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25Live Reference Guide to Create
Searches and Run Reports

Use this guide to:

1. Search for School Academic and/or Non-Academic Events:
e Search for individual event
e Search for group of events
e Create event searches
e Save event searches

2. Search for School Locations:
e Search for specific department/school locations

e Search for all school owned locations
e Save location search

3. Create Reports using saved location and event searches

Web Browsers

The Office of Classroom Management (OCM) highly recommends below browsers for running the 25Live
Scheduling System:

Sl Browser Recommendations

25Live works best and fastest in Mozilla Firefox and Google Chrome .

8\ mtzzilla COU Ie
Firefox Ch,§me
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Please report any 25Live system ISSUES to OCM via ocm@miami.edu typing “25Live system issue” in the subject
area. Remember to include in your email the following items: course-section(S), term, location information, a brief
explanation of issue encountered and screen shots of the issue.
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25Live Site & Sign In

1. Go to 25Live website by typing: https://25live.collegenet.com/miami

Click on the Sign In option

oday is Thu -8-
U@VEP ITY OF MIAMI Today is Thu May-8-2014

J 2 Home | [B Events l |.(C_-<,:‘;Organizations .

Use this site to share event information with the University of Miami and get assistance promoting
and organizing events on University Web calendars.

To submit info about your event you must have a valid Cane ID. Sign in (see link at top-right) and
click the "Event Wizard"” tab to submit an event.

If you need general assistance submitting event information, email uschedule@miami.edu or call
305-284-4775.

Help Documents (PDFs): How to Submit an Event | The Lifecycle of an Event Reguest | How to
Edit/Cancel a Calendar Listing

m

Websites: 'Canes Calendar | About the 'Canes Calendar | FAQs/Policies

| Dashboard | | calendar

. Quick Search (7] | =| | @Hel |
! . £ Recently Viewed =
L| Search Events | il (none) |
Public Event Searches © | = u

Q ‘Canes Calendar Main
Q Academic

Q Admissions

Q Alumni

Q Arts and Culture

X Athletics

?ﬁ Sign In '"it\'

2|Page
REPORT 25LIVE SYSTEM ISSUES TO THE OFFICE OF CLASSROOM MANAGEMENT
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2. Use your Cane ID credentials (same as your UM email login) to log into 25Live.

A welcome message will show on the top of the screen followed by your user name and the date.

Please note system’s tabs on the left side of home page.

ITY OF MIAMI

I ' Home ‘ ‘@[ventvﬂzard ‘ ‘ Events ‘ ‘ W Locations ‘ ‘S‘)Organizalions | ‘ Tasks ‘ I

Welcome, 25Live School of Business Academic  Preferences Today is Fri May-9-2014

@ Help

Use this site to share event information with the University of Miami and get assistance pr g and

To submit info about your event you must have a valid Cane ID. Sign in (see link at top-right) and click the "Event Wizard" tab to submit an event.

events on Uni

If you need general assistance submitting event information, email uschedule@miami.edu or call 305-284-4775.

Help Documents (PDFs): How to Submit an Event | The Lifecycle of an Event Request | How to Edit/Cancel a Calendar Listing

Websites: 'Canes Calendar | About the 'Canes Calendar | FAQs/Policies

y Web calendars.

| Dashboard || Calendar |

A Quick Search @ ‘ 5| [&f Find Avaiable Locations ‘ {i# customize Dashboard ‘ @ Help ‘
) 1 know WHEN my event should take place — help me find a location! y
E 2" Recently Viewed ‘ =
Search Events Go OR a—
1 know WHERE my event shoui take place — help me choose a time!
[ Your Starred Events @ ‘ B
Search Locafions Go
You do not have any Starred Events!
@ Create an Event Throughout this site you can mark any Event as "Starred” by dlicking its *” icon.
J Your Starred Event Searches © ‘ =
[5] Search_s34227 W .
5] Your Events @ ‘ =] W Your Starred Locations (2] ‘ =)
No Events in which you are the Scheduler W Stubblefield 208 & ¥
Stubblefield Classroom Bldg, 208
[&] No Events in which you are the Requestor
Stubblefield Classroom Bldg, 302
] Your Event Drafts [} ‘ | W Stubblefield 308 @ v
Classroom Bldg, 308
[ No Event Drafts in which you are the Scheduler ¥ Stubblefield 402 7%
[5] No Event Drafts in which you are the Requestor Stubblefield Classroom Bldg, 402
W Stubblefield 408 F v
Classroom Bldg, 408
Tasks o \ = @&

