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Changing a department classroom assignment (after running Schedule
25 Optimizer)

APPROVAL HISTORY
Approving Version Date
Party Approved
REVISION HISTORY
Version Date Description Revised By
Number
Purpose

To ensure students have current information about a course in the online Schedule of Classes.

Related Policies and Regulations

Academic Scheduling maintains the Schedule of Classes with current information. Course
scheduling is maintained in Banner with a transactional process updating course data from
Banner to Series 25 (25Live). Scheduling of classrooms is maintained in 25Live with the
transactional process updating room assignments from 25Live back to Banner.

Impacted Departments
A list of the departments affected (i.e. Financial Aid, Graduate Division).
1. Registrar’s Office

2. Academic departments
3. College offices



Scheduling in 25Live and SSASECT
Page 2 of 9

Procedures

1. General overview

a. After Academic Scheduling runs the Schedule 25 Optimizer and exports all room
assignments made in 25Live back to Banner, a transactional mechanism between
the two softwares is activated by Computing and Communications

b. Once transactional is turned on, course updates in Banner will be sent to 25L.ive,
and updates made in 25Live will transfer back to Banner (average transfer time
approximately 4-6 minutes after completed update)

c. Current Academic Scheduling policy is all course data must be updated in Banner
with the exception of assigning a classroom. All classroom assignments must be
made in 25Live

d. If a course section contains a classroom assignment in Banner (i.e., after assigned
classrooms are exported back to Banner), and the assigned classroom needs to be
changed, follow these steps:

i. Remove the assigned classroom in Banner
ii. This update will transfer to 25Live via the transactional process
iii. Schedule the new classroom for the course section in 25Live
iv. The new classroom assignment will transfer back to Banner via the
transactional process
2. Removing classroom assignment in Banner

a. At Banner main page, type SSASECT and <enter>

b. Type in the term and CRN number of desired course section and click Next Block

c. Click: Meeting Times and Instructor tab

d. Tab until the Building and Room fields are in view

e. At this point, screen should appear similar to the following:
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f. Tab to the Building field and delete the assigned building

g. Tab to the Room field and delete the assigned room

h. Save

I. After tabbing over to the Building and Room fields, screen should appear similar
to the following:
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3. Confirming course data updates in 25Live

a.

Reminder: transactional process of transferring course data updates from Banner
to 25Live takes about 4-6 minutes

Open and log into 25Live

At the Home tab in Dashboard view, click the Events tab

Click: Search For Events tab

In the keyword box enter the course and section (ex. GEO 008 022)
Click: More Search Options link next to the Search by Keyword box

Click: drop-down box by Cabinet and select desired term

Click: Go

Use the numbered tabs in lower right hand corner of screen to find desired course
section

Click on desired section

Select Details tab if not already selected
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m. Course data should match what was updated in Banner. See following screen
prints:

L PE D ) niioss/2siive collegenetcomyucrytevent s O + B & | +| UC Riverside: Ho..| . | Academic Sched..| | UCR Financial Al | .| Project Site - Ho.. | ¥"| 25Live

y:

i X Log In - Confluence B¥) 25Live Admin Util-PROD | 25Live Admin Util-TEST ¥| 25Live-UCR PROD ¥ 25Live-UCR TEST (@) Citrix XenApp - Logon ] UC Riverside - Schedule o.. [ Rspace 1) ENC Sman Classrooms

Types coir Your Role: w| ~
Organizations States o
GEQ  EDIT

o | START OVER

Before Banner update, note that CHUNG 138 is assigned

eI ee—erose Visible Columns (=1 ([ Send to publisher | Save Search | () Refresh )

