How to Create an Event Request
https://25live.collegenet.com/depaul/

To begin, click on “Sign In.”

DEPAUL

J E‘“ Home

[.’;f Event Wizard ‘ | [ Events ‘ | W Locations | ‘{;Organizations

Welcome to the new and improved room request system! If you do not have an account in the system, sign in using the username and password guest/guest.

If you are affiliated with the College of Law and do not have an account, sign in with lawguest/lawguest.

[ A Quick Search (7] ‘ @& Help
Create an Event
! :

Search Locations

[ 42 Public Event Searches @ ‘

[{] calendar Dates

-]
8

| (none)

-]
8

[ # Public Location Searches 0 ‘

W Arts & Letters

W Levan

W Lincoln Park PC dassrooms
W Loop PC classrooms

W McGowan South

W SAC

Please sign in as guest. If you are in the College of Law, sign in as lawguest. Username and password are
the same.

A i Sign In

Username: |guesti | Forgot your Password?

AT

s

Password:

Sign In

To be added as a user, please contact academicspace@depaul.edu.

Click here to begin requesting your event.

J}"‘ Home ‘ [

Welcome to the new and improved room request system! If you do not have an account in the system, sign in using the username and password guest/guest.

[& Event Wizard | | [\ Events ‘ ‘.' Locations ‘ |‘L}J0rganizations | | Tasks ‘ ‘D Reports |

If you are affiliated with the College of Law and do not have an account, sign in with lawguest/lawguest.

¥ Recently Viewed |
(none) Create an Event

¥ fcon Legend Feedback ¢ HelpfTips: Enabled Text Size:
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https://25live.collegenet.com/depaul/

There is a summary of your event on the left. You may edit any of the fields shown prior to saving your
request.
Provide an “Event Name” and select “Event Type” from drop down menus.

&8 DEPAUL ————————

E Home | |[# Event Wizard ‘ \'g Events ‘ "u Locations | |(_/;40rganizalians | | Tasks | "D Reports ‘

| Test Event || Wew Event... |

Test Event Start by entering the basic event information.

Event Name

ﬁ Test Event v

This is the new and improved room request
form!

r Organization

Event Type
Search for an Event Type < | *
| a
Admissions Event

D{ Lincoln Park Event
PC Classroom Event %

Cancel EH Save

Start typing to select your department or organization from the drop down menu.

ﬂ DEPAUL Welcome, Guest, DePaul = Preferences

™ Home | |[ Event Wizard | | £ Events | | w Locations | | organizations | | ) Tasks | | [ Reports |

| Test Event | | New Event... |

9 Test Event Start by entering the basic event information.

6 Event Name
This is the new and improved room request

Test Event v
Lincoln Park Event
Depsriment or Grgsnization
~ Event Type
Lincoln Park Event % 4

Department or Organization

Search for an Organization A%
acl Q

ACAD_HST S

=

cademic Administration

e

cademic Affairs

B

cademic Space and Seheduling

[
A

Act Out

Art & Cultural Heritage Law Soc (ACHLS)
Asian Pacific American Law Stud. Assoc
Black Law Student Assoc. (BLSA)

Black Student Union

Browse...

Click Next to continue.

DEPAUL T

B Home | | [& Event wizard ‘ ‘ ] Events | ‘ W Locations ‘ |t;y()mganizatiﬂns ‘ | Tasks ‘ ‘ [ Reports ‘

| Test Event || New Event... |

Test Event Start by entering the basic event information.

Event Name

This is the new and improved room request

Test Event v
Lincoln Park Event
Academic Space and Scheduling
Event Type
Lincoln Park Event % v v

Department or Organization

Academic Space and Scheduling frx v v

Next » 6

Cancel H Save
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Provide an estimate of your attendance and an Event Description. Then click Next.

ent Estimated Attendance

< and Scheduling
20 =7
xpected

description here.

