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4 Viewer Seat View: Availability View

ASHINGTON STATE - . .
UNIVERSITY f~, 25Live Pro Guest Signin = More

) | Q) Go to Search Recently Viewsd
Log In to see events. - P S ———
& 7 8 9 10 M 12 1 2 5 4 5 & 7 8 o 10
AVER 102 |{Fri-.lste) | | (Private) | | (Private) | | (Private) | | (Private) | | (Private) | | (Private) | | (Private) | (Private) |
AVER 104 Closed (Private) (Private) (Private) (Private) (Private) (Private) (Private)
AVER 104 Closed (Private]) (Private] (Private] (Private) (Private) (Private) (Private)
AVER 110 Closed
AVER 12 Closed (Private) | | (Private) | (Private) | | (Private) | | (Private)
AVER 8 Closed (Private] (Private]) (Private) (Private) |(Pri1rate} |
BRYM 324 Closed (Private) (Private) (Private) (Private)
BRYM 406 Closed (Private] (Private] | (Private) | (Private) (Private)
CLAR 147 Closed (Private] (Private) (Privata) Closed
AR 151 Closed (Private) |(Privsbe]l | (Private) (Private) | Closed
COLL 135 Closed (Private) (Private) (Private) (Private) (Private) Closed
COLL 235 Closed (Private) (Private) (Private) (Private) | (Private) (Private) Closed

CUE 14 Closed (Private]) (Private) (Private) | |(Privale} | | (Private) |
CUE 207 [Private) | |{Fril.lsbe) | |{Frivst\e} | |{Pri\rabe]l | |(Pri|rsbe]l | |(Pri\fabe} | |(Pri1fate} |

CUE 209 Closed |I[Fri'.'abe) | (Private]) (Private) (Private) (Private) | |(Pli1fate} | |(Plivale} |
CUE 216 Closed (Private]) (Private] (Private) (Private) (Private)
CUE 218 Closed (Private] (Private] (Private] (Private) (Private) (Private)

CUE 316 Closed [Private) [Private) [Private) (Private) | |(Pri1fate} [Privata)

CUE 318 Closed (Private] (Private]) (Private) (Private) (Private) (Private)
CUE 407 Closed (Private) (Private) (Private) (Private) (Private) (Private)
CUE 409 Closed (Private) (Private]) (Private) (Private) (Private) (Privata) |
CUE 412 Closad (Private) (Private) (Private) (Private) | (Private) | | (Private) |
CUE 416 Closed (Private) (Private) (Private) | | (Private) (Private] (Private)
CUE 418 Closed (Private) (Private) (Private) (Private)
Closad (Private) (Private) (Private) (Private)
DAGG 232 Closed | (Private) | (Private) (Private) (Private) (Private) | (Private) | | (Private)

revte i




i Viewer Seat View: Before Login

WASHINGTON STATE _
[UNIVERSITY [~] 25LivePro  Guest Signln = More
Al

| )} Go to Search Recently Viewed - W

R It you see
“Sign In” you

_ are not

o logged in.

