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Series 25 - How to Look Up Events Scheduled in a Classroom

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

To find events scheduled in classrooms.

Related Policies and Regulations
1. See general policies: Registrar's Sharepoint

Impacted Departments
1. Registrar’s Office
2. Academic departments
3. HUB Event Scheduling


http://staff.registrar.ucr.edu/Academic%20Scheduling/Forms/AllItems.aspx
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Procedures
1. To search for classes or events in a specific room
a. From the Main Menu navigate to the Locations tab

N‘“ 2 SL IVE. Welcome, Edberg, Heather = Preterences = Sign Out = Today 1s Mon Mar 02 2015 & Help
=

J ¥ Home | ‘.@Event Wizard | ‘.B Events ‘ | W Locations | |‘ Resources | ‘.@Drganizations | | Tasks | | &1 Reports | | ((+- Publisher |

University of California, Riverside - Production
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# Quick Search [& Find Available Locations & customize Dashboard @ Help
1 know WHEN my event should take place -
help me find a location! 2 Recently Viewed |
Search Events ‘ Go
OR W HMNSS 1401
| kKnow WHERE my event should take place —
Search Locations Go help me choose a time! [ Your Starred Events (1] |
[i] Test HLE & v
1. Locations tab
Search Resources | Create an Event | W Your Starred Locations @ |
—
| ‘ You do not have any Starred Locations!
Throughout this site you can mark any Location as "Starred”
| 2 vour starred Fent Searches @ [ [ vour Events ® [~ by clicking its -7 icon.

b. Enter the room in the Search By Keyword field and conduct the search
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Search by Keyword: ‘

‘ GO | Fewer Search Options
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2. Search by Keyword field
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c. Click on the desired room from the populated list of results

Welcome, Edberg, Heather = Preferences = Sign Out = Today is Mon Mar 022015 (@ Help

S 25LIVE

[&’ Event Wizard | ‘ k] Events ‘ | W Locations ‘ |‘ Resources | |g_';0rganizations ‘ | Tasks | ‘ [& Reports ‘ |(l'|- Publisher

|¥“‘ Home |

J Search For Locations | | Pre-Defined Location Searches | ‘ Advanced Location Search ‘ ‘ HMNSS 1401 |

' Search For Locations

h by Keyword: |nmnss 1401 |(;o ‘ Fewer Search Options

3. List of populated results

Layouts =omr

Features eorr Capacity between and

GO | START OVER

e |

Choose Visible Columns ¥ | ((- Send to Publisher | [-] Save Search | (f) Refresh | (@

Categories Features Layouts Max Capacity

Name w | Formal Name
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‘ @ | W HMNSS 1401 Humanities and Social Sciences 1401 Classroom - General Assignment

1 Matching Locations




Series 25 - How to Look Up Events Scheduled in a Classroom
Page 4 of 8

d. Navigate to the desired date or date range

B hitps://25live collegenet.com/ucrt/#detai O + B &

o x o

11
r

Suggested Sites v UCR UC Riverside A-Z Listing a Web Slice Gallery »

\\\\\\\\N 2 SL IVE‘ Welcome, Edberg, Heather = Preferences = Sign Out = Today is Thu May 21 2015 @ Help | A

= B
¥ Home | |[Gf Event Wizard | | [\] Events | | u Locations | | & Resources | | £ Organizations Tasks | | 5] Reports | | (- Publisher
Search For Locations | | Pre-Defined Location Searches | | Advanced Location Search | | HMNSS 1401
' HMNSS 1401 (Humanities and Social Sciences 1401)
List
Dates: 4 FriJan 01 2016 — Thu Mar 31 2016 b ose Visible Columns ~ | % Actions... ~ | @) Refresh @ 3
Event Title Reference Head Count | Organizations | Start Date | Setup | Pre-Event | Event Times Post-Event | Takedown
& crwT INTRODUCTION TO POETRY | 2015-AAELCF | O CRWT Mar 28 2016 9:104M -
0578 002 10:004M
[£] MUS 112€ | HIST WEST MUS:20TH 2015-AAEMIE | O MUS Mar 28 2016 10:104M -
001 CENTURY 12:00
] pHILOOS | EVIL 2015 0 PHIL Mar 28 2016 12:100M -
036 AREOYU 1:00PM
] pNCE ADVANCED MODRN DNCE 2015-AAELGL | O DNCE Mar 28 2016 1:10P4 - 2:30P0
067C 001 | TECHNIQUE
[ DNCE 081 | DANCE CULTURES,CULTURE | 2015- o DNCE Mar 28 2016 2:408 - 4:308M
001 IN DNCE ABELGS
[] vNM 005 | INTERMEDIATE VIETNAMESE | 2015- o VNM Mar 28 2016 5:10PM - 6:00PH
001 ABEMZM
[l HIST 402 | PROF PRACTIC FOR PUBLC 2015- 0 HIST Mar 28 2016 6:10P4 - B:00PM
001 HISTORN AAEMBA
5] Mcs 001 INTRO MEDIA & CULTURAL | 2015- 0 MCS Mar 29 2016 8:104M - 9:002M
025 STUDIES AAEMGA
£l pnee INTER MODERN DANCE 2015- o DNCE Mar 28 2016 9:4040 - |
0678 001 | TECHNIQUE ABELGK 11:0044
[kl DNCE 132 | DANCE, CITIZENSHIP, 2015- 0 DNCE Mar 28 2016 A
001 LOCATION ABELGU 12:307
21 Matching Reservations Page1of 4
Next Last
#100% -