You have No Tasks on Today's Agenda
(7] 0 Qutstanding Tasks
™ 0 Flagged Tasks

0 Tasks Assigned By You

Stubblefield Classroom Bldg, 502

[ see when these locations are available
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Creating Search for Academic Events:

Click on the Event tab

UN RSITY OF MIAMI

J?" Home ] I@Eventvmard \ [IE] E\rentsi] Iu Locations l [E-,%Organizations ] ITasks \

Tab will open a new window showing three sub-tabs related to searching events. You will use the first
tab named: Search for Events

Wekone 25157 Schonl o BEARcs= AcacmIC T Peences O odaf & i og S 2010

M
UNIVERSITY OF MIAMI
S

|M ||§[mtwmd Iﬁmumm | & Orgenzatons ‘ ‘@K

USmdumm \Ineuelmdhurtmﬁ | dvanced et Search

m SEARCH FOR EVENTS )
Search by Keyword: vz ee e

The Search for Events tab will allow user to search for:

a. Specific event(s) or group of events by typing event’s name in the Search by Keyword field

Please follow below sample search given for accounting department: ACC. If record to be
searched is a non-academic one, just type the event’s name in corresponding search field.

Type record name (i.e., ACC) in the Search by Keyword text box

Click the GO button - system will display every single event that contains “ACC” in its
name.
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& Home l Locations | | (5 Organizations Reports
Search For Events | iPre-Defined Event Searches

m SEARCH FOR EVENTS @

I Search by Keyword: |acc I GO IMcrs Search Options

List
I Dates: Current and Future Dates I:hnm Visible Columns [v] | [-] Save Search | () Refresh | @)
Name ¥ | Title Reference Organizations Type Categories Your Role Start Date Creation Date State Locations
LAJ B ACC21139 PRIN FINANCIAL ACC 2014-AAGLVE ACC LEC 2145 May-19-2014 Mar-21-2014 Tentative Dooly Memorial 109
ﬁf B ACC211A PRIN FINANCIAL ACC 2014-AAGGHF ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Dooly Memorial 200
M acc2118 PRIN FINANCIAL ACC 2014-AAGGHG AcCC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Dooly Memorial 200
B ACC211C PRIN FINANCIAL ACC 2014-AAGGHH ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Doaly Memorial 200
B ACC211D PRIN FINANCIAL ACC 2014-AAGGUF ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Dooly Memorial 200
B ACC211E PRIN FINANCIAL ACC 2014-RAGGUG ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Dooly Memorial 200
M accai16 PRIN FINANCIAL ACC 2014-PAGGUH AcCC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Stubblefield 508
B ACC211 KX PRIN FINANCIAL ACC 2014-AAGGKG ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Doaly Memorial 200
B ACC 211 KY PRIN FINANCIAL ACC 2014-AAGGUL ACC LEC 2148 Aug-27-2014 Mar-17-2014 Tentative Dooly Memorial 200
B ACC211N PRIN FINANCIAL ACC 2014-AAGGU] ACC LEC 2148 Aug-26-2014 Mar-17-2014 Tentative Mahoney/Pearson Com 103

About 110 Matching Events Page 1 of 11
12345 Next  Last

Screenshot above shows searched ACC group of events using the List view (List tab). Information can
also be displayed in “Calendar” view by clicking on the Calendar tab.

Keep in mind that 25Live will display current and future events by default. Date link allows user to
change date or date-range.

When searching for academic departments, use the three-letters abbreviated name given to academic
departments; i.e., ACC, BSL, COM, MTH, ARH, BIL. All other non-academic events can be searched by
typing the name given to the event.

