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EVENT WIZARD INTRODUCTION

The Event Wizard is the event and vehicle request form, housed within 25Live. All event and
vehicle requests must be made using this fokthsetup instructions, medraquests facility
needs, etc. should be made within the Event Wizard form.

Any requets not made through the Event Wizard wikt be honored.

The Catering Request form, Fundraising form, etc. should still be completed in tandem with the
Event Wizard event request form. Tleent Wizardorm doesnot replacethoseforms, nor any

other estblihed processes and requirements for special events.

Detailed instructions on how to utilize the Event Wizard are included in this document. Please
see the Table of Contents to skip to the portions relevant to your specific request.

Additional 25Livguides are available on tl&/ent Services Yammer page

Should you review the included instructions and have questions, please contBettite
Services Office


https://www.yammer.com/sagu.edu/#/groups/12745147/files
mailto:eventservices@sagu.edu
mailto:eventservices@sagu.edu

EVENT WIZARGSTANDARD REQUEST PROCESS

The Event Wizard is tiegent requestorm in 25LiveAll eventrequestanust bemadeusing this form.

IMPORTANT NOTE:

Abbreviatednstructions are included on the rightind side of each page within the Event Wiza

Please review those instructions when completing the form as well.

Stepl.

Step2:
Step3:

Step4:
Stepb:

Stepé6:

Step7:
Step8:

Stepo:

Clickthe Create an Eveigutton or
Slect theEvent Wizardab.

Enterthe Event Name

Enterthe Event Title This will appeasn
Published Calendars

Select arizvent TypeSee the Event Type list for
a fulllistand explanation dfypes

Select arDrganizationThis should be the
primary department hosting the event.
ClickNext.

NOTEIt isveryimportant to select the
correctEvent Typeas it prompts questions in
the form.

Student Groups should selé&fudent Activity

Enter the expected total number aftendees
Enter a brieEvent DescriptiaThis will appear
on Published Calendars

ClickNext.

Start by entering the basic event information.

Event Name

Event Title (for Published Calendars)

Event Type

Primary Organization for this Event
IS%:—':"’:'=':';,='::—':' 'I*
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Enter additional basic event information.

Expected Attendance

Event Description
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Stepl0: ClickNoif the event is a onéime occurrence.
ClickYedf the event igecurring

IMPORTANT NOHerRecurring=vents, jump
to the Recurring Eventgrocessnow (p.10).

Stepl1: ClickNext

Stepl2: Enter theEvent Starand EventEnddate and
time. This Bould be the time of the actual
event itself.

Stepl3: ClickYesif your event requireadditional time
and indicate PréPostEvent and
Setup/Teardown times.

NOTEPreEventand PostEventindicate time
before or after the event for mingling,
socializing, etc.

Setupand Teardownare separate fields
specifically for event preparation and cleant

Step 14ClickNext

< Back

1Is this a repeating event?

No
This event happens only once.

Any other related events are separate and distinct

Yes
This event occurs multiple times.

It repeats daily, weekly, menthly, or irregularly (ad hoc).

~

Tell us WHEN this event takes place.

Select the dates and times of the actual event.

Event Start:| Mon Sep/04/2017 [77]  9:00 am

Event End:| Mon sep/04/2017 [T 10:00 am

#| The event begins and ends on the same day.

Additional Time

Does this event require

additional time before the event? ® Yes No
Setup: 0 s Days 0 & Hours 15 2 Minutes
Pre-Event: 0 s Days 0 & Hours 30 5 Minutes

Reservation Start: 8:15am

Does this event require

additional time after the event? ® Yes No
Post-Event: 0 2 Days 0 % Hours 30 2 Minutes
Takedown: 0 - Days 0 - Hours 15 - Minutes

Reservation End: 10:45am

~[=]




Stepl5: Search for &ocationusing the available

1

= =

Stepl6: Select thedesiredLocation. Multipldocations

selection optionsand clickkefrestfor results.
Your Starred Locatior[s:2 O G A2y a @& 3
and saved as favorites

Search by Location Nantenter a room or
building (ex. HCC1050, SC, Sheaffer)

Saved SearcheSearches you previously saved
Advanced SearcBearch by features, layouts,
capacity, or category

TIP:If you cannot find the location you are
looking for, theShow only my authorized
locationsand Enforce headcountsheckboxes
may be limiting your search results.