e. You are now viewing a list of everything scheduled in this particular room for the dates
indicated
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2. To search for a class or event that has been scheduled but the room is unknown:
a. From the main menu navigate to the Events tab

File Edit Wiew Favorites Tools Help

1;; b Suggested Sites = ICR UC Riverside A-Z Listing _é:j ‘Web Slice Gallery =

\\\\\\\\\\\\M 2 SL IVE. Welcome, Edberg, Heather = Preferences = Sign Out = Today is Wed Apr 22 2015 @ Help
=

JE‘“ Home |||rﬁ[ventWizard |||Q Events ||'Lucations H‘ a5 H&j‘.‘.ﬁr izations HTasks ||Repor|5 ||(ll‘ Publisher |

University of California, Riverside - P

| Dashboard | | Calendar |

@ | | | [ Find Available Locations \ i customize Dashboard | @mep |

& Quick Search

I know WHEN my event should take place —

help me find a location! (g
L Search Events Go pme r gecenthpviened ‘ 2
or W HMNSS 1400
Za. Events tab | know WHERE rmy event should take place — ;
Search Locatior| help me choose a time! i Your Starred Events © ‘ =
[x] Test HLE &

‘Search Resources ‘ Go @ Create an Event | ¥ Your Starred Locations © ‘ =|

You do not have any Starred Locations!

Throughout this site you can mark any Location as "Starred”

#' Your Starred Event Searches © | =] [v] Your Events © | = by clicking its -7 icon.
] 2016 Spring Events Ve [v] 3 Events in which you are the Scheduler
[v) 201620 course 4 units < [&] 3 Events in which you are the Requestar .
&, Your Starred Resources © ‘ =|
[ You do not have any Starred Resources!
# Your Starred Location Searches @ | = |
ﬁ Your Event Drafts @ = Throughout this site you can mark any Resource as

¥ 0-30 Locations GA 5 o <

No Event Drafts in which you are the Scheduler Starred” by dlicking its -7 icon.
W Foreign Language 4 Day/Week Rooms ﬁ No Event Drafts in which you are the Requestor
W Graduate Seminar Rooms ﬁ:?
W Whiteboards b ]

Tasks © | =|
4 Your Starred Resource Searches © | =] Yau have Na Tasks on Today's Agenda

D 0 Qutstanding Tasks

You do not have anv Starred Resnurce Searcheal
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b. Click More Search Options to expand the search criteria fields

B 351ive

‘- £\ https://25live.collegenet.com/ucrt/#event_search[1] v @ || Q Search ﬁ B + #H O =

B Most Visited || Getting Started ] Suggested Sites { ! UC Riverside A—Z Listing {1 Web Slice Gallery
—_— -
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J Search For Events | | Pre-Defined Event Searches | ‘ Advanced Event Search |
Search For Events @
Search by Keyword: |crieraSearch Term X ‘ eo| More Search Options
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Dates: Current and Future Dates
Load List
2b. More Search Options
¥ 1con Legend B4 Feedback  Help Tips: Enabled Text Size: (=No|
25Livev25.0  ©2008- 2015 CollegeNET, Inc.  Privacy Policy  Browser Recommendations  Mobile Version  Product Fesdback

A




Series 25 - How to Look Up Events Scheduled in a Classroom
Page 7 of 8

c. Enter the course number, or the course or event title in the keyword field. It is best to
also enter the year and quarter in the cabinet field in order to avoid unnecessary results.
Note that non-academic events are found by using the spot scheduling cabinets, courses

are found by using the quarter specific cabinet

&\\\\\\\m 2 SL IVE' Welcome, Edberg, Heather = Preferences = Sign Out = Today is Wed Apr 22 2015

_—
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B Search For Events

Search by Keyword: ‘ ‘ G0| Fewer Search Options
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Click Go
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e. The results will then be populated and you can navigate to the desired entry and
information associated with as detailed above.
File Edit View Favorites Tools Help

9% Bl Suggested Sites =

R UC Riverside A-Z Listing & Web Slice Gallery =

L

Search by Keyword:

Cabinet: 2016 Spring

~]

Types eorr

Organizations com

2d. Go button

|engIDO1| x ‘ GO ‘ Fewer Search Options A ||
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Your Role: vl
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GO | START OVER

Dates: Current and Future Dates

it |

Choose Visible Columns [7] | ([t Send to Publisher | [] Save Search | () Refresh | (&)
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