.

From the task list, the location
approver can only see limited
information about the request. Click
the (3) name of the event to see
additional details, including the
requested event time, before
completing the task. Do not use the
actions in this list!
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From this view, you will be able to see

many event details. The (4) date
and time requested will be visible

above the task.

You can see the (5) event details,
including the title, description, and
event needs on the left side. You
should evaluate each request in its
entirety including:

head count

food

alcohol

guest speaker q

If you notice anything about the event
that does not fit your space
reservation policy, you can contact the
requestor to get more details before
making a decision.

The name of the (6) requestor will
also be visible in this event details
area.

Once you have reviewed all relevant

Requestor: 6

details about the event, you can
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Event Details 5

Event Name: 25LIVE Training: Tasks

Event Title: 25LIVE Training: Processing Location Tasks
Event Type: Warkshop / Training

Reference: 2018-ABKWG]

State: Tentative

Organization: ‘_;/ Provest's Office-COL

Schodud Q. Usc

[e¥)
_l\') Mclees, Lauren ]
InEE Calendars

30 expected 0 registered

Head Count:

Description:

‘When a requestor submits an event request in 25LIVE, the location is not
automatically approved. A scheduler must approve the use of the location
and confirm the event. This training will detail the steps a scheduler must
take to approve the use of a location and confirm the event.

Comments:

Internal Notes:

Confirmation Text:

Event Custom Attributes:

Contact Phone
Number

TI7-7777

Contact info & topic  CSR Office; 25LIVE Training
for guest speakers:

Admission Cost Free
Are you sponsoring

a vendor?

arw attandess with  N/4

Tasks for "25LIVE Training: Tasks™

From 10:00 to 12:00 on Mon May 14 2018. D

Status: Active

Assignment Requests More Actions... [

(7] COL ANNOUNCE 01 Flagged?: [*

Associated Reservation: Respond By Date: Apr 16 2018 54

May 14 2018

Comments: (none) =oIT
Assigned To:

_.“) Calendar reservation, Usc _.‘) Crestron Panel

_.“) McleesTEST, Lauren _.‘) Public Searches, Columbiz

Your Assignment State: Assign? / Deny?

complete the location assignment task
in 25LIVE.
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If you would like to approve the
location request, follow the steps listed
below:

1.

click the green (7) assign button.

2.

. L [&] confirmed 8
Event Details Tasks for "25LIVE Training: Tasks Day 2" |

Event Name: 25LIVE Training: Tasks Day 2 (5 Sealed

B From 10:00 to 12:00 or| ® Denied
Event Title: 25LIVE Training: Processing Location Tasks ==
Event Type: Workshop / Training Assignment Requests [ Cancelled More Actions... [¥]
Refatente AR LS (] COL ANNOUNCE 02 status: Active [] Draft e P
State: Tentstive
Organization: £5) Provost's Office-COL ;:"‘Zi;t;odlg‘““'“ﬁ““’ Respond By Date: Apr 16 2018 &
Scheduler: l) Calendar reservation, Usc

& Comments: (none) e=oIT

Requestor: J}J Mclees, Lauren

i Assigned To:
Event Categories:

Head Count:

Don't Display on Published Calendars

30 expected 0 registered @} Calendar reservation, Usc

Description:

‘When a requestor submits an event request in 25LIVE, the location is not
automatically approved. & scheduler must approve the use of the location
and cenfirm the event. This training will detail the steps a scheduler must

Crestron Panel
Public Searches, Columbia

8
@} McleesTEST, Laurenﬂ@;
Your Assignment Statg Assign?§’ Deny?

Update the event state to
(8) confirmed by clicking the
event state drop down box.

take to approve the use of a location and confirm the event.
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. From 10:00 to 12:00 or| @ D d s
1 CIICk the gr‘een (9) red deny Event Title: 25LIVE Training: Processing Location Tasks ) E=
Event Type: Workshop / Training Assignment Requests [¥ cancelled 1—0 More Actions... [
button. Reference: ZO1SABKINGEC [*] COL ANNOUNCE 02 Status: Active [ Draft lj?; ad
State: Tentstive
Organization: C_.-J Provest's Office-COL ;’;\“"zi;t;glg“e"’aﬁ"“’ Respond By Date: Apr 16 2018 "5
2. Update the event state to S2ehi= DB B Comments: (none) eoir
. . Requestor: ;I:) Mclees, Lauren o
Assi To:
(1 0) cancelled by CIICkIng the Event Categories: Don't Display on Published Calendars =g “
Head Count: 30 expected D registered iy Calendar reservation, Usc (g Crestron Panel
event State drop down bOX- Description: d)) McleesTEST, Lauren Le.i lic Searches, Columbia
When a requestor submits an event request in 25LIVE, the location is not
automatically approved. A scheduler must approve the use of the location Your Assignment State: Assign? ff Deny?

and confirm the event. This training will detail the steps a scheduler must

take to approve the use of a location and confirm the event.

Comments:
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% UNIVERSITY OF
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Welcome, McleesTEST, Lauren Preferences

Today is Mon Apr 16 2018

@ Help

request, you will need to send an & Home
email from 25LIVE to the requestor

regarding your decision. This step
should be completed whether the
request is approved or denied.
25LIVE will send an automated
email, but it does not give specific

[& Event wizard ] Events W Locations

Search For Events | | Pre-Defined Event Searches

m 25LIVE Training: Tasks

Event Details

Event Name: 25LIVE Training: Tasks

Advanced Event Search

& Resources | | £3 Organizations

25LIVE Training: Tasks

View: | Only Tasks Assigned To You ¥
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Tasks
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Mot Starred (Add to Starred?)
Copy this Event
= Manage Related Events
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Create "To Do” Task

12

((t Send this Event to the 25Live Publisher

% Email Event Details

D Print a Report for this Event »
yJ Subscribe to this Event

: Make "Task List" my default view when |oading individual Events

More Actions... [

To send an email from 25LIVE, follow the steps below:

. . Event Title: 25LIVE Training: Processing Location Tasks
Informatlon . Event Type: Workshop / Training
Reference: 2018-ABKWG] Assignment Requests
Stale:r Confirmed COL ANNOUNCE 01
Velcome, McleesTEST, Lauren Preferences Tod
nts > Email Event Details: 25LIVE Training: Tasks Day 2 (7]
Related Recipients Additional Recipients
TO CC BCC 10
= B
5 T.; Requestor 1 3 7 cC i
; (Mclees, Lauren) = Task List
BCC
Scheduler =
(Calendar reservation, Separate mult mail addresses with commas. 1
Usc) Teo choose fi list, click Ta, CC or BCC. g More A

Anyone with
Assignment Tasks

Day 2 Anyone with
Notification Tasks
Es=ing Lof
Attach: Event Confirm (Detailed) Estimate iCal File
Add: | Choose File | No file chosen
- Subject: |25LIVE Training: Tasks Day 2 (2018-ABKWGK)
bn, Usc
Message Body Check the checkhox to include Event Details. Add a custorn message if desired.
Your request has been approved. Please let me know if you have any questions.
Ehed Ca Thanks,
=i Lauren|
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1. From the (11) more actions menu, select (12)
Email Event Details.

2. Choose (13) requestor from related recipients by
clicking the box under “TO”. You can also copy
yourself on the message by clicking the box under
“‘CC”.

3. Type a message stating your decision in the (14)
message body.

4. Check the (15) include event details in body
of message box.

5. Click (16) send.
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