O‘ Searches

Q
@ Search Locations Q
& Search Resource

Q

£o Search Organizat

1-49 GUC's

@ 100-5396UC's
@ 200-299GUC's
@ 300-539GUC's

50-99 GUC's




View Options from hamburger

ASHINGTON S’[‘A.TE % 1-49 GUC’s v & ThuAug/22/2(

UNIVERSITY

& 7 8 g 10 M 12 1 2 35
W avER 102 Closed (Priva.. (Private) (Private) |{Pri\rs_ (Private) (Private)
| {1 Go to Search K Igate 1o " W AVER 104 Closed (Private] (Private) (Private) (Private) [Private]
. M AVER 106 Closed (Private] (Private) (Private) (Private) (Private]
LISt W AVER 110 Closed (Private) (Private)
Q nUICk Search ~ [:a|endar W AVER 12 Closed |[P|'ivste) | (Private) (Private) | (Private)
) o W LVERS Closed |[Privs...| (Private) | (Private) (Private) |[Friuste) |
@ Search Events Q P‘ J‘l‘u"ﬂl'ﬂbl'lt'}" W SRYNZ24 Closed {Priva... (Frivats) (Private)
Sea rch M BRVH 404 Closed (Private) (Private) |(Pli\rale} | |(Private] |
. W CLAR147 Closed (Private) (Private)
@ Search Locations Q Reports
P 25Live Scheduling —l
4 Search Resource Q) v See Available
Locations
About \
2y Search Organizat >
— Create an
uest Event
Public Location Sign In N
Q .y Search for
Searches Events
‘ See Available
Resources
25Li memb .
Ve reme ers your view. .

Organizations

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

© 2015 - 2019 CollegeMET, Inc.



WASHINGTON STATE
UNIVERSITY

o
Switch Back to Old Wizard (reloads app) oo m n o rm a I o n

— Hover over a room to see
features, layout info, and
= capacity.

AVER 12 Closed
w AVER 8 Closed
BLS 202G
AVER B
BL= 40 Avery Hall 8

BLS 402

Most Pullman GUCs

SADES events outside of normal building
ervi2os  hours.; Board, Interactive White;

[ ] [ ]
senzns  Board, White; Computer, Pc;
Desktop Surface, Tablet Arm; I n c u e I I I |a g‘ !S O e
BRYN 324

Document Camera; Lecture

srvia0s  Capture; Local Inputs (audio,

srvnans  video, data); Projection Screen,

B Single; Seating, Moveable; S a c e

BUST 1107 [ ]
Standard - Pullman; Student

BUSTHS  Response Capable; Telephone;

sustssc  Video Data Projector; WSU-P

BUST 404 Layouts:

Classroom
BUST 491
Capacity:
CARP101 30
CARP 102 !




T Login using WSU Network ID (NID)

- . Network Authentication
i
WASHINGTON STATE
[JNIVERSITY , _
You must log in to continue

Meed a user id? A
Forgot your password? A

Forgot your user id? 7 Network ID or Friend 1D:

Meed help? A bcou arl q]
Class Schedule Search A Password

Browse Course Catalog A
FEFREREEN RN

Transfer Course
Information A



The Navigation

q ] 25Live Pro [ EventForm  [=] Tasks Butch Cougar = More

Yellow arrow: Dashboard

Green arrow: Start an Event

Pink arrow: See your Tasks

Blue arrow: Search, Reports, Views, etc.



Start an Event from Availability, or

ASHINGTON STATE

[~} 25Live Pro |E| Tasks  Butch Cougar

[ Event Form
/ A
| C Go to Search |

Overlapping 4 (asof8:33am) C' (?)

[UNIVERSITY

Recently Viewed i

‘ Switch Back to Old Wizard (reloads app)

Your Starred L.. ~ & Tue Sep/24/2019 =

== b 7 8 9 10 1 12 1 2 B 4 5 6 7 8 9 10
s W ABEL201 Closed POL_S201._| |PSYCH312_| |H_D3000..| |WOMEN_S. | |PHIL1010.. Closed
v W ADBE1002 Cl.. VET_MED .| VET_MED 599 012197 RIPSem..| |VET_. | |VET_.. | |VET_MED 568 01..| VET MED 510-... Closed
P W averioz Closed ENGLISH1.. | |ENGLISH4_.| [SPANI. ANTHEG5 .. | | ENGLISH 1.. ENGLISH 358 012197
YW W AVERID4 Closed ENGLISH4.. | |ENGLISH1.. | |ENGLISH4..| |ENGLISH4..| |ENGLISH1.. CHEM 104 22 2197
Yr W AVERDG Closed ENGLISH1.. | HONORS3.. | [ENGLISH2..| |ENGLISH4..| |ENGLISHZ. CHEM 104 23 2197
¥ W AVER™O Closed ENGLISH... ENGLISH 546 012197




Start an Event from the Dashboard

ASHINGTON STATE
UNIVERSI'[Y
A

‘ Switch Back to Old Wizard (reloads app]

Q| Quick Search
k] Search Events
& Search Locations
4 Search Resources

&, Search Organizations

| Q Your Starred Event Searches

FJ 25Live Pro (£ Event Form |E| Tasks Butch Cougar

| () Go to Search | Recently Viewed

[/ Find Available Locations

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

OR

I now WHERE my event should take place --
hes me choose a time!