Progress...
Event Description

Font Family Font Sizes  ~
P R MBI 4 o

é Enter the event description here.|

< Back Next » &

(3 Cancel H Save

Click No for events with only one date. If your event has multiple dates go to page 7 to continue the
tutorial.

DEPAUL

[ Home [& Event wizard ‘ ‘.D Events ‘ ‘ W Locations ‘ ‘L;nrganizatmns

| Test Event | | New Event... |

@ Test Event

Lincoln Park Event

|1$I@‘|Dkeuom3.‘

Does this event have more than one occurrence?

No

Academic Space and Scheduling
This event has only one occurrence

20 Attendees Expected
Any other related events are separate and distinct.

Enter the event description here.

Progress...

Yes
This event has more than one occurrence

1t has daily, weekly, monthly or ad hoc repeats, and they are
all part of the same event.

« Back

3 Cancel H Save
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Enter the dates and times for your event and click Next.

2 Home | | [Z Event Wizard ‘ | [ Events | ‘ W Locations ‘ ‘Q’;Organizatians ‘ ‘ Tasks ‘ | [E] Reports ‘

J Test Event ‘ | New Event... ‘

» Test Event
z/

Lincoln Park Event
Academic Space and Scheduling
20 Attendees Expected

Enter the event description here.

Fri Oct 30 2015 1:00 pm -
Fri Oct 30 2015 2:00 pm

Progress...

< Back

é Event Start:
% Event End:

Tell us WHEN this event takes place.

Fri Oct 30 2015

-
., 1:00pm

-
Fri Oct 30 2015 |57} 2:00 pm

@) The event begins and ends on the same day.

Does this event require

Setup or Pre-Event time? Yes @ No
Does this event require
Post-Event or Takedown time? Yes © No
Next b-/
3 Cancel H Save

Enter your email address, name, and phone number. If you have a building and/or room preference please enter

it here, then click Next.

DEPAUL

B Home | [&" Event Wizard | ‘Q Events ‘ ‘ W Locations ‘ |t}.';0nganizat|0ns ‘ ‘ Tasks ‘ | [E) Reports |

J Test Event || New Event... ‘

@ Test Event

Lincoln Park Event

Academic Space and Scheduling
20 Attendees Expected

Enter the event description here.

Fri Oct 30 2015 1:00 pm -
Fri Oct 30 2015 2:00 pm

Guests; Enter first and last name; Guests:
Enter phone number; Guests: Enter email
address

Progress...

Select ADDITIONAL INFORMATION for this event.

¥ Guests: Enter email address

ﬁ email@depaul.edu

¥ Guests: Enter first and last name

ﬁ Jane smith

' Guests: Enter phone number

—> 312-111-2222

¥/ 01) Building and Room Preference

—

Enter up to 80 alphanumeric characters.

< Back

&3 Cancel H Save

Next » K
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Select all that apply for your event, and then click Next.

DEPAUL

2 Home | |[& Event Wizard ‘ ‘ [ Events | ‘ W Locations ‘ |{;0rganizations | ‘ Tasks ‘ | [El Reports

J Test Event | ‘ New Event... |

@ Test Event
—

Lincoln Park Event

Academic Space and Scheduling

20 Attendees Expected

This is where you enter the event description.

Fri Oct 30 2015 4:00 pm -

Fri Oct 30 2015 5:00 pm ﬁ —

Guests: Enter first and last name; Guests:
Enter phone number; Guests: Enter email
address

Faculty/Staff; Meeting; University Related

Progress...

< Back

Enter additional comments, if applicable. Click Next.

DEPAUL

= Home | | [& Event Wizard ‘ ‘ [ Events ‘ ‘ W Locations ‘ ‘L/;'Urganizatians ‘ ‘ Tasks ‘ ‘ El Reports ‘

Select CATEGORIES for this event.