Name w | Title Reference Organizations Type Categories | Your Role | Start Date Creation Date State Locations
] GEO 008 021 EARTHQUAKE COUNTRY 2015-AREOMT | GEO Section Mar,28,2016 | Apr,29,2015 Tentative | SPTH 2200
] GEO DOB 022 EARTHQUAKE COUNTRY 2015-ARELXQ GED Section Apr,01,2016 Apr,27,2015 erarm< CHUNG 138
g ] GEO 008 023 EARTHQUAKE COUNTRY 2015-ARELXR GFO Section Mar,28,2016 | Apr,27,2015 Tentative | CHUNG 138
3' & GEO 008 024 EARTHQUAKE COUNTRY 2015-AAELXS GLO Section Mar, 28,2016 Apr,27,2015 Tentative FHY 2000
g ] GFO 008 025 EARTHQUAKE COUNTRY 2015-ARELXT GED Section Apr,01,2016 Apr.27,2015 Tentative | SPTH 1307
& ] Gro 008 026 | EARTHQUAKE COUNTRY 2015-ARELXU GED section Mar,31,2016 | Apr,27,2015 Tentative
g vl GEO D08 027 EARTHQUAKE COUNTRY 2015-ARELXV GEO Section Mar, 28,2016 | Apr,27,2015 Tentative | SPTH 1307
7 g W Gro 008028 | EARTHQUAKE COUNTRY 2015-ARELXW | GEO Section Apr,01,2016 Apr,27,2015 Tentative
B ] GEO 008 020 EARTHQUAKE COUNTRY 2015-ARELXX GED Section Mar,20,2016 | Apr,27,2015 Tentative |
& ] GEO 008 030 EARTHQUAKE COUNTRY 2015-AAELXY GED section Mar, 30,2016 Apr,27,2015 Tentativa
53 Matching Fvents Page 2 of 6
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After Banner update,
note that the room

»
1 X Log In - Conflvence B¥) 25Live Admin Util-PROD B 25Live Admin Util-TEST ¥7| 25Live-UCR PROD B 25Live-UCR TEST @) Citrix XenApp - Logon & . boms
e - o e e ASSIJNMENt NOW states =
13 ”» ~
Search For Events | Pre-Defined Fvent Searches || Advanced Event Search || GEO 008 022 none for a”
| GEO 008 022 Detais 1ok s g o
[ Edit this Event = Event State: Tentative ~ {3 More Actions... > () Refresh |
Event Details Event Occurrences
Event Name: GED 008 022 Reservation Start Date Start Time End Date End Time
Event Title: EARTHQUAKE COUNTRY 15089-01 Fri Apr.01,2016 :10am Fri Apr.01,2016 10:00am
Event Type: Secuon 1508901 Fi Apr.08, 2016 9:10am Fri Apr.08,2016 10:00am)
Rafaence: ARLSARLR 15085-01 Fri Apr, 15,2016 9:10am Fri Apr, 15,2016 10:00an
Allen UTD: TCS20162015069
15085-01 Fri Apr,22,2016 9:10am Fri Apr, 22,2016 10:00a
State: Tentative
oatsntTom E 15089-01 Fri Apr, 29,2016 9:10am Fri Apr, 29,2016 10:00a
- e
bty 2016 Sgning 15089-01 Fri May, 06,2016 9:10am Fri May, 06,2016 10:00a
Scheduler: 2 ineertace 15089-01 Fri May,13,2016 9:10am Fri May,13,2016 10:00an
Requestor: & Stewart, Margaret 15085-01 Fri May, 20,2016 9:10am Fri May, 20,2016 10:00am!
Head Coun: 37 expected; 0 registered 15089-01 Fri May, 27,2016 9:10am Fri May,27,2016 10:00am
15089-01 Fri Jun, 03,2016 9:10am Fri Jun, 03,2016 10:00am
Tasks Completed: ko
Approvals: o/
Assignments: oo
To Do's: oo
View this event’s Task List
Event Custom Attributes:
UNITS: o w

