ROOM & EVEN'T SYSTEM

Scheduling Rooms and Events ar Northwestern
ROOM AND EVENT TIP SHEET

e This tip sheet explains how to place space requests
e FOR BEST RESULTS PLEASE USE FIREFOX OR GOOGLE CHROME
e Link to the site: https://25live.collegenet.com/northwestern/

1. Sign in with your NU Net ID and Password

/M astive % \ - a
€« C' | @ hupsy//25live.collegenet.com/northwesternt/#home_my25live[0] ol =
R(,) (,) I\JI & E\fE N T S\’r S T E I\*’I Sign In Today is Thu Nov 13 2014

i i - L=

Scheduling Rooms and Events ar Northweswern

J ' Home | | [\ Events | | W Locations | |u Organizations ‘

1. Click on “CREATE AN EVENT” - For optimal results, please use the “Event Wizard/Create an Event” rather than the “Find Available Locations” widget.
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B" Home | [ Event Wizard | | ] Events | | 4 Locations | | 52 Organizations | | 7] Tasks | | [7) Reports

Welcome to the classroom scheduling system. To reserve a space, you must sign-in with your NetID and Password the Sign-In button in the upper right hand Corner. SUPPORTED BRO
recommended browsers for accessing RES. Users are strongly discouraged from using Internet Explorer. Please n paces may be found through Microsoft Exchange. For technical :
gp-classroomsBnorthwestern.edu. TO CANCEL an event, please reply to yvour confirmation email with CANCEL in the s Thank you!

# Quick Search (7]
Create an Event

[ Find Avalable Locations

| know WHEN my event should 1ake place — hetp me find 2 location!
‘..q: Locaticns Go iy By uld 1ake g

OR

| Know WHERE my event should take place — heip me CHOOS@ a time!


https://25live.collegenet.com/northwestern/
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2. Enter the “Event Name”, “Event Type” and “Sponsoring Organization”, then click “Next” — Event Title is optional

start by entering the basic event information. = s Hd D

Event Name

' l * Pease be a3 descrplive a3 o3 3 ik

This held is required.

Event Title

Event Type

Sponsoring Organization
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At any time you can save an item as a favorite. You can do this by clicking on the star next to the “Event Type,” “Sponsoring Organization,” and
“Location” fields.

Start by entering the basic event information. @ G = B © a8

Event Name
]
This field iz required.
Event Title
Event Type o
Pleaze select an Event Type that best describes your

FILMING / EDITING W |V event,

Sponsoring Orga nization Mote: Changing the Event Type may update selections for

the following:
REGISTRAR OFFICE W ov W « Custom Attributes

= Categories

« Contact Roles

= Requirements

* Publizh to Calendar

£ cancel H Save
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3. Enter an “Expected Head Count,” then click “Next” — Event Description is an optional field

Enter additional basic event information.

Expected Head Count

[___Z=I=

Event Description
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4. Choose whether the event has more than one occurrence, “Yes” or “No,” then click “Next.”

-3

ﬁg Does this event have more than one occurrence?

< Back

No

This event has only one occurrence.
Any other related events are separate and distinet.

Yes

This event has more than one occurrence,

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

Mext »

£3 Cancel [ Finish
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Enter when the event will take place — PLEASE NOTE: the “Event Start” and “Event End” dates MUST BE THE SAME. If the event dates do
not match, the request WILL NOT route correctly. (Ex: A request with a start date of Nov 13" and an end date of Nov 14" will be misrouted.) If your
event is reoccurring, i.e. spans multiple days or repeats, you must create a new card for each separate meeting.

E Tell us WHEN this event takes place. @« ®» H L @ B

Select the dates and times of the actual event. Event Duration:
o a- or 5

can be specified below. 1 Hour

Event Start: Tue Aug 04 2015 . 10:00 am o

For weekend events, please submit your request by
. e caa . 2:00pm on Friday to ensure confirmation of the space.
Event End: Tue AUQ 04 2015 |, 4 11:00 am Your event start and end times MUST fall within the open
and close hours of the space. If your event occurs on
7 : g mare than one day, do not un-select the "Same Day
DlE EUERE LR ST A B LT S TR field, choose "Repeats Ad Hoc™ from the drop down

menu and select the appropriate days.

Does this event require

Setup or Pre-Event time? Yes ® No

Does this event require

Post-Event or Takedown time? Yes * No
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Date restrictions and event duration are listed in the upper right corner.

|3
ﬁ Tell us WHEN this event takes place. @ & H b @
Select the dates and times of first oocurrence of the actual event. Date Restrictions
Subseguent occurrence dates will be entered on the next page. Events sccurrences that you creale are restricled o
Setup, takedown, pre- ar post-event times can be specified below, = Mo earber than 2014-10-31
= Mo laler than 2014-12-18
Event Start: Thu Nov 13 2014 1:00 pm
Event End: Thu Nov 13 2014 2:00 pm Event Duration:
1 Hour
5 ]
. For weekénd svenis, please submit your request by
Does this event require o - 2:00pm on Friday to ensure confirmation of the space.
Setup or Pre-Event time? ~ Yes No Your event start and end imes MUST fal within the open
and cise hours of the space. If your évent repeats
please saiecl the “Event Repaats ¥ drop down Tor
additional options.
Does this event require )
Post-Event or Takedown time? 'Yes * No
. < Back Next »