Below screenshot, shows the different columns containing information for your event search:

—

Name Y Tk Ieeene Opiios | Tpe |Gl |Yorfe | Sl | el Sk | Lo
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Depending on the type of event, information displayed under each column above will indicate:

o Name: abbreviated course section information or non-academic event’s name

o Title: long title for the academic record/long name given to the non-academic event

o Reference: number given automatically to the record once entered in 25Live system

o Organization: department abbreviation/name of organization listed as reserving the space

o Type: class type/non-academic event type

o Category: academic term/no info will be displayed under this column for non-academic events

o Your role: no information will be displayed for academic records/requestor or scheduler will
show for non-academic events

o Start Date: beginning date for reservation

o Creation Date: date when event was brought over via the interface for academic records/date
when non-academic events was created in the system

o State: tentative or cancelled will show for academic records/in addition to the two states
showing for academic records: draft (not holding location) will appear for non-academic events.

o Location: space assigned to the event

If in need to modify your search or view, please note indications below:

o Click on the Date link — to select a specific date or date range

o Click on the Choose Visible Columns, to hide/show columns needed

o Click on the Refresh link or GO button, if search was modified, to show updated data

o Click on the button left corner info box, to select a different page number showing searched
information (Next and Last links will take user to next page or last page if needed).

o Type a new event name on the Search for Event field to look/search for a different event. Click
on the GO button or Refresh key for system to display new searched information.

o Save search by clicking on the Save Search link
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User could also just look for a specific event using this search option.

Type event’s full name; i.e., ACC 212 A
Pre-Defined Event Searches ‘

@ SEARCH FOR EVENTS U

I Search by Keyword: acc2124 Iso IMDrE Search Options
m

‘ Dates: Current and Future Dates | Choose Visible Columns [] | -] save Search | (©) Refresh ‘ (7]

Name ¥ | Title Reference Organizations Type Categories Your Role Start Date Creation Date State Locations
X ACC212E MANAGERIAL ACC 2014-AAGGXIT ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Dooly Memorial 212
X ACC212E1 MANAGERIAL ACC 2014-AAGGX] ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Dooly Memorial 205
X E ACC212G MANAGERIAL ACC 2014-AAGGKI ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Dooly Memorial 212
X @ ACC212G1 MANAGERIAL ACC 2014-AAGGXO ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Dooly Memorial 203
X Q ACC 212 KY MANAGERIAL ACC 2014-AAGGXS ACC LEC 2148 Aug-27-2014 Mar-17-2014 Tentative Dooly Memorial 202
X ACC212N MANAGERIAL ACC 2014-AAGGXT ACC LEC 2148 Aug-26-2014 Mar-17-2014 Tentative Dooly Memorial 202
X ACC 2120 MANAGERIAL ACC 2014-AAGGXU ACC LEC 2148 Aug-26-2014 Mar-17-2014 Tentative Dooly Memorial 202
X m ACC212P MANAGERIAL ACC 2014-RAGGXW ACC LEC 2148 Aug-26-2014 Mar-17-2014 Tentative Doaly Memorial 202
X m ACC212Q MANAGERIAL ACC 2014-AAGGXY ACC LEC 2148 Aug-26-2014 Mar-17-2014 Tentative Mahoney/Pearson Com 104
X @ ACC 212 VY MANAGERIAL ACC 2014-AAGMBH ACC LEC 2145 Jul-01-2014 Mar-21-2014 Tentative Dooly Memorial 109

After verifying that created search displays all data needed, proceed to save your search.

Click on Save Search link —

N Sawve Event Search

Sawve this search using:

ea rch Criteria

Sawve the following criteria as a search:

=

Keyword is: "acc”

Sawving the criterisa as 8 search will store as part of the search all the individual sefections you made to
return the resulfting objects.

Note: Keyword searches, when used in combination with other criteris, are saved as 3 standsfone sesrch
which is then included within the larger search. Conseguently, two searches may be added. Resd more.

MNote: Date criteria cannot be added to Z5Live searches.

OSea rch Results F

There are sither too many results or no results to save a5 a search. u

I Search Name: | I

sdd this to Your Starred Searches.

Sawve Search h
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Select one of the two saving option provided
Type a name for your event

Click Save Search

Searching events using “More Search Options” link

This option will allow user to define search using additional parameters.