[ class Activity

] Conference

) External

¥ Faculty/Staff

¥ Meeting

[ Open to the Public

() Performance

] Rehearsal

) Student

[ University Co-Sponsored Event

Cancel

¥/ University Related Event

H Save

Next »

J‘ Test Event ‘ ‘ New Event... |

event.

@ Test Event Add additional COMMENTS and NOTES for this

Lincoln Park Event

Academic Space and Scheduling Comments

20 Attendees Expected ﬁ Enter additional comments here |

This is where you enter the event description.

Fri Oct 30 2015 4:00 pm -
Fri Oct 30 2015 5:00 pm

Guests: Enter first and last name; Guests:
Enter phone number; Guests: Enter email
address

Faculty/Staff; Mesting; University Related
Event
< Back

Enter additional comments here.

Progress...

Cancel

= Save

Next » /
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Before we can process your event, please indicate that you have read and understand the University
policies and guidelines for reserving a classroom. Your final event summary is on the left. You may

make changes here if necessary.

Click Save to complete your request.

&2 DEPAUL .

" Home | |3 Event Wizard ‘ ‘ [ Events ‘ ‘ W Locations ‘ |t:‘j[)rganizatiuns ‘ | Tasks ‘ ‘ [ rReports ‘

| Test Event || New Event... |

@ Test Event

’_meuln Park Event
Academic Space and Scheduling
20 Attendees Expected
This is where you enter the event description.

Fri Oct 30 2015 4:00 pm -
Fri Oct 30 2015 5:00 pm

Guests: Enter first and last name; Guests:
Enter phone number; Guests: Enter email
address

Faculty/Staff; Meeting; University Related
Event

Enter additional comments here.

Affirmation
-

Progress...

Affirmation

IMPORTANT! As per university policy, if your event is open to the
community or otherwise includes more than 50% of its attendees
from outside DePaul it may require a formal contract with the
university before we can schedule it. If your event falls into this
category, please contact Kyle Janis (kjanis@depaul.edu) to obtain
proper documentation.

< Back

N
> 1 agree'\‘/

Cancel H Save

N

Watch the progress of submitting your event here. Do not close your browser. This process must

complete in order to receive a confirmation that your event was successfully submitted.

& DEPAUL

Wekcome, Guest, DePaul + Preferences » SianOut + Todey s Wed Ot 28 2015 (BRI

¥ vome | |[ eventWizard ) Ewents | | W Locations | 3 Organizations

Test Event | | New Event

| 4 Test Event

Lingalin Park Event

cheduling

| Tasks

[} Reports

< Back

# 1 agree ¥’

(3 Cancel

ol Save
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This is a confirmation that your request has been submitted.

Please view the details of your event. This is your final chance to make edits. You may email or print
your event confirmation for your convenience.

You are done.

Preferences =

ign Out + Today is Wed Oct 28 2015 ||

DEPAUL T ———yoe

5 Home | | [& Event wizard | ‘ i) Events ‘ ‘ W Locations | |L’;orgamzatians | ‘ Tasks ‘ ‘ [ Reports ‘

| Test Event | | New Event... |

Test Event Thank you for submitting your request. You will receive a confirmation email prior to your event with all applicable information. Close [
REMINDER: Requests be confirmed as soon as classrooms for the current acadern quarter have been fil zed. If your event
. takes place during the first two weeks of the academic quarter, you will receive co ation approximately 24 hours in advance.

Lincoln Park Event

Academic Space and Scheduling ‘What's Next? More Event Options

20 Attendees Expected

- . View the Event Details page for this event. The full range of actions are Print Confirmation K] Copy Create "To Do™
This is where you snter the event description. View Details available to you from there. & 2

Fri Oct 30 2015 4:00 pm - oo 1o ok PR 1> ik thie button to ctare % Manage Relationships & manage Bindings
_ | Evi oct 30 2015 5:00 pm AL D e (I G T G i o
GBI & Take Ownership of this Event 7 Add to Starred?
Guests: Enter first and last name; Guests:

Enter phone number; Guests: Enter email
address

Email the details of this event to its stakeholders or anyone else.