'3 Cancel = Finish
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For recurring events, indicate how the event repeats, then click “Next” — The Ad hoc Repeats option allows you to choose the specific dates you want to
add to the event. The Daily Repeats option allows you to pick repeating days (such as every third day). The Weekly Repeats option allows you to pick
weekly patterns (such as Monday and Wednesday for the entire quarter). The Monthly Repeats option allows you to input repeating months (such as the
1t of the month for three months). You also have the option to choose “Does Not Repeat”.

(81
Choose how this event REPEATS.
# Ad Hoc Repeats
I'ndivduaily salect dales fo add fo the avenl.

Daily Repeats

Examples: Repeals every day for § aocurrences; Repsals avery

ird day through a specific date

= @ a

3

Weekly Repeats
Examples: Repeats every week on Monday and Thursday for 12

oocurrences: Repeals avery obther week through o specific date

Monthly Repeats

Examples: Repeats every manth on the 15t and 15th through
spacihc dalte; Repasts svery Ird Moaday of theé manth for &

SOCUrrence s,

Does Not Repeat

2 &vent haz only ond accurrance.
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Once you select a repeating option and the event dates, a detailed occurrence list will appear.

Describe how this event REPEATS. @« ® H O @ B3
I Date Restrictions
Ad Hoc REP eats X Evenis cccurrences thal you create are resinicted to:
=« Mo earber than 2014-10-31

Click on any date to add it to the Occurrence List, = Mo later than 2014-12-18

)  November 2014 D

Ad Hoc Repeals
Su Mo Tu We Th Fr Sa Individually select dates to add (o the svent

13 | 14 15
16/ 17 18 19 20/ 21 22
23 . 24/ 25| -26/ | 27| 28| 29

30
Occurrence List
Date Commants Status
Thu Nov 13 2014 | 4 [active v
Fri Mov 14 2014 | P Active il
Sat Nov 15 2014 | A [active ¥| =
Tue Now 25 2014 p Achive r x
Thu Nov 27 2014 | A [Active ¥| ®
< Back Next »

Cancel H Finish
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7. Find and select an event location, then click “Next”

Once you select a space, make sure that it shows up on the right side of the page. This means you have chosen the space, under “Selected Locations.”

' Find and select EVENT LOCATION(S). @« ® H O @ B2

@
= You may select and requesi more than one kocation for
W Your Starred Locations... your evenl with the same date and time._ If more than one
space i sekected, we will assume thal you nesd morne
than one space unkess otherwise noled in the Commenis
seclion. To assist with findng a Space for an event
under “Find By~ select Publc Searches and cick on an

H appropriate search. Once you find an ideal space. you
# Search by Location Name... i o & Teerio for ki B Bar ook
HIDE &
tech aud
TCHAUD v - Selected Locations
Tach Fyan Family Auditorieum L1635
Max Capaciby: 558
w TCHAUD v v 3

Tech Ryan Family Auditorium L165
Max Capacity: 588

Features: ABRT: AV Equipment; ASRT: Amplifier;
ABRT: Annotation Equipment; AGRT: Automatic
Mixer; AGRT: Computer Equipment; A&RT: Control
System Equipment: A&RT: DVD Player; ABRT:
Document Camera; ARRT: Laptop Connection;
ABRT: Microphone Equipment; AXRT: Podium Key;
ABRAT: Projection Screen; ARRT: Projector; ASRT:
Speakers; ASRT: VHS/PAL Player; ADA& Compliant;

i 5"‘;"‘““"” ”;t‘:“”'“":”““'”“’ that have © refresh air Conditioned; BLDG: Technological Institute;
e sk Board Type: Chalk; Campus: North; Floor: Carpet;
| Enforce head count Norriz Stool; NUIT WiFi; Podium: Fixed; Podium:

Mobile; Room Regquest; Seating: Fixed Tab Arm
Desks: SRS (Clickers); Smart: Laptop Hook-Up;
Smart: Resident Computer; Stage; Student Power
Outlets; Transparency Projector w/cart

sSaved Searches... Selected Occurrences: All Occurrences
Conflicts: Honea

Advanced Search view and Modify Occurrences

< Back | MNext »

4 Cancel 4 Finish
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Starred locations will appear first. You can create a starred location by performing a location search, clicking on the space, then clicking on the star next

to the location.

. Find and select EVENT LOCATION(S).

ir Your Starred Locations...

& sSearch by Location Name...

Saved Searches...

Yaur Starred Searches = Frances: Searle Spaces -

Al of Your Searches GP Classrooms - Evanston
Campus

Public Searches
GPF Classrooms - Evanston
Central Campus

GP Clagsroams - Evanston
MHorth Campus

GPF Clazzrosme - Evanston
South Campus

. Harriz Hall .

