25Live Pro Remove-Cancel a Single Occurrence for

Event with Multiple Meetings

Removing a Single Occurrence for Event with Multiple Meetings

1. Open an internet browser and navigate to https://25live.collegenet.com/pro/uark .

2. C(lick Go to Search link.
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3. Select Events in the Select Object box.

4. Enter the event title in the search box and click Search.
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25Live Pro Remove-Cancel a Single Occurrence for
Event with Multiple Meetings

NOTE: The event opens in the Details view. Other options are listed across the screen. Access to these are
based on a users' security.

If a room has been assigned, it is best to cancel a single occurrence. If no room has been assigned, a single
occurrence may be removed.

To cancel a single occurrence:

6. Click the Edit Event link to open the event.

Q, Go to Search Recently Viewed ~ () Help

@ PSYC 2003 0012264 1199 Tentative  2019- Mon Aug 26 2019 7:30 am - 8:20 am - c
GENERAL PSYCHOLOGY ACKLHB Repeats every week on Monday, Wednesday and KIMPO4T
Friday through 12/12

Occurrences Calendar Schedule Task List Pricing Audit Trail

[SEditEvent | Tentative % MoreActions ~ G (3

General ~ Event Categories ~
Event Name: PSYC 2003 001 2264 1199 4 Add
Event Title: GENERAL PSYCHOLOGY L@ Custom Attributes =
Event Type: Sections ~
[ com s

Organization: PSYC ~
Scheduler: & R25, Administrator

Event Info ~
Instructor: 2

Event Owner: 2
Head Count: expected 38 @ Creation Date: Mon Mar 18 2019

Alien UID: LYNX-EV-117-1199-2264

registered 36 L&, Reference: 2019-ACKLHB

Cabinet: FALL 2019 CLASSES (1199)

Description: Tnstructors: ] Folrer: psve

7. Click the View All Occurrences button.
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25Live Pro

Remove-Cancel a Single Occurrence for

Event with Multiple Meetings

8. Click the drop arrow in the State box and change the event state from Active to Cancelled.

All Date Occurrences

Dates Times

Mon Jan 13 2020 10:45 am 11:35 am
Wed Jan 15 2020 10:45 am 11:35am
Fri Jan 17 2020 10:45 am 11:35 am
Maon Jan 20 2020 10:45 am 11:35am
Wed Jan 22 2020 10:45 am 11:35am
Eri—  g4nn0r 10:45 7 11:25 3m

Comment

State Remove
Active tl ||=.e—c,-e
Active

e
— Hemove
B ki * Tarr

9. C(lick Close at the bottom of the screen to close the window.

Wed Feb 12 2020 10:45 2m

Fri Feb 14 2020 10:45 am 11:35 am

Mon Feh 17 2020 10:45 am 11:35 am

/\,Jﬁ“%w\w“ﬂmﬁw
11:35 am

L

Active s
Active =

- -
Artiva =z Remove

[

10. Click Save to save the change. The event reverts back to the event occurrences view. The event now

shows that the January 13, occurrence has been cancelled.

Event Preferences v Event Occurrences

Date

— o

Start Time.
10:45am

End Time Additional Details
13:35am This occurrence has been cancelled

46 Tollowing occurrences
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Details Occurrences Calendar Schedule Task List Pricing Audit Trail
[ Edit Event Tentative % More Actions v Cc ®
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25Live Pro Remove-Cancel a Single Occurrence for
Event with Multiple Meetings

If the room has not been assigned, you may cancel a single occurrence following this process.

1. Open the event and click Edit Event.

Q, Go to Search Recently Viewed v (B Help

Ig PSYC 2003 0012264 1199 Tentative  2019- Mon Aug 26 2019 7:30 am - 8:20 am L] c
GENERAL PSYCHOLOGY ACKLHB Repeats every week on Monday, Wednesday and KIMPO4T1
Friday through 12/12

Details Occurrences Calendar Schedule Task List Pricing Audit Trail

[4 EditEvent | Tentative §  MoreActions v~ G @)

General ~ Event Categories ~
Event Name: PSYC 2003 0012264 1199 4 Add
Event Title: GENERAL PSYCHOLOGY r_,p Custom Attributes ~
Event Type: Sections w
Organization: PSYC W
Scheduler: & R25, Administrator

Event Info ~
Instructor: a

Event Owner: -
Head Count: expected 26 @ Creation Date: Mon Mar 18 2019

Alien UID: LYNX-EV-117-1199-2264

registered 36 @ Reference: 2019-ACKLHB

Cabinet: FALL 2019 CLASSES (1199)

Description: Imstructors: B - Lly Folrer: pSYe

2. Click on the View All Occurrences button.
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Click on the calendar below to add dates to your event or click the button below to select a date
pattern for your event
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25Live Pro Remove-Cancel a Single Occurrence for
Event with Multiple Meetings

3. Select the occurrence to be removed and click the Remove link.

—_
[ N Iy s
All Date Yccurrences —~ VI 0,

Dates Times Comment State Remove

Mon Jan 13 2020 10:45 =m 11:352m Active 2
wWed Jan 15 2020 10:45 am 11:35am Active s Rem:ma‘“
Fri Jan 17 2020 10:45 am 11:35am Active -
Mon Jan 20 2020 10:45 =m 11:35am Active =

4. Click the Close button.

mI“%W\W“NMﬁWM- "
Wed Feb 12 2020 10:43 2m 11:35 2m Active = Remove
Fri Feb 14 2020 10:43 =2m 11:352m Active =
Mrn Eah 17 2090 10:45 am 11:35am Artive = Remove M

5. Click Save at the bottom right side of the screen.

6. To verify the occurrence has been removed, select the Occurrences link. The cancelled occurrence will
show in the expanded view. An occurrence that has been removed will no longer show in the list.
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