Adding Events to
Campus Calendars




Accessing 25Live

25Live Express vs 25Live Pro

Overview of Adding Event Process
N

Demo: Creating & Publishing an Event




Accessing 25Live

Default access

« Anyone with a campus account
can log into 25Live and view
published events on calendars

+ Information published to calendar is
viewable to the public on the
Campus Calendar.

Advanced access
Campus Calendars
* Permissions to add events to
specific calendars

Room Reservations

* Request room locations for
events or academic classes 3

« Room/location owner who
approves event requests

Getting advanced access
«  Email 25Live@fullerton.edu with
calendar(s) you need to access



http://www.fullerton.edu/calendar
mailto:25Live@fullerton.edu

25Live Express

clicks

z

23

See Available

Locations
e N

Event
A

See Available “F
Resources

Mobile version of 25Live
« Streamlined calendar entry with fewer

Cannot add images to your event

Search for
Events
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Try New Event Form! (reloads app)

Q Quick Search

[\) Search Events
@ Search Locations
4 Search Resources

A& Search Organizations

Q Your Starred Event Searches

You do not have any Starred Event
Searches!

Q) Your Starred Location Searches

You do not have any Starred Location
Searches!

Q Your Starred Resource Searches

You do not have any Starred Resource
Searches!
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Mo advanced users
~ * Recommended if you add images to
your events or want more

features/options

[~} 25Live Pro

[& Event Wizard

[Z] Tasks  Lorien Arthur-Carmichael = More

Q 6o to Search Nothing recently viewed 3 (@Hee

[# Find Available Locations

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

OR

1 know WHERE my event should take place -
- help me choose a time!

@ Your Upcoming Events ~

[\] Your Starred Events ~

@ Tri-Wizard Opening Ceremony (& Y¥
Tri-Wizard Tournament Opening
Ceremony

‘ Your Starred Locations ~

You do not have any Starred Locations!

Throughout this site you can mark any
Location as "Starred” by clicking its
icon.

4 Your Starred Resources ~

& Calendar-Academic Programs & bid

4 Events in which you are the

4 Events in which you are the Scheduler

[\ YourEventDrafts ~

@ 2 Event Drafts in which you are the
Scheduler

Requestor

E See when these resources are
available

{8% Customize Dashboard




Overview of Adding an Event Process

¢ Add event
* Set up searches details
and starred Add Event NI
25Live event has not Event e o
already been Wizara I:sl,\clechT)LVrEelgd
dded
adde to delete

¢ Change status
to CONFIRMED

: to publish
Publish within 20 min

Event to
lendar * To cancel, add
Calen CANCELED to
the event
name.

*You can edit an event after it is confirmed (published), but only the 25Live admin can delete it
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Demonstration

« Setfting Up Your Environment
« Creating an Event
« Publishing an Event




&Y Resources & Questions

Webpage with training information and user guides

Questions and access requests
25Live@fullerton.edu

Training materials questions or issues
ITtraining@fullerton.edu | 657-278-5647



http://www.fullerton.edu/ittraining/peoplesoft/25live
mailto:25Live@fullerton.edu
mailto:Ittraining@fullerton.edu
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