How to Submit an Event Request on 25Live Pro

To begin, click on “Sign In”

Please sign in using your Campus Connect credentials.

Click on “Create an Event”
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Read the listed guidelines and instructions. Provide an “Event Name”. Choose the Event Type from the
Drop down menu. Use “Lincoln Park Event” to request a classroom in Lincoln Park. Use “PC Classroom
Event” to request a computer lab classroom in Lincoln Park or Loop.

Provide your department or organization from the drop down menu. You can start typing the name and
it will populate.
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Provide an estimate of your attendance and an Event Description.
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Event Name - Required (0)

Test DePaul

Event Type - Required

Lincoln Park Event v

Department or Organization - Required (i)

Academic Space and Scheduling v R

Estimated Attendance - Reguired

45

Event Description - Required
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This is a test event for Lincoln Park

Date and Time - Required
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Date and Time - Required
Start Date and Time:

SAT 8/24/2019

10:00 am
To
11:00 am

¥ This event begins and ends on the same day

Additional time v

Click on the calendar below to add dates to your event or click the button below to select a date
pattern for your event.

How does this event repeat?

Daily % « < August2019 > »
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If your event requires additional time for setup or takedown, click on the arrow next to Additional Time
and enter the additional time needed.

B 250ive P x 4 — a X I
« C @ CollegeNET, Inc. [US] | 2Slive.collegenet.com/pro/depa efevent, o & @
To
11:00 am

# This event begins and ends on the same day

Additional time ~
Setup Time

0 0 30
Days Hours Minutes

Pre-Event Time
0 0 0
Days Hours Minutes

Post-Event Time
0 0 0
Days Hours Minutes

Takedown Time
0 0 0
Days Hours Minutes

Click on the calendar below to add dates to your event or click the button below to select a date
pattern for your event.

How does this event repeat? -

If your event repeats, choose from the following options: Ad Hoc, Daily, Weekly, or Monthly.

Ad Hoc Repeats refers to multiple dates with no pattern. If this applies to your event, choose all
additional dates in the calendar. If you click the date twice, it will remove it.
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Additional time v

Click on the calendar below to add dates to your event or click the button below to select a date
pattern for your event.

How does this event repeat?

Daily s « < August2019 > »
Repeats every M T w T F s s
day s 29 30 31 01 02 03 04
05 06 07 08 09 10 N
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Ends after 1 iterations

Additional Information ()

You can click View All Occurences to double check your dates or make changes.
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Additional time

All Date Occurrences

24

August 2019

Comment

@

State Active

25 e - (e

August 2019
Comment

State Active -

No @ D VYes

Setup Time - Aug 24. 9:30 AM

Setup Time - Aug 25, 9:30 AM

Cancel Preview Save

Daily Repeats: Patterns are listed below. Choose the one that matches your event. After you have
selected your repeat pattern and “Repeats through” date or iterations, click Select Pattern. The dates

will be highlighted on the calendar.
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Additional time

Click on the calendar below to add dates to your event or click the button below to select a date

pattern for your event.
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Weekly Repeats: Select the pattern listed below that corresponds to the pattern of your event. After
you have selected your repeat pattern and “Repeats through” date or iterations, click Select Pattern.
The dates will be highlighted on the calendar.
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Additional time v

Click on the calendar below to add dates to your event or click the button below to select a date
pattern for your event.
How does this event repeat?
Weekly %

Repeats ever
B Y « < August 2019 >

-

week -
M 3 £ w : § F s s
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Monthly Repeats: Select the pattern listed below that corresponds to the pattern of your event. After
you have selected your repeat pattern and “Repeats through” date or iterations, click Select Pattern.
The dates will be highlighted on the calendar.
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How does this event repeat?
Monthly ¥
Repeats every

month E

Repeat by Day
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® Repeat by Position L T w T F s s
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Repeat on the Third v
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=
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Please answer the additional information questions and prompts, as listed.

Click Yes/No if there will be external speaker(s) at this event. If you are a student organization, you must
submit the Speaker Request form through Student Affairs.