21225H_232 v -
Sesbaury Claspropm T332 - 2332 Dhandan Mopd
Flas Capacity: 30

21225H_260 v
Sasbury Classrsam 260 - 2122 Shendan Rosd
Man Copacity: 43

TCHMIAS
Technolegical Inatituts M345
Saw Capacity) 102

o Show only mry authorced koc ations that have [ 2 T
no e conficls

o Enforce hesd count

Advanced Search...

= Back
i3 Cancel (i Finish

Mext »

o | M @
@

Wi may sekct and request more than one looation for
Four event with the same dale and e I more than one
space o sekected, we will ansume thal you need more
han one Space uwnieds oifenvie Robed n the Comments
sochon To assht with fnding a space for an sven,
wnder “Find By~ select Publc Ssarches and clck on an
appropiiate search Once you find an deal space, you
Can add & &% A faverte by chtking the Star con HIDE
Ll

Selected Locations

w2122SH_232 v o B3

Seabury Clagssroom 232 - 2122 Sherdan Road
Max Capacity: 30

Features: ARRT: AV Equipment; AGBRT: Automatic
Maixer; AGRART: Coantral Syatem Equipment: AGRAT;
EVD Player: ASRT: Document Camera: ARRT:
Laptop Connection; ABRT: Mcrophane Equipment;
ABRT: Projection Screen; AGAT: Projector; ABRT:
Speakers; ALAT: VHE/PAL Player: A Conditianed;
BLDG: Seabury; Boasrd Type: Chalk; Campus:
Morth: Floor: Carpel; Room Request: Seabing:
Movable Tabiarm Deskei Smart: Laptop Mook -Up;
Transparency Projector w/oart; Window

Selected Ooccurrences: All Docourrences
Conflicts: None

View and Modily Occurrences
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You can search by location name, you can access “Saved Searches” (such as GP Classrooms — Evanston Campus) or, you can use an “Advanced Search” where you can
choose the features you need (such as A&RT: Projector) and other criteria.

Please note: When searching, there are two check boxes you can select. You can choose to “Show only my authorized locations that have no time conflicts” which will
only show spaces that are available. You can also choose to “Enforce head count”. If you check this box, your search will only yield results for rooms that meet or
exceed your expected head count.

‘ Find and select EVENT LOCATION(S). @« » H O @ A
' 9
¥ Your Starred Locations... B e e T i

Bpace 0 Reecied. e Wil SRLETE TR 70U Nbad Roke
Fsh o Spa0E Lnkes s olherwme nofed n he Comments
#echon To asial wih fndng & $pade Iod an dvent
wnader “Farad By asiegt Publc Seaches ard ciCh on an

7] f 5 wade gearch Dnce you find Sn oesl § -1
#' Search by Location Name... Bt B Lk e Badr el
HIDE &
tech aud
TOHAUD v - Selected Locations
w TCHAUD v L B3

Tech Ryan Family Auditorium L1&S
Max Capacity: 568

Features: ABRAT: &V Eqguipment; ARRT; amphiier;
ABRT: Annotabion Equipment; ALRT: Automatic
Mixer; ABAT: Computer Equipment: ARRT: Control
System Equipment; ahRT: DVD Player; AART:
Document Camera; ABRT: Laptop Connechon;
ABRT: Mucrophone Equipment; ABRT: Podum Key;
ABRRT: Projection Screen; ARRT: Projector: ARRT:
Speakers; ABRT: VHS/PAL Plaver; ADA Comphant;

& ‘}?I".::':-’ "‘f:m“""'d“"“" that have © refrast &ir Condiboned: BLDG: Technological Insbtute
i Board Type: Chalk; Campus: North; Floar: Carpel;
o Enforeg Bead courd Morms Stool; HUIT WiF: Podwum: Fined: Podwm:

Mabde: Room Reguest; Seating: Fived Tab Arm
Desks: SRS (Chekers); Smart: Laptop Hook-Up;
Seart: Resdent Computer; Stage;: Student Power
Owtlets; Transparency Projecior w/cart

Saved Searches... Selected Occurrences: Al Occurrences
Conflicts: None

Wiew and Modily Occurrences



ROOM & EVENT SYSTEM

Scheduling Rooms and Events ar Northwestern

8. (Optional) Add additional comments and notes for the event (DO NOT use this comments box to request changes to the event. If you need to edit the event, do so
through the event wizard.

9. Check box next to “I Agree” for the terms of use for space utilization and then click “Save”.

Terms of Use - Space Utilization

All groups and individuals using University space are expected to
adhere to the laws of the State of Ilnois, all local and federal laws,
general  paolicies, regulations, and guidelines of Northwestern
University. The Reguestor is axpected to leave the room in the same
condition in which it was found. Hon-class events are welcomed, but
they must not adversely impact the classroom, its contents or
equipment, or the surrounding area. Organszabtions and/or Event
Sponsors utilizing the space will be held responsible for any damage
according to the space swner's policy.

+ 1 agree‘?’f

« Back Next »

Cancel H Save



