25Live Pro Requesting a Room

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

2. Click the Sign In link and enter your UA login and password.
3. Click the Go to Search button.

E '_ 26Live Pro [} Event Wizard . Tasks Jean Mitchell = More

=M
OR click on the to get a drop- down menu and click on Search.
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4. Select Events from the search screen.

NOTE: If you know the specific class you are searching for, enter the class in the Enter Event Search box.
Example: Enter the class subject, catalog number, UAClass number and Term if you are searching for a
specific class; PSYC 2003 001 2264 1199

5. If the UAClass number is unknown, enter the known information and click Search. Narrow your
search by dlicking More Options and selecting a cabinet and organization. A list of classes /s

generated.
Select Object: | &) Events « Saved Searches (optional)
Quick Search Advanced
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More Options Reset | Save As m
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6. Click on the class to select. The event opens in Details view.

[E5 8 Calendar & Future Only = [EEUEILIAN All Dates Choose Columns (' @
Name v Title Refer Organ Type Categ Your Start Start Creati State Locati Sched
ence izatio ories Role Date Time on ons uler
ns Date
ﬂf PSYC GENERA 2019- PSYC Sections TueJan 9:30am TueJdun Tentativ Administ
2003 L ACLKFP 14 2020 252019 e rator
0011470 PSYCHO 8:52am R25
1205 06
ﬂf PSYC GENERA 2019- PSYC Sections Mon Aug 7:30am  Mon Mar Tentativ Administ
2003 L ACKLHB 262019 182019 e KIMP041 rator
001 PSYCHO 3:24 pm . R25
2204 LOGY
199
i\f PSYC GENERA 2019- PSYC Sections Tue Jan  12:30 Tue Jun  Tentativ Administ
2003 L ACLLIA 142020 pm 252019 e rator
0021471 PSYCHO 8:52 am R25
1203 06
7. Click on Edit Event to expand.
Recently Viewed v (D Help
@ PSYC 2003 0012264 1199 Tentative  2019- Mon Aug 26 2019 7:30 am - 8:20 am v &
GENERAL PSYCHOLOGY ACKLHB Repeats every week on Monday, Wednesday and KIMPOAT!
Friday through 12/12
Details Occurrences Calendar Schedule Task List Pricing Audit Trail
[QEditEvent |Tentatve & MoreActions v G (®
General A Event Categories ~
Event Name: PSYC 2003 0012264 1199 144 Add
Event Title: GENERAL PSYCHOLOGY @ Custom Attributes A
Event Type: Sections v
Organization: PSYC v
Scheduler: 2 R25, Administrator
Event Info ~
Instructor: 2
Event Owner: a
Head Count: expected 36 @ Creation Date: Mon Mar 18 2019
Alien UID: LYNX-EV-117-1199-2264
registered 36 @ Reference: 2019-ACKLHB
Cabinet: FALL 2019 CLASSES (1199)
Description: Instructors: | ] Folder: PSYC
Comments: Instructors: - 124
Internal bt [
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8. Click on Event Locations in the left-hand navigation.

AddNew  Untitled )X  PSYC 2003 00122641199 X

A

Event Description
Event Date and Time Additional Organization|

| Event Locations I EDIT
vent Resources

Create Organization

Event Custom
Attributes

Contact Roles for this

Event 36

Event Categories Event Description

Event Comments
File ~ Insert~ View v
Internal Notes

Instructors: F

Select any Config (because you have super powers) More Editors Per Card, Fewer Wizard Cards ]

Reference: 2019- Event Name - Required
ACKLHB

PSYC 2003 001 2264 1199
Event N n

ventteme Event Title

Event Title

GENERAL PSYCHOLOGY
Event Type
Primary Organization Event Type - Required
for this Event

Sections v

Additional
Organization(s) for
this Event Primary Organization for this Event - Required
Expected Head Count PSYC “

Expected Head Count - Reguired

v B 7 U A - [A- FontFamily ~ FontSizes ~

(s) for this Event

Format v Tools ~

9. C(lick Reset to clear any previous searches.
Verify the Hide Locations with Conflicts and Enforce Headcount boxes are checked.

If the room number to be requested is

known, click on the Search Location box and enter the room

number. There should be no space between the building code and the room number HILLO202.

Event Locations

More Options v

Locations Search ~
Auto-Load Starred: No Yes
Hide Locations with Conflicts Enforce Headcount

Saved Searches (optional) v Search Locations X
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10. Click on the Request button to select the room.

Requesting a Room

Event Locations

Locations Search
Auto-Load Starred: No

# Hide Locations with Conflicts

Saved Searches (optional)

More Options ~

Name

Yes

# Enforce Headcount

R

HILLD202

G) Hirit! Type = to uze S

Title Capacity

Hillside 475
Auditorium Rm

0202

1 Matching Locations

13

Items per page 25 &

11.

It will now display with the message Added below.

Auto-Load Starred: No

¥ Hide Locations with Conflicts

Saved Searches (optional)

More Options ~

Name

Add

Added below

|

¥ HILLO202
Add to favorites

Capacity: 475

urrences

Yes

# Enforce Headcount

A HILLO202

~

*
eriesOL.
Awvailability Conflict

Details
32/32 Naone
Page 10f1
x

@ Hint! Type = to use SeriesOL.

1 Matching Locations

Title Capacity
Hillside 475
Auditorium Rm
0202

e
ltems perpage 25 &

Location Title: Hillside Auditorium Rm 0202

Availability

Page 1of1

Conflict
Details
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12. Click the Save icon at the bottom of the screen. The Save button will change to Saving and may
take several seconds to complete. The user can choose where 25Live will revert once the event is

saved. Go to Event Details is the default setting.

After Saving This Event...

® Go To Event Details
Create Another Related Event
Create A Related Copy of This Event

=

13. To confirm the requested space is now in workflow for approval, click the Occurrences link from the

Details page.

[ - o
@ PSYC 2003 0011470 1203 Tentative Tue Jan 14 2020 9:30 am - 10:45 am c
GENERAL PSYCHOLOGY Repeats every week on Tuesday and Thursday through 4/30
Details Calendar Schedule Task List Audit Trail
[&, Edit Event Tentative % More Actions v c e
General Event Categories ~
Event Name: PSYC 2003 0011470 1203 Add
Event Title: GENERAL PSYCHOLOGY X Class Section
Event Type: Sections -
e e oy P s e P gt ey SSSEIBIIIOMER i et P N g
14. The Occurrences view displays HILLO202 is awaiting approval.
Q Ga to Search
@ PSYC 2003 00114701203 Tentative

GENERAL PSYCHOLOGY

Event Preferences

Date

I Tue Jan 14 2020

Details Calendar Schedule Task List Audit Trail

~ Event Occurrences

2019-ACLKFP Tue Jan 14 2020 9:30 am - 10:45 am

Repeats every week on Tuesday and Thursday through 4/

(& Edit Event Tentative

&
¥

Start Time End Time Additional Details
9:30 am 10:45am

@ HILLO202 is awaiting aoproval
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