: i‘)’:ﬁ Additional Information - Required (D)
atment or Organization X Will thers be attendees who are not DePaul University students, faculy, or stalf?
- No @ I Yes
X Will there be remote participants? No @ B Yes
X Wil there be an external speaker(s) at event? No @ b Yes
X Speaker Request Form submitied? No Yes
nation X Spoaker Request Form approved? No @ b Yes

X Name(s) of Extamal Speaker(s) at event.

X What is the event type? Banquet, concert, conference, ceromony, meeting, movie,
performance, reception, or rehearsal?

©

X If movieflim was selected. please provide a general description of the movie plottheme
e

X Will you be inviting any attendees 17 years of age or under?
No @ B Yos

X Will an admission or registration fee be charged for this event?
No @ Yes

X Ao you collaborating o sponsoring an external company of organization?
No @ b Yes

X Who will provide catering for your event? Chartwells, Food Donation, Potiuck or there
will not be catering?

]
X Wikl aicoholic boverages be served? No @ B Yes
X Will media/ews outiets (print, television, racio, etc.) be at the event?
No @ I Yes
X Has a government or elected offcial been invited 10 attend the event?
No @ B Yes

X Please st the websae address for your organization of program:

X Did you host the same event (or similar) in this location’? Piease sharo th event date (or
best estimate).




Enter additional comments, if applicable.

Before we can process your event, please indicate that you have read and understand the University
policies and guidelines for reserving a classroom.

—

Comments

Yz

Affirmation - Required
« This confirms my event will be more than 50% internal DePaul attendees. If my event has
more than 50% external participants, | understand that my request will be redirected to
DePaul’s Student Center for further support of external participant requests,
StudentCenters@depaul.edu

This confirms my event will follow classroom guidelines, and we will throw out any
garbage/waste and will not move the furniture without restoring it to its original configuration
by the end of my event's reserved time.

| hereby certify that the information provided is true and accurate. | understand that any false
statement may result in loss of reservation privileges.

Reservations are not guaranteed until they are confirmed by Academic Space & Scheduling.

| agree

After Saving This Event... PN

© Go To Event Details
Create Another Related Event
Create A Related Copy of This Event
Continue Editing Event
Create Another Event

Click Preview to review a summary of your request before you save it, if you'd like.
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Event Name (Required): Test DePaul
Event Type (Required): Lincoln Park Event
* 6)Sp Department or Organization (Required): Academic Space and
Scheduling
quired): 45
Sel Event Description (Required):
I8¢ his is a test event for Lincoln Park
Date and Time (Required):
SAT 8/24/2019
Categ 10:00 am - 11:00 am
EDIT
WED 9/18/2019
10:00 am - 11:00 am
Comm \,cp 10/16/2019
10:00 am - 11:00 am
Additional Information:
4) External Speaker(s) at event?: No
5) Speaker Reque 'm submitted?: No
Affirm 6) Speaker Request Form approved?: No
Categories:
IMPOF Comeiits: than 50% of
its att . ~ before we
can s¢ depaul.edu)

to obtain proper documentation.

¥ | agree Cancel




Click Save to submit your request.

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 will receive an

email once it is processed.
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ik Test DePaul Tentative
Details Occurrences Calendar Audit Trail
General
Event Name: Test DePaul
Event Type: Lincoln Park Event

Organization: Academic Space and Scheduling

Scheduler: & Guest, DePaul
Head Count: 45 expected

0 registered

Description: This is a test event for Lincoln Park.

Thank you for submitting your request. You will
receive a confirmation emall prior to your event
with all applicable information. REMINDER
Requests will be confirmed as soon as

classrooms for the current academic quarter
have been finalized. If your event takes place
during the first two weeks of the academic
quarter, you will receive confirmation
approximately 24 hours in advance.

2019-AARIWF

[ Q otosearct Recently Viewed

SAT 8/24/2019 10:00 am - 11:00 am
Repeats every month on the 3rd through 10/31

-

[4, Edit Event Tentative & More Actions v

Event Categories

Custom Attributes
6) Speaker Request No
Form approved?

5) Speaker Request No
Form submitted?

4) External Speaker(s) No
at event?
Event Info

& Guest, DePaul
WED 8/14/2019

Event Owner:
Creation Date:

Reference: 2019-AARIWF
Cabinet: Events Cabinet
Folder: Other Events
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