4. Assigning new classroom in 25Live
a. Click: Edit this Event button

b. Click: Forward button (blue arrow pointing to the right), located in upper right
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corner of screen four times. This should take you to the Locations screen
c. Recommend: search for an available department classroom using a search you

created. For example, you can create a search that bring up the department
classrooms you are authorized to schedule

d. When a search is completed, the rooms identified in the search that are available
on the requested day and time will have a green check mark. See following
example:
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- 3 xLuﬂ In - Confluence ¥ 25Live Admin Util-PROD B 25Live Admin Util-TEST ¥ 25Live-UCR PROD B 25Live-UCR TEST 0 Citrix XenApp - Logon & UC Riverside - Schedule 0. mﬂsww A CNC Sman Classrooms

37 Attendees Expected

# search by Location Name... e e ~

Fri Apr,01,2016 9:10 am -
Fri Apr,01,2016 10:00 am
Repeats every week on Friday through Saved Searches..,
Jun, 03,2016

Your Starred Searches Large Lec GA clsrms-135

A o170 cap ~

All ef Your Searches

ihare Large Lec GA clsrms-180

Public Searches o 329 cap

£ interface

Large Lec GA clsrms-80 to
Scheduler
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e. Confirm an available room has a capacity at least equal to the expected/projected
enrollment of the course section

f. Click: desired classroom to select it

g. Scroll down until the Save button appears, then click it



Scheduling in 25Live and SSASECT
Page 7 of 9

h. At this point, you should be at the following screen:

i | Project Site - How | | 25Live

1 X Log In - Conflvence B¥) 25Live Admin Util-PROD. ) 25Live Admin Util-TEST ¥7| 25Live-UCR PROD 3 25Live-UCR TEST @) Citrix XenApp - Logon &7 UC Riverside - Schedule 0. [l Rspace 1) ENC Sman Classrooms

§W25L l-v E. Welcome, Stewart, q w Slgn ﬁﬂ_rfﬂai?'ﬁTﬁjﬁL'Yl;Wﬂ_h

¥ Home | | [ Event Wizard | | b] Events | | W Locations & Resources | | O3 Organizations | | [Z] Tasks 1 Reports | | (It- Publisher

GEO D08 022 || New Evenl...

GEO 008 022 This event was successfully created. Close |
EARTHQUAKE COUNTRY
What's Next? More Event Options
Section
GEO ‘View the Event Detalls page for this & print Contirmation N copy
b2 1 event. The full range of actions are L
17 Attendees Expected avallable to you from there,

5| Create "To Do”

Fri Apr,01,2016 9:10 am - Need to make some mare edits to this

1 | +«» Manage Relationships
Fri Apr,01,2016 10:00 am Edit event? Click this button to start editing. i e A
Repeats every week on Friday through
Jun, 03,2016

& manage Bindings =
Email the details of this event ta its
Email L or anyone else.

W PSYCH 2102 & Take Ownership of this Event
All Qcourrences

Add to Starred?

UNITS Event Tasks
L interface
Scheduter 1 Active To Do Task

i Stewart, Margaret
Requestor

&) Tentative ID: 2015-AAELXQ

5. Complete room assignment (for transactional process back to Banner)

a. The following steps are critical to ensure new room assignment is transferred back
to that course section in Banner

b. At screen pictured in above screen print — click the View Details button
c. Click: Task List tab

d. Change the View drop-down box to All Assigned Tasks
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e. Your screen should appear similar to the following:

L I | rttps /25 ive collegenetcomyicrysderaiiss 0 = B & 1| 1N o_| | Academic Sehed.. 2| UCR Financi SHetHon B 251ive « | P|aStve Aeminsi R 1 =
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= M Log In - Contluence BP| 25Live Admin Util-PROD. 1| 25Live Admin Unl-TEST B, 25Live-UCR PROD B, 25Live-UCR TEST Q) Citrix Xenkipp - Logen 8] UC Riverside - Schedule o [ fspace 1) cnC Sman Classrooms

A Welcome, Stewart, Margaret = Pref * SignOut = Todayls Tue Jul,21,2015 @ Hel |
" 25LIVE o ' N