¥ Your Starred Locations...

# Search by Location Name...
|

W Search

No Matching Results

Find and select LOCATIONS.

e

Show only my authorized locations that have
no time conflicts

Enforce head count

Saved Searches...

Advanced Search...

If your headcount or location is flexible, try

@) refresh

unchecking one or both boxes for more
results.

can be selected for the evehere, as longas
the reservation time is the same.

Selectionsvill appearat the bottom rightside
of the screen.

TIP Parking Lots are listed becations If
reserving a parking lot, please select a Lot
here. Any comments for Securnihustbe
added in theSetup Instructionbox located on
the bottom right.

NOTELocations with a Hazard sym[[ 4 |
indicate they are not availabler one or
more of the requested dates.

Find and select LOCATIONS.

¥ Your Starred Locations...

# Search by Location Name...

ADM1102 v
Farmer Administration Building Classroom ADM1102

Miax: Capacity: 32

ADM1103 W
Farmer Administration Building ADM1103

ADM1104
Farmer Administration Building Criminal
Max Capacity

Justice Lab ADM1104

iministration Building Classroom ADM1107

Show only my authorized locations that have
no time conflists

Enforce head count

Saved Searches...

Advanced Search...

< Back

Stepl7: ClickNext

~=18agu

@ ® H B @ @
9

Select the Location(s) for the
event. Search from the list of
favorited locations, or by location
name. Multiple locations can be
requested.

Note: If the search does not return the
expected result, try limiting to a key
word in the location name, such as the
building name

If you have setup instructions for
Facilities, you must include
them. Setup requests will not be
honored if not included.

HIDE &

Selected Locations

wADM1104 v i@

Farmer Administration Building Criminat
Justice Lab ADM1104

Max Capacity: 30
Features: None
Conflicts: None

Setup Instructions:

P

Attendance: -

———




Stepl8: Search for Resourcesing the available
selection options, and cliékefresifor results.

TIR If you are unsure what Resources you
need, use the Advanced Sear8Sbklect a
category to view what resources are availak

Advanced Search...

Categories

\

Ds - Aram

Calendars
Dining Services (Ds)
Information Technelagy {It)
Media Services (Ms)
i
Security & Parking (Sp)
Fs - 5ft Rofjn
Setup Services (Fs)
Fs - 67t Refltbrgrecray oo

F:

- &ft Round Gray Plastic Table

Fs - 8ft Gray Plastic Seminar Table 15/15
Fs - 8ft Rectangle Black Plastic Table a4
Fs - Bistro High Top Table o
Fs - Chairs: o 7

Stepl9: Select the desired Resource{dhltiple
resources can be selected here.

Selectionsvill appear at the bottom rigkgide
of the screen.

IMPORTANT NQT¥edia Services and Setug
needsmustbe selected as Resources.

Service providers aret notified unless
Resouresare selected.

Step20: Includeall Instructions for service provideirs
the Setup Instructionbox located on the
bottom right Thisis required.

IncludeQuantity; if requesting specific items.

Step21: ClickNext

H

V¥ Your Starred Resources...

# Search by Resource Name...

& Search

No Matching Results

Saved Searches...

Advanced Search...

Find and select RESOURCES.

/

© Refresh

7

V¢ Your Starred Resources...

# Search by Resource Name...
media

Find and select RESOURCES.

Ms - Media Services, General

Selected Resources

4 Fs - Chairs v v B3

Conflicts: None

Setup Instructions:

Avail/Total: o0

4 Ms - Media Services, V' v [

General /

Conflicts: None
—

Setup Instructions:
Please list all audio/visual/lighting needs below.

Avail /Total: oo

Quantity: 1




Sep 22:Attach any applicable filégr the event. This
can include:

1 Room Layout

i Event Schedule

i Etc.
Step 3: ClickiNext

Step24: Fill out allevent questionsThesedo not notify

service providers. Requests for resouraed
instructionsmust be selected on th@esource

page.

Step25: ClickNext

IMPORTANT NQPECatering Request Form
mustbe submitted if Food/Beverage is
needed. Catering isot notified unlesshe
form is submitted.

The form link and Catering Director contact
information are on the ght-side of the page.

Step26: Fill out all Contacts.