Faculty/Staff; Meeting; University Related
Event

Event Tasks
Enter additional comments here.

L= No Active Tasks
1ID: 2015-AAAFT]

Done!

>>>>>><KLLLLKLKLLKL

Events With Multiple Dates

Select “Yes” if you have multiple dates with the same start and end times.

P Home | |2 event wizard | | &) Events | | @ tocations | | £ Organizations

test multiple dates | | New Event.

test multiple dates 11| Does this event have more than one occurrence?
==

Lincaln Park Event

Aced

€ Space and Scheduling
1 Attendees Expacted

1

< Back

{3 Cancel i Save
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Enter only the first start date and then the start and end times of the events. Then click Next.

&3 DEPAUL

B vome | | [ event Wizard | L) Events | | W Locations | (3 Organizations

test multiple dates || New Event...

-
| % test multiple dates Tell s WHEN this event takes place.

first occurrence of the actual event

1 Atendess Expacted

Sun Nov OB 2015 5:00pm -

Sun Nov 08 2015 6:00pm —————— tventEnt: Sunnov0s 2015 T 600 pm

W) The first accurrence beging and ends on the same day.

Does this event require
Setup or Pre-Event time? Yes ® No

Does this event require

Post-Event or Takedown timez  © Yes & No /

4 Back Next »

(3 Cancel 4 Save

Choose from the following repeating options. We will review all options below.

P Home | | [ EventWizard ) Events | | & Locations | | & Organizations

test multiple dates | | New Event...

r
% test multiple dates Choose how this event REPEATS.

Lincaln Park Event

Ad Hoc Repeats
Academic Space and Scheduiing Indwidually select dates &
1 Attendees Expected
1
Sun Nov 08 2015 5:00pm - Daily Repeats
Sun Nov 08 2015 6:00pm Examol v

Monthly Repeats

Does Not Repeat

< Back

3 Cancel i save

Ad Hoc Repeats ---- Go to page 9
Daily Repeats ------- Go to page 10
Weekly Repeats ------- Go to page 11

Monthly Repeats -------- Go to page 12
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Ad Hoc Repeats refers to multiple dates with no pattern. Choose all additional dates in the calendar.

& DEPAUL |

B Home | | event wizard | | \) fvents | | w0 Locations | | £ Organizations

tost multiple dates | | New Event...

| % test multiple dates i Describe how this event REPEATS,
u % Ad Hoc Repeats  *

O [ne  v[2005

Sun Nov 08 2015 5:00pm

Sun Nov 08 2015 6:00pm Su Mo Tu We Thofrosa

—

Proge-

Occurrence List

Sun Hov 08 2015 Active

4 Back Next »

3 Cancel i Save

All your event dates will be displayed below the “Occurrence List”. After selecting all event dates click

Next. You may go to page 5 to continue to complete the tutorial.

DEPAUL

B Home | | [ event Wizard | | ) Events | | W Locations | | 5 Owganizations

test multiple dates || New Event...

-
| A% test multiple dates Describe how this event REPEATS.
Lincoin Park Event ﬁ Ad Hoc Repaats *

Academic Space and Scheduling

1 Attendess Expactsd Click an any date to sdd it to the Oceurrence List,

1
Sun Nov 08 2015 5:00pm - 0 v r[a015 v @
Sun Nov 08 2015 6:00pm
Repeats an 11/16

Su Mo Tu We Th Fr Sa

&) o 10 11 12 1314
1516 17 18 19 20| 21
22|23 24 25 28 27|28
2 30

Occurrence List

Data

Sun Nov 08 2015 actve
< Back Next » /
3 Cancel I Save
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Daily Repeats: Patterns are listed below. Choose the one that matches your event.

DEPAUL

" Home | [ event Wizard | | ) Events | [ Locations | | (5 Organizations

test multiple dates | New Event...