1. Click on the EDIT option located by the Organizations field in the Search for Events tab.

2.
department, if looking for event
3. Click GO
4.
reads Select From...
5. Click over the organization’s name (i.e., ACC)

E“' Home

Search For Events

SEARCH ForR EVENTS

W Locations u, Organizations

Pre-Defined Event Searches | | Advanced Event Search

Search by Keyword: ‘

Organizations =oir

Categories =oir

iz

Enter the three letter organization (abbreviated department’s name) i.e., ACC — accounting

Organization ACC will appear in the middle section of the message box under the column that

Specific Organizations

Find By...

iy Your Starred
Organizations

Browse Organizations

Organization Searches

O ReTeunting

£5 National Assaciation of Black
Accoutants

Selected Organizations

Nene Selected

A search:
Contains :
acc
Done
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Organization will appear in the Selected Organizations column

' Home | | \) Events | | & Locations | | £5 Organizations

Search For Events | | Pre-Defined Event Searches | | Advanced Event Search

B SEARCH FOR EVENTS

Search by Keyword: | Go ‘ Fewer Search Options
Organizations Categories =oir
ACC EDIT
Specific Organizations
Find By... Select From... belected Organizations
% Your Starred & acc ) & acc “ ITART OVER
Organizations £5 Accounting
Browse Organizati L5 National Association of Black
Accoutants

Organization Searches
#” search:
Contains F

acc

il

Done |

If you need to add more than one organization to your search (i.e., MKT, BUS, MGT, etc...), just repeat
the steps 1-5 to select each organization until you have all the desired school organizations showing in

the Selected Organizations column.

Click Done

Search For Events | | Pre-Defined Event Searches | | Advanced Event Search

lg SEARCH FOR EVENTS

Search by Keyword: x | GO | Fawer Search Options
Organizations Categories roiv
ACC eorT
Specific
Find By... Select From... Selected Organizations
3% Your Starred {50 Center for Ecosystem Science and &5 Acc “ [TART |
Organizations Policy o MK ) I
c =
Browse Organizations & ECO &5 MGT
& Economics & sus
Organization Searches | = poco ding Services & est
=) .
J? Search: & FIn
Contains | =) o eco
eco
so|
[
=

REPORT 25LIVE SYSTEM ISSUES TO THE OFFICE OF CLASSROOM MANAGEMENT
Please report any 25Live system ISSUES to OCM via ocm@miami.edu typing “25Live system issue” in the subject
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After selecting one or all of your school organizations needed for your search, select academic term
contained in the Categories feature.

Click on the EDIT key next to Categories to indicate specific Academic term (CaneLink term)

M e [+ _——
€ A Hipe//T5ive colegenet.com/miamievent e ¢ B Googie Pail * AN 2 3
B Mot Visted | bt o P Sinec 3 250ve [ B Gitixfor C5Geld ) GreXenhpp - Logon X, E Im tp col ] MyUM [} UMAPPS-CSCD

vy oF 1A

P Home | A Events | W Locations | 5 Organizations
Search For Events | Pre-Defined Event Searches || Advanced Event Search

@ SEARCH FOR EVENTS (7]
Search by Keyword: P X E Favver Saarch Opticoms

Organizations — C 01T
ACC » MKT » MGT » BUS = BSL » FIN » ECO EOIT os
[Not Astive) b

States corr |

Piease enter or select some criteria before starting your {

Check Category box needed — Canelink academic term (i.e., 2138, 2141, 2145, 2148, etc.) — Notice that
all others (CSCD ones) are showing as Not Active. If by clicking on the check box, Category does not get
selected successfully, please click on the Category name for selection

Click on Done

Search by Keyword: ter a T X | GO | Fewer Search Options
Organizations R S Categories =oir
ACC s MKT = MGT = BUS = BSL = FIN = ECO EDIT Categories
States =oir | (1] 201431 [not Active] =

[F] 20144g [not Active]
[[] 2138 [Hot Active]
[ 2141
[[] 2145
] 2148

2151

Please enter or select some criteria before starting your ¢ [| Admissions
[ Alumni