-

n/ Create an Event

(L] YourStarred Events

@ Butch MTWH DRAFT
Butch MTWH Room Search

Butch Test 3

@ Jill's Room Search
Jill's Room Search

@ Jill's Room Search
Jill's Room Search

g w

4 V¢

G w



Enter the event information

Add New Registrar's Office Retreat

R This reservation wizard is designed to collect the information needed to schedule an event.
Event Title for Published Please be as detailed as possible when submitting this information.

Calendars * All requests are subject to approval *

Event Type

. o Event Name - Required @ ~
Primary Organization
Additional Organizations Registrar's Office Retreat

Expected Attendance

- Event Title for Published Calendars - Required (i)

Event Description

Date and Ti . . .
areandime Registrar's Office Retreat

Locations

Resources Event Type - Required @ ~

Attached Files

Custom Attributes 250 Pullman - Event v

Comments Primary Organization - Required (i)

Affirmation
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.

Search organizations ~ Remove

Q| Search organizations
i G)

Registrar Office w—
-




@ Pullman Event Types

25L Pullman - Meeting

25L Meeting - Video Conference
25L Pullman - Academic Event
25L Pullman - Evening Exams
25L Pullman - Event

25L Pullman - Final Exam

25L Pullman - Meeting

25L Pullman - RS0 Student Group Meeting



Enter the event information

Event Name

T T Expected Attendance - Required (i)

Calendars

Event Type 15 ~—

Primary Organization Event Description - Required ()

Additional Organizations
Expected Attendance File = Insert = VWiew =~ Format = Tools =

Event Description * B 7 U A~ A~ FontFamily =~ FontSizes ~ P
Date and Ti

ateand time RO Retreat for staff

Locations

Resources

Attached Files

Custom Attributes Date and Time - Reguired @
Comments
Affirmation Mon Mar/02/2020

S 8:00 am

To:

5:00 pm

¥ This event begins and ends on the same day

-



@ Repeating Events

Additional time N

Click on the calendar below to add dates to your event or click the button below to select a date
pattern for your event.

Repeating Pattern ~_"

« < March 2020 > »

M T W T F 5 -7

24 25 26 27 28 29 | O1
03 04 05 06 07 08
09 10 M 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31 01 02 03 04 05

View All Occurrences |

IS




£

Repeating Events: Select the dates

Pattern Picker

How does this event repeat?| Weekly &

Repeats every gg[:::;ﬂc

week = Weekly

Monthly

Repeats on
Sun ¥ Mon Tue Wed Thu Fri

* Repeats through

Mon Mar/30/2020

Ends after 1 Iiterations

Sat

Save it
here!

Select Pattern



i Repeating Events: Ad hoc is best

Pattern Picker X

How does this event repeat? Adhoc ¥

Savel

e
&« £ March 2020 > »

TR Select dates In
24 25 26 27 28 29 | M

78 03 04 05 06 07 08 the calendar

10 1M 12 13 14 15 —
T 7 18 19 20 21 22

VXl 24 25 26 | 27 28 29

00l 31 01 02 03 04 05




@ Repeating Events: Check pattern

¢« < March2020 > » Blue boxes are

M T W T F -7 -7

24 25 26 27 28 29 01

vl 03 04 05 06 07 08 your repeating

g.m 17/ 18 19 20 29 22 event

rEl 24 25 26 27 28 29
Ll 31 01 02 03 04 05

View All Occurrences




@ View Occurrences to Edit Times

All Date Occurrences X
Dates Times Comment State Remove
Mon Mar/02/2020 8:00 am 5:00 pm Active = Remove
Mon Mar/09/2020 8:00 am 5:00 pm Active - Remaove
Mon Mar/16/2020 11:00 am 5:00 pm Late start| Active = Remove
Mon Mar/23/2020 §:00 am 5:00 pm Cancelled % Remove
Mon Mar/30/2020 8:00 am 5:00 pm Active v Remove