F" Home | & Event Wicard | | ] Events | W Locations | | & Resources | (5 Organications | | ) Tasks | | (7 Reports | [+ Publisher |

.Sf.ar.th Inr.l'vmllnl | .Pm I.k;.i:iul;l. Event Sﬁnrl:‘lu-.\ .l‘n‘lvunﬂsd |IIHI| .};ﬂ.l"th (ill':l nm ﬂ‘?! |

A| ©E0 008 022 [ oos o erate e
s i ~| | ety ' g . Ntions... ~ | (F) Refresh 0
counter link

wiew: QTS

Event Details | Tasks for "GEO 008 022"
Event Name: GEO 0DB 022

Event Type: Section Fram 05:10 AM to 10:00 AM. Starting an Fri Apr,01,2016. Repeat every week on Fri until Fri Jun, 03,2016,

Raetated | nis): PEYCH 2102
Reference: 2015-ARELXQ
Aen uros Tesaone0isoss e Reflects classroom
State: Tentati
:;::"muom I_:":T: & vCalendar counter has been generated for this Event. C H U N G 138 th at
Scheduler: £ Interface A vCalendsr courter hag nok besn genersted for this Event: SENSRATE & - .
Requestor  sewor, Morgoret 5 e spce stotos: Concetes ugpesr: was un-scheduled in
HE NI oo S ERn i rederes 7] Meeds space Status: Complete Flagged?: Ban ne I’
Creation Date: Mon Apr,27,2015

Reflects new classroom scheduled in 25Live
(PSYCH 2102)

f. Click: “GENERATE COUNTER?” link (in blue)

g. If the window indicated below appears, choose “stay on this page”

|® Are you sure you want to leave this page?

Message from webpage:

This page is asking you to confirm that you want to
leave - data you have entered may not be saved.

< Leave this page

$ Stay on this page Click the Stay option
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h. When the Generate Counter function is completed; screen should appear similar
to the following:

& il '] niips/ 251 e collegenet com/ert detaitel O+ B & . e B 25Live

3 cisl !
i X Log In - Conflvence B¥) 25Live Admin Util-PROD. ) 25Live Admin Util-TEST ¥7| 25Live-UCR PROD 3 25Live-UCR TEST @) Citrix XenApp - Logon &7 UC Riverside - Schedule 0. [l Rspace 1) ENC Sman Classrooms

i Welcome, Slewart, Margarel = Preferences = Sign Out = Today is Tue Jul, 21,2015 0 IIeIpI ~
" 25LIVE :

¥ Home | |[f Event Wizard | | k] Events | | @ Locations | | & Resources | | £ Organizations | ] Tasks | | [7] Reports | | (¢ Publisher

| Search For Events | Pre-Defined Event Searches || Advanced Event Search | | GEQ 008 022

A | GEO 008 022 o W cooi RIRSOTRE | [ |
view: [All Assigned Tasks |~ [5f Edit this Fvent  Event State: Tentative = (G More Actions...= () Refresh a

| Event Details | Tasksfor "GEQ 008 022"
Event Name: GEO 008 022 -
Event Tipe: Section From 09:10 AM to 10:00 AM, Starting on Fri Apr,01,2016. Repeat every week on Fri until Fri Jun,03,2016.

Related Location(s): PSYCH 2102

Reference: 2015-ARELXQ -
Alicn ULD: TCS20162015089 m m,-EJ
State: Tentative ST,
Oegantiation: oo yCalendar counter has been generated for this Event.

Scheduler: o mterface Status: Cancefled Flagged?:

Requestor: ) Stewart, Margaret ¥ Needs space Status: Complete Flagged?: [

Head Count: 37 expected; 0 registered - -

Creation Date: Maon Apr, 27,2015

i. Reminder: wait 4-6 minutes before checking the course section in Banner to
confirm the new room assignment appears in SSASECT on the Meeting Times
and Instructor tab, Building and Room fields
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