You can refine the search by editing the event’s States.
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Click on the EDIT link next to States and select Tentative — search will only show events listed as
Tentative in the system for academic events. Non-academic events can show as draft, tentative and

confirmed.
Choose from...
El Draft i
El Tentative
@ Denied
@ Cancelled L

Click on Done
Click the GO button

Click on the List tab to see results of the search

Search For Events | | Pre-Defined Event Searches | | Advanced Event Search

SEARCH FOR EVENTS @

Search by Keyword: % | GO | Fewer Search Options
Organizations . Categories
ACC » MKT = MGT = BUS » BSL » FIN » ECO EDIT 2148 EDIT
States eoov

I GO I START OVER

[-]==m]

Dates: Current and Future Dates | Choose Visible Columns [=] | [ Save Search | (D) Refresh | ) |

Name - | Title i Type Categories | Your Role | Start Date Creation Date | State Locations

L] ACC 211 A PRIN FINANCIAL ACC 2014-AAGGHF ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Dooly Memorial 200

Q ACC211B PRIN FINANCIAL ACC 2014-AAGGHG ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Doaly Memarial 200

kl ACC 211 C PRIN FINANCIAL ACC 2014-AAGGHH ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Dooly Memerial 200

L‘ ACC 211D PRIN FINANCIAL ACC 2014-AAGGUF ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Dooly Memorial 200

:I-] ACC 211 E PRIN FINANCIAL ACC 2014-AAGGUG ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Docly Memarial 200

A Aacc2116 PRIN FINANCIAL ACC 2014-AAGGUH ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Stubblefield 508

:L‘. ACC 211 KX PRIN FINANCIAL ACC 2014-AAGGKG ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Doaly Memarial 200

L] ACC 211 KY PRIN FINANCIAL ACC 2014-AAGGUL ACC LEC 2148 Aug-27-2014 Mar-17-2014 Tentative Dooly Memarial 200

g ACC 211N PRIN FINANCIAL ACC 2014-AAGGL] ACC LEC 2148 Aug-26-2014 Mar-17-2014 Tentative Mahoney/Pearson Com 103
5] ACC 2110 FRIN FINANCIAL ACC 2014-AAGGUK ACC LEC 2148 Aug-26-2014 Mar-17-2014 Tentative Whitten LC 150

About 330 Matching Events Page 1 of 38
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Before saving a search, make sure to review displayed data by clicking on the Next, Last or number
options showing at the button of the screen. You could also change search view from List to Calendar
mode by clicking on tab located in the middle section of the screen.

Sample above shows all 2148 courses offered by the School of Business for the fall 2014 term. — Keep in
mind that 25Live scheduling system will only show course sections entered in CanelLink with meeting
patterns (days/times).

Click on Save to save your search or go back to the Categories, Organization and/or State EDIT keys to
modify parameters for your search before saving it.

Click on Refresh

List

Dates: Current and Future Dates | Choose Visible Columns [¥] | [-] Save Search I (©) Refresh I@
Name | Title Reference Organizations Type Categories Your Role Start Date Creation Date State Locations
Q ACC211 A PRIN FINANCIAL ACC 2014-AAGGHF ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Dooly Memorial 200
El ACC211B PRIN FINANCIAL ACC 2014-AAGGHG ACC LEC 2148 Aug-25-2014 Mar-17-2014 Tentative Dooly Memerial 200
: -~
N Save Event Search ?

Save this search using:

ea rch Criteria

Save the following criteria as a search:

Organizations (Any): ACC, MKT, MGT, BUS, BSL, FIN, ECO

Categories (Any): 2148

to

Saving the criteria as a search will store as part of the search all the individual selections you made

F 5
return the resulting objec

R S S SR Ty -
Note: Date criteria cannot be added to 25Live searches.

OSea rch Results

There are sither too many results or no results to save as a search.

Search Name: |

Add this to Your Starred Searches.

Save Search

You can add created search as a "favorite” search

12 |Page
REPORT 25LIVE SYSTEM ISSUES TO THE OFFICE OF CLASSROOM MANAGEMENT
Please report any 25Live system ISSUES to OCM via ocm@miami.edu typing “25Live system issue” in the subject
area. Remember to include in your email the following items: course-section(S), term, location information, a brief
explanation of issue encountered and screen shots of the issue.
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Click on Add this to Your Starred Searches
Click Save Search

Click Close

& Save Event Search L

"Training guide BU 2148" was successfully saved. You can view and run it by elicking Your Event

Searches.
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To reference any created/saved event search...