New! —

The event times can be different in one event



@ Locations & Resources

Locations - Required G)

Locations Search A

sl os sesis Sl e et = IR S el e GlaR efliie S Inkte
e ~ show Starred
Rosources G Locations &

~ Resources

Availability for this search is out of date. Click Refresh to update the results or Dismiss to
ignore this message.

Dismiss ‘

‘ Refresh Dismiss ‘

—




Locations & Resources

Locations - Required (i)

Locations Search// A

—

# Hide Locations with Conflicts [l Enforce Headcount

Your Starred Locations v Your Starred Locations . St a r re d
= Locations and

Conflict

Resources show

Request ABEL 201 Abelson Hall 186 15 == | Conflict Details

Available 201 f ®

e ﬁDBF1002 Animal Disease 100 15 Conflict Details LI IJ I rSt
Available Biotechnology

Facility 1002

Request AVER'H]Q Avery Hall 102 28 1/5 Conflict Details
Available
Request AVER 104 Avery Hall 104 28 /5 Conflict Details
Available
Request AVER 106 Avery Hall 106 28 /5 Conflict Details
Available

AVER 110 Avery Hall 110 13 5/5 None

Add Name Title

Capacity Availability



@ Public Searches save time

Locations Search Public SearCheS by GUC

¢ Hide Locations with Conflicts Enforce rcom Size’ bUiIding, Or
L Your Starred Locations v Vi d eo Co nfe re n ce

() Saved Searches (optional)
Kimbrough Music Building W . S pa Ce

Public Searches

1-4%2 GUC's Hide Locations with Conflicts Enforce Headcount

1-99 GUC's Videoconference (82)-Registrar v Videoconference (82)-Registrar X
100192 GUC's

100-539 GUC's

200-299 GUC's

300-539 GUC's T




@ Type in the Location Search box

Locations Search

¢ Hide Locations with Conflicts Enforce Headcount

Your Starred Locations

Search for a
specific space

Your Starred Locations D

Locations Search
Hide Locations with Conflicts

Saved Searches (optional)

More Options -~

Add Mame

KIMB 155

Enforce Headcount

v kimbrough 155

@ Hint! Type :: to use SeriesOL.

Title Capacity Availability Conflict

Details
Kimbrough 15 5/5 None
Music Building

155



@ Location Searches

4

AVERT10 Avery Hall 110 13 5/5 None

REQUEST selects the R

room. W Remove from favorites
Location Title: Avery Hall 110
Capacity: 13

ViEW Occu Frrences Remove View Dccurrences

shows each date



@ View Occurrences

AVER 110

Date

Set For All

Mon Mar/02/2020

Mon Mar/09/2020

Mon Mar/16/2020

Mon Mar/23/2020

Mon Mar/30/2020

Time

2:00 am - 2:00 pm

2:00 am - 2:00 pm

2:00 am - 2:00 pm

@-:00 am - 2:00 pm

2:00 am - 2:00 pm

Conflicts

Included

Layout

Classroom (13)

Classroom (13)

Classroom (13)

Classroom (13)

Classroom (13)

1k

1k

1k

1k

ik

1k

Instructions

X

Attendance
—

15

12

15

12



@ Resources: Just for VC

Resources G)

Resources Search ~

Saved Searches (optional) v | VC Site Q

@ Hint! Type - to use Series0L.

More Options Reset m
~

If Video Conference, Search VC Site



Resources: Select VC Sites

Resources Search ~

Saved Searches (optional) v V(O Site X

(i) Hint! Type - to use SerissOL.