T

T

1

SchedulerThe person entering the event
information into 25Live (i.e. yourself)
RequestarThe organizer of the event, or
representative

StaffSponsorlif a Student Activity, yamust
provide theStaff Sponsor name

Step27: ClickNext

~=18agu

Add or remove ATTACHED FILES (IF
APPLICABLE).

Attached Files (if applicable)

You can attach up to 5 files to this event. The maximum size for a file is
25MB. File types accepted

= PDF, TXT, RTF

« PG, JPEG, PNG, GIF
+ DOC, DOCX, CSV

+ XSL, XSLX

Attached Files

Select File

N

< Back Next »

Select CUSTOM ATTRIBUTES for this event.

% Are All Needed Resources Requested?
Yes No

% Was A Catering Services Form Submitted?
Yes No

% Will Food Or Beverages Be Served?
Yes No

< Back

i

Select CONTACTS for this event.

Scheduler

Requestor

@ -]

Staff Sponsor

l.f) Search for a Contact “
| Q

Mo matches found

<4 Back



http://sagu.campusdish.com/Catering/OrderNow.aspx

Step28: Provide any additimal information about the
event These are internal comments awdl
not be published to the website.

Step29: ClickNext

Add additional COMMENTS and NOTES for this
event.

Comments

<4 Back

Next »

Step 30Review youselections on the lefside of the
screen \

Edits can be madarior to submittingby
clicking on any of the specific event details yol
would like to edit.

Department Meeting
Education Department Meeting

Meeting

Education Department

12 Attendees Expected

Event Description Here

Thu Sep/07/2017

10:00am - 11:00am

Setup: 15 minutes

Post-Event: 15 minutes

Repeats on 9/21, 10/5, 10/19, 11/2, 11/16

¥ SCMUNDT

9/7, 9/21, 10/5, 10119, 11/16

W DAV204
s/21

4 Fs - Chairs
All Occurrences

4 Ms - Media Services, General
All Qczurrances

Will Food Or Beverages Be Served?; Does Event
Require Audio/Video/Media?; Is Setup Required
(LE. Tables, Chairs)?; Does Event Require
Parking Services?; Is Aramark Catering Services
Required?
D User2, Test

Schaduler

D User2, Test
Requestor

Internal Event Comments Here

Step31: Read theAffirmation and dtkl Agree
Step32 ClickSave

Affirmation

By checking this box
understand, and agree

I, and the affiliated organization, agree to comply with all
University policies and procadures at all times for all

events.

Inappropriate conduct or any misuse of a facility may
result in the suspension and/or termination of the right to
request or reserve space for the requestor an

affiliated organization.

Cancellation/Change of any event must be received by the
Event Services Department via a 25live email no later
than seventy-two (72) hours prior to the event.

I
'to abi

agree I have read,
e by the following:

the

[)1agree ¥

/

< Back

E3 Cancel

/

IH Save




Step 33 Youwill seethe Event Request Confirmation
screenjndicating your request was
successfully submitted. If you do not see this
screen, it has not been submitted.

Fordetails on howo knowif/whenyourrequestis
approved, sedvent Confirm&in and Approvdp.25.

IMPORTANT NQTE

TEST EVENT | | New Event..
@ TEST EVENT
e

10 Attendees Expectes

FRI SEP/08/2017
3:00pm - 4:00pm
# DAVIS CONFERENCE ROOM

4 Laptop

] Tentative 1D: 2017-AACCVQ

What's Next?

This event has been successfully saved.

More Event Options.

&

Close (3

This screen does NOT indicate the request is approved.
The request is not approved until you receive an email confirmation from Event Services.




EVENT WIZARIRECURRING EVERDCESS

These instructions are applicable for recurring events, anddretie Repeating Event page of the Event Wizard.

Stepl: ClickYego indicatethe event is recurring.
Step2: ClickNext

Step3: Enter theEvent Starand EventEnddate and
time. This should be the time of the actual
event itself.

Step4: ClickYesf your event requires additional time,
and indicate PréPostEvent and
Setup/Teardown times.

NOTEPreEventandPostEventindicate time
before or after the eent for mingling,
socializing, etc.

Setupand Teardowrare separate fields
specifically for event preparation and cleant

Step 5: ClickNext

[
Is this a repeating event?

No