Click on the Pre-Defined Event Searches

Select All of Your Event Searches

‘E‘“ Home |I [v] Events I| W Locations | |C';,.Organizations

Search For Events I Pre-Defined Event Searches | Advanced Event Search

@ PRE-DEFINED EVENT SEARCHES

Search Groupings |

" Selact 3 Search Grouping (left) to browse existing searches.
Pre-Defined Groups

Your Starred Event Searches Zfeatured Events n

Y¥our Starred Events
I-'xn of Your Event Searches |

Ewents In Your Starred Locations =

Public Event Searches
Ewents Using Your Starred Resources

Public Location Searches

Events Sponsored By Your Starred Organizations

Ewvents Sponsored By Qrganizations To Which You
Belong

Events You Have Requested

Saved search will show on box to the right
Click over the search’s name

Click on Run button
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Creating a Location Search

For a quick view of space availability:

Click on the Locations tab
Type on the Search by Keyword the name of your school owned building

Click GO

| Home | | & event wizard | | I Events ‘I' Locations ‘l@orgamzations || & Tasks |
1 ]

Search For Locations || Pre-Defined Location Searches |
SEARCH FOR LOCATIONS @
Search by Keyword: - - - -coono0 GO | Priors Searc! h Option: s

User could also go to the HOME tab in 25Live and type name of location in the Location field

To Create a Location Search with school/department owned spaces:

Click on the More Search Options link

" Home ‘ ||3Event Wizard ‘ ‘ [X] Events | | W Locations ‘ ‘L';..Organizations | | Tasks |

Search For Locations | | Pre-Defined Location Searches |

' SEARCH FOR LOCATIONS

Search by Keyword:

Click on EDIT link located beside the Categories option

™ Home | | [ Event Wizard ) Events | | ¥ Locations | | £ Organizations 7] Tasks

Search For Locations ~ Pre-Defined Location Searches

‘ SEARCH FOR LOCATIONS

Search by Keyword: [ GO | Fawar Search Options
Categorie Capacity between and
GO START OVER
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Select your Category/ School

B Home | |[& Event Wizard ‘ | [\] Events | ‘ W Locations | "L;jﬂrganizations | | Tasks ‘

I Search For Locations I‘ Pre-Defined Location Searches ‘

' SEARCH FOR LOCATIONS

Fewer Search Options

Search by Keyword: ‘ GO

Categories eorr Capacity between and

Categories
[7] Athletics o START OVER

s Clinical Research Building

ollege of Arts and =
Sciences

ollege of Enginesring |

[C¥sPC Coral Gables lect some criteria before starting your search.

Administration
Ischool of Communication

Click on Done

Click on GO
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School’s name will appear under the Category field and school’s owned/administered spaces will
display.

Move scroll bar to see all of the spaces.

Notify OCM if not all spaces are displaying or if a space, not managed by your school appears in the list.

' SEARCH FOR LOCATIONS (7
Search by Keyword: . m. Fewar Search Options
Categories Capacity between and
School of Busness Adminstration EDIT
oo |
() =]
Date: 4 Mo May-12-2014 b Same-Day Event View: Overlagping v| [ Save Search | (f) Refresh What is this view? IO_
Name 7! 8 9 10 11 12 il 2 <] 4 5 6 7 8 9 10
"4 W Jenkins 517M
& W Jenkins 5170
& W Jenkins 517R
1of ¥ Jenkins 5218
o ¥ Jenkins 521C
o W Jenkins 5234
IF 4 W Jenkins 5230
IFd W Jenkins 523E
@ W Jenkins 523F
%4 W Jenkins 523G
IF g W Stubblefield 204
| | iy | w Stubblefield 208 I]l:hn Barrics ACC n'
(| ¥ | w Stubblefield 302
| ¥ | W Stubblefield 308
[ | fr | w Stubblefield 402 MGT 653 68 MMP
1 | ¥r | Stubbleficld 408 ACC 616 (Backer - Review) MAS 610 60 MMP
[ | fr | w Stubblefield 502 MGT 304 B30CS | | MGT 302 83.CS
%4 W Stubblefield 508 MGT 401 BSZES |

If you would like to be able to see all spaces owned by your school at any given time just save the search

Click on Save Search

You may use the Date option to check schedule information for any given day.
Click on the List tab is you just want to have all of your locations listed.