More Options Reset m
Add MName Stock Total Availability Conflict Details S e I e Ct ea C h VC

vc Site - Unlimited 5/5 None Site that need S a
Video Conference
space.

College

VC Site - Unlimited 5/5 None

VC Site - Unlimited 5/5 None

et

Request VC Site - Chehalis  Unlimited 5/5 None
Lewis Co Ext




VC Site: Select originating site

Add Stock Total Availability Conflict Details
Unlimited 5/5 None

Don’t forget to select your
originating site, too!



@ VC: View Occurrences

& \VC Site - Pullman Campus

e View Occurrences on each
R VC Site to edit attendance
Ny and add attendees.

& \/C Site - Everett Snohomish Co Ext
Add to favorites

v oo Star your favorite VC Sites




£

VC: View Occurrences

VC Site - Pullman Campus

Date

Set For All

Mon Mar/02/2020

Mon Mar/09/2020

Mon Mar/16/2020

Mon Mar/23/2020

Mon Mar/30/2020

Time

G:00 am - 3:00 pm

G:00 am - 3:00 pm

G:00 am - 3:00 pm

G:00 am - 3:00 pm

G:00 am - 3:00 pm

Conflicts

Included

Instructions

Jill Freuden
jill.freuden@wsu.edu

Sheree Collins
collims@wsu.edu

Melissa Wing
wingm@wsu.edu

Matt Zimmmerman
Zimmerm@wsu.edu

Butch Cougar
bcougar@wsu.edu

—
Quantity

Add at
least one
attendee

for each
VC Site



@ Attach Files

Attached Files (i)

/

.

| Choose File IH{: file chosen

This is not a good place for meeting agendas



Custom Attributes: VC Event

Custom Attributes @

Attributes vary by
event type.

* 1. Hosting site: WSU Puliman |'_,.5?

* 2. Will you need to share presentation?

No . Yes

If you will present
* Scheduler of meeting if different = Jill Freuden |'_,.::? .
* Videoconference Zoom meeting ID anythlng’ Say YES

209 335 252 ‘




@ Agree to the Affirmation

Cancel Preview m

| agree

Agree to the Affirmation.
PREVIEW your event before you save it



Agree to the Affirmation

Preview X

Event Name (Required): Registrar's Office Retreat
Event Title for Published Calendars (Required): Registrar’s Office Retreat P R EV I E W t h e eve n t’

Event Type (Required) 25L Pullman - Academic Event

Primary Organization (Required): Registrar Office t h ! ; AV E
Additional Organizations: e n

Expected Attendance (Regquired): 11

Event Description (Required):
Office retreat for RO Staff

Date and Time (Required):
Mon Mar/02/2020

9:00 am - 3:00 pm I:: I Fl .
Locations: AVER 110 a rl |: E. r E '.lln' | E '|I|'|I|'
Resources: VC Site - Pullman Campus, VC Site - Vancouver Campus, VC
Site - Everett Snohomish Co Ext

Mon Mar/09/2020

2:00 am - 3:00 pm

Locations: AVER 110

Resources: VC Site - Pullman Campus, VC Site - Vancouver Campus, VC
Site - Everett Snohomish Co Ext

Attached Files:

Custom Attributes:

1. Related to an academic course?: Yes
2. Course Prefix and Number: MUS 151
3. Section Number: 03

Comments:

Affirmation (Required):



@ Event Details after SAVE

@ Butch MTWH DRAFT Draft 2019-AGQCKW Mon Aug/19/2019 6:10 am - 7:00 am C
Butch MTWH Room Search Repeats every week on Monday, Tuesday, Wednesday and Thursday through 12/6
Details Occurrences Calendar Task List Audit Trall

BEE (4 EditEvent] Draft $ More Actions v |G Q)

—

W F?.-emove from Favorites

General A Event Categories _ A
& Edit Event
Event Name: Butch MTWH DRAFT Co
. py Event
Event Title: Butch MTWH Room Search e — ~
¥| Create "To Do’ Task
Event Type: 25L Pullman - RS0 Student Group Meeting reate o Ho fas
Drganizatinn: 2 Registrar Office Event Info > Email Event Details P
. [2 Print a Report for this Event v
Head Count: 1 expected Event Owner:
Creation Date: £ Subscribe to this Event
0 registered Reference: LU 1Y THUULR W
Description: This is my room search event. Don't approve

It, please.