\' ‘% test multiple dates 1 Describe how this event REPEATS.
Lincoln Park Event e Daily Repeats
Assi s

nd Scheduling

1 Attendees Expected
1 Repeats

Sun Nov 08 2015 5:00pm -

other day
Sun Nov 08 2015 6:00pm

3rd day .

s the 4tk day DV 08 2015 | T
sth day
6th day

e | day o

8th day

Sth day

10th day  feuist

11th day

— 12th day
Sun Hov 08 2015 Active

Prog -

< Back Next »

{3 Cancel i Save

After you have selected your Repeat pattern and ‘Repeats through” date, then click Next. You may go to
page 5 to continue to complete the tutorial.

&2 DEPAUL

B Home | | event Wizard | R Events | | 8 Locations | | (5 Organizations

Tt multiple dates | | New Evenl..

| % test multiple dates
- Daily Repeats

1 ﬁ Repeats avery | day
Sun Nov 08 2015 5:00pm -
o
% * Repeats through | Wed Nov 11 2015 |

Sun Nov 08 20
Ends after | * iterations

Describe how this event REPEATS,

Rapasts avery da)

Occurrence List
Date

Sun Hov DB 2015 Active
Man Hoy 09 2048 Active
% Tue Nov 10 2015 Active

Wed Nov 11 2018 Active

« Back Next » @

(4 Cancel k4 Save
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Weekly Repeats: Select the pattern listed below that corresponds to the pattern of

DEPAUL .

P Home | || Event Wizard | &) Events | | @ Locations | | (3 Organizations

test multiple dates | | New Fvent.

Q test multiple dates Fasts) Describe how this event REPEATS.
é Weekly Repeats

Repdats every week

d Scheduling
1 Atte
1

< Expected

Sun Nov 08 2015 5:00pm - Repgats on | other week | Wed () Thu

Sun Nov 08 2015 6:00pm 3rd week

4th week

Sth week
6th week .

9 * Hepeats thi 7th week 082015 | 'y

Bth week

Proge: 9th week

nds after | 10th week 105

11th week

sun

12th week

L Ocourrence List

< Back Next »

3 Cancel i Save

Select your weekly repeat pattern, day, and last date of your event. Then click Next
page 5 to complete the tutorial.

DEPAUL

B tome | | [ event Wizard || 1) Events | | W Locations | | 3 Organizations

test multiple d

[
l % test multiple dates Describe how this event REPEATS.
u ven

Weekly Repeats  *

X o ﬁ Repeats every | week

Sun Nov 08 2015 5:00pm - Repeats on @ Mon (I Tue (IWed (I Thu
Sun Nov 0B 2015 6:00pm A st Sun
Repeats avery week on Monday through Jan
08 2018
* Repeats through  Fri Jan 08 2016 .
- Endsafter 1 iterstions
— Occurrence List ‘ 3
[Event Repests
Sun Nov 08 2015 actve v
Han Nov 08 2015 Active
Mon Nov 16 2015 active
Man Nov 23 2015 Active
ﬁ | Mon Now 30 2015 Active
Man Dec 07 2015 Active
Mon Dec 14 2015 active
Man Dec 21 2015 Active
Mon Dec 20 2015 acte v
Hon Jan 04 2016 Actwe v
« Back Next » /
(3 Cancel i Save

your event.

. Youmay go to
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Monthly Repeats: Select the monthly pattern for your event.

PAUL

P tome | |[F tvent Wizard | §) Events | | @ Locations | | L& Organizations

test multiple dates | | New Evant..

l % test multiple dates

Lincaln Park Event

% Monthly Repeats +
ca and Scheduiing

1 Attendees Ex
1

Describe how this event REPEATS,

Academ

Repeats every [month .
Sun Nov 08 2015 5:00pm * Repeat by O/ other month
Sun Nov 08 2015 6:00pm i1 34 month
4th month
ot Repeat by P¢ stk month
Add kapeat { 68N month
7th month
8th month
Bt * Repeats thy 9th month by 2015
10th month
11th month
Ends after | 12th month s

Occurrence List

5un Nov 08 2015 Adve ¥

« Back Next »

{43 Cancel i Save

Select a day pattern for your meeting. Example: The 1st day of every month.

