How to Submit a Zoom + Classroom Request on 25Live Pro

To begin, please go to Rooms.depaul.edu or https://25live.collegenet.com/pro/depaul
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Click on “Create an Event” or “Event Form”.
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Event Name Hello and welcome! To request a classroom for an event at the Lincoln Park campus, please complete

Event Type and submit the form below. This form must be completed 2 business days prior to the start of the event.

Department or Please read the Guidelines and Conditions which apply to all requests. Note that for some events fees

Organization may apply. If you have any questions, please send an email to academicspace@depaul.edu. Instructions
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I need a zoom + classroom for my ABC 123-101 class in Fall.




Choose the Event Type from the drop-down menu as “Zoom Plus Classroom”.

& 25live.collegenet.com

> (=]
Event Form | ﬁ
Event Name

Hello and welcome! To request a classroom for an event at the Lincoln Park campus, please complete
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I need a zoom + classroom for my ABC 123-101 class in Fall.

Provide your department from the drop-down menu. You can start typing the name and it will
automatically populate.
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Enter your attendance as one (1)
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I need a zoom + classroom for my ABC 123-101 class in Fall.

Date and Time - Required

Wed Sep 09 2020

5:45 pm
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Enter the date and time for your first class.
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If you need the zoom + room for multiple days, click on Repeating Pattern and choose from the
following options: Ad Hoc, Daily, Weekly, or Monthly. Weekly will be most frequently used for classes.
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Click on the calendar below to add dates or click the button below to select a date pattern.
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Weekly Repeats: Select the pattern listed below. 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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Click on “I Agree” to indicate that you have read and understand the University policies and guidelines
for reserving a classroom.
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IMPORTANT! As per university policy, if your event is open to the community with 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.
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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. If you want to make any edits click “Edit Event”. You may email or
print your event confirmation for your convenience.

You will receive an email from Academic Space with room details once it is confirmed within 3 business
days.

@ safari File Edit View History kmarks Window Help @ @ 2 100% @ Thu11:31AM Q Q=

e e < lin] & 25live.collegenet.com <& ul W=
f*25LivePro [ EventForm %] Tasks Alexandra Schneider

Recently Viewed v | @Hep
@ ABC 123-101 Tentative 2020-AAWCRN Wed Sep 09 2020 5:45 pm - 9:00 pm c B

Repeats every week on Wednesday through 11/25

Details Occurrences Calendar Schedule Task List Pricing Audit Trail &
[4 Edit Event Tentative $ More Actions v c ® L
M
General ~ Event Categories A
t
Event Name: ABC 123-101 g Add o
Event Title: @ Custom Attributes A ™
Event Type: Zoom Plus Classroom W v _~
Organization: Academic Space and Scheduling ¥ v
Scheduler: Schneider, Alexandra ¥y v
. Event Info ~
Requestor: Schneider, Alexandra v
ted 1 Event Owner: & Schneider, Alexandra
. expecte
Head Count: P Creation Date: Thu Aug 13 2020
0 @ Reference: 2020-AAWCRN
1 Notification
Cabinet: Events Cabinet
assroom for my ABC 123- [ Folder: Other Events

@ This event has been successfully
saved.

GEUd=