4 Find your Event later

WASHINGTON STATE

UN]VER’SITY * s 25Live Pro @ Event Form |E| Tasks Butch Cougar = More
| C} Go to Search | Recently Viewed ~ | (B Help U S e t h e

| Switch Back to Old Wizard (reloads app]

Q Quick Search ~ @ Find Available Locations @ Your Starred Events ~ °
_ Butch MTWH DRAFT [74 2 5 lee I ro
@ Search Events Q | know WHEN my ew_ant should take place @ © ¥
help me find a location! Butch MTWH Room Search
° °
@ Search Locations Q OR k] ButchTest3 4 Yy I C O n to f I n d
| know WHERE my event should take place - Butch Test 3
Search Resources - i
¥ 3 Q help me choose a time! @ Jill's Room Search @ &
A Search Organizations Q Jill's Room Search t h e
[\] 3Jil's Room Search © Yy
n/ Create an Event Jill's Room Search
Q, Your Starred Event Searches ~ d a S h b oa rd
@ [Copy] Available Rooms - Fall v g Your Starred Locations ~
Your Upcoming Events ~
&) Academic PULLMAN o N peoming ABEL 201 @ ¢ a n d O u r
N [\] 3 Eventsinwhichyou are the Requestor Abelson Hall 201
Event types Butch sees 97
@ 2 Events in which you are the Scheduler g ADBF 1002 & v
@ PULLMAN & COMBINED g Animal Disease Biotechnology eve n tS
Facility 1002
PULLMAN FALL COMBINED
@ w @ Your Event Drafts A~ g AVER 102 @ &
@ 2E ifts in which you are the Avery Hall 102
i ~ Sc
Q Your Starred Location Searches g AVER 104 |—£ e
@ Allrooms v [&] 3 Event Drafts in which you are the Avery Hall 104
Requestor
i Kimbrough Music Building g AVER 106 4 Y




Event Information

e Events are submitted in DRAFT mode.
e Confirmed events are listed as CONFIRMED.
* Events are searchable by name or location.

« Academic Events (classes) are listed as

TENTATIVE.



@ About Video Conferences

WELCOME TO

WSU Zoom

Join Connect to a meeting in progress I

Host Start a meeting

h/ Create an Event

Configure your account

Request Form Zoom feature request form SChedUIe Zoom
AND Schedule Rooms

WSsSu.Zoom.us



U Why in 25Live with Zoom?

Benefits of 25Live for VC:

e Schedules VC spaces for remote guests
* Gives guests a place to find the Zoom ID

* Informs local IT support that you have a VC

This is especially important for high profile
Video Conferences.



i Pullman Approval Process

Pullman Registrar’s Office

 Melissa Wing approves credit-bearing events.

* Sheree Collins approves videoconference, RSO,
and other space requests.

Possible Future: Departmental space

e Departmental space requests will go to the designated
Department Scheduler for approval.



Contact the Pullman Schedulers

Registrar.schedule.wsu.edu

Pullman Academic Schedulers

e schedule@wsu.edu
e 509.335.9507

Pullman Event Schedulers
* ro.eventscheduling@wsu.edu
e 509.335.6519



mailto:schedule@wsu.edu
mailto:ro.eventscheduling@wsu.edu

i Office of the Registrar - Pullman

For more information, contact us:

Jill Freuden, Assistant Registrar
e 5-2522 jill.freuden@wsu.edu

Melissa Wing, Program Coordinator
e 5-9507 wingm@wsu.edu

Shereé Collins, Program Coordinator
e 5-6519 collism@wsu.edu
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