DEPAUL

wel

¥ ome | ([ event wizard | | tvents | [ @ tocations | [ (5 organtzations

test multiple dates | | New Event.

‘% test multiple dates ey | Describe how this event REPEATS.

Uincaln Park Event

Academic 5

Monthly Repeats *
and Scheduling

1 Attendees Expected

' Repeats every  month .

Sun Nov 08 2015 5:00pm - * Repeat by Day

Sun Nov 08 2015 6:00pm

%DQ(‘-M 1day %] from | Start of the Month ¥ | E3

AW RA2 days
3 days
4 days
Repest (3 o v| [Monday v/ E3
7 days
|8 days
9 days
10 days
* Repeat 11 4478 1 Sun Nov 08 2015
12 days
13 days
Ends 4 14 days
15 days
16 days
17 days
16 days
19 days
20 days =}
Sun Nov 08 2015

Repeat
Frogi:

* ierations
Securrence List

<« Back Next »

3 Cancel 1 Save

Select start/end of the month pattern that applies.

Click Next to continue. You may go to page 5 to
complete the tutorial.

PAUL

P Home | || Event Wizard | &) Events | | @ Locations | | (3 Organizations

test multiple dates | | Now Event...

Q test multiple dates

Lincoln Park Event

Describe how this event REPEATS.

Monthly Repeats *
Academic Space and Scheduling

1 Attendees Expected

. Repeats every |month v

Sun Nov 08 2015 5:00pm - * Repeat by Day
Sun Nov 08 2015 6:00pm

Repeat [1day ¥ | from [ Start of the Month v | E3 b
Start of the Month
[ End of the Month |

Repeat by Position

Repeat on the | First v [Monday v B3

* Repeats through | Sun Nov 08 2015

Endsafter | ° Merations

Oceurrence List

Sun Nov 08 2015

< Back Next » /

{4 Cancel - Save
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OR - Select month pattern that applies to your meeting.

PAUL

P Home | || Event Wizard | h) Events | | @ Locations | | 3 Organizations

test multiple dates | | New Event.

% test multiple dates Describe how this event REPEATS.

Lincaln Park Event

Monthly Repeats
Academic Space and Scheduling
1 Attendees Expected
1 Repeats every | month v
Sun Nov 08 2015 5:00pm - Repeat by Day
Sun Nov 08 2015 6:00pm
Repest 1day ¥ from | Start of the Month v | 3

* Repeat by Position

ey e st on e [FiE 7] (Monday  v| @

Second

Third

Fourth

n Fifth o—
Repeats thro 71| 32015

Second-To-Last

Third-To-Last

Fourth-To-Last

Fifth-To-Last

Ends after

Occurrence List

Date mment

Sun Nov 08 2015

< Back Next »

£3 Cancel 1 Save

Select Day pattern below. Then click Next. You may go to page 5 to complete the tutorial.

P Homo | | [ event wizard | | k) Events | | w0 Locations | | (5 Organizations

test multiple dates | | New Evont.

I % test multiple dates

Lincaln Park Event

Describe how this event REPEATS.

Monthly Repeats *

4 Seheduling
Repeats every | month .
Sun Nov 08 2015 5:00pm - Repeat by Day

Sun Nov 08 2015 6:00pm
Repest [1day v from [Start o the Month v | 3

* Repeat by Position

Mo Repeat on the | First v| [Monday ¥ ab

et Tuesday
Wednesday
Thursday
Frlday
Saturday
sunday

* Repeats through | 5un Nov 08

Endsalter | © iterations

Ocenrrence List

5un Nev 08 2015 Adtive ¥

<« Back Next » @

{3 Cancel i Save
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