Click on the Calendar tab if you want to see events scheduled in your spaces through a calendar view
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If as a School Scheduler you have preferred locations to schedule course sections in, you can actually
make such spaces your “favorites”

To mark your spaces as “favorites” and to have them show in a search, click on the blank star " icon

for every space in your list. Icon will change color and show

Click on Save Search

A new window message will appear for you to select the kind of search you will be saving

Once you make a selection (search can be saved by Criteria or by Results), system, by default, will save
your search as a “Starred Search”

* Save Location Search

Save this search using:

&ea rch Criteria

Save the following criteria as a search:
Categories (Any): School of Business Administration

il ctore a + of the cearch all the individual celections vou made to
vill store a. of the search all the individual selections you made to

n
h=]
1]
i
[]

Note: Date criteria cannot be added to 25Live searches.

ea rch Results

Save the following group of objects as a =earch:

Aresty 103, Aresty 327, Aresty 328, Aresty 331, Aresty 332, Aresty 338, Aresty 339, Aresty
430, Aresty 431, Aresty 432, Aresty 435, Aresty 439, Aresty 530, Aresty 531, Aresty 532,
Aresty 535, Aresty 5...

fy the individual locations, resources, organizations, or

earch Name: |

Add this to Your Starred Searches.

Save Search

Type a name for your search in the Search Name field

Click Save Search
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To access created search:

Click on the Pre-Defined Location Searches

Click on All of your Searches

pvshsmyomamar e e——————e

= Home | |[@ Event Wizard | | i) Events | I\ Locations I|L';orgamzations ‘ ‘ Tasks |

Search For Locations

‘ PRE-DEFINED LOCATION SEARCHES @

Pre-Defined Location Searches |

Search Groupings

Select 2 Search Grouping (Ieft) to brovse existing searches.

TEST <

Pre-Defined Groups

Index

Categeries

Capacities

All of Your Searches.

lﬁmm I / Rename 3 Delete

Date: 4 Mon May-12-2014 b | Same-Day Event View: |Overlapping Refresh | What is this view?

‘ No individual locations have been recently viewed. |

Location search (es) will appear on the right. - For training purposes created search was named “TEST”-
Click on search name

Click on Run

Keep in mind that search can be modified at this point as well, by changing date/date-range, if needed.
View of data can also be changed by clicking on any of the List, Availability and Calendar tabs located in
the middle section of the screen:

o List option, shows all spaces with brief information about the space

o Availability shows empty and blocked periods of time for each space allowing user to see time-
slots when rooms are available

o Calendar view shows occupation of spaces in a calendar view.

After changing parameters for your search, click on the Refresh button to update data.
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To look only for locations marked as “favorites”:

Click on the Pre-Defined Groups tab

Click on Your Starred Locations

Click on Run

Only locations marked as “favorite” will show in this run, as showing below:

" vome | & Event wizard | | k] Events | W Locations | |55 Organizations | | 7] Tasks

o
' PRE-DEFINED LOCATION SEARCHES @
 Search WEI [
[ tndex | 7 ity J
Indevsdual Locations You Have Open
Categories
Capacities
All of Your Searches
| awsvay | [EEEH
Date: 4 Mon May-12-2014 b Same-Day Event View: | Overlsppng =) | (D) Refresh | What is this view? | (G
Hame 7 a8 9 10 11 12 1 2 =] 4 5 6 7 a8 9 10

{r | w Stubblefield 208 John Barrics ACC P|
r | w Stubblefield 202
r | W Stubblefield 308

W Stubblefisld 402

NEEEEEE
it i < < <

MGT 653 68 NMP
W Stubbleficld 406 ACE 616 (Becker - Review) MAS 610 60 HMP
W Stubblefield 502 .IKTT!D‘BWDS | MGT 302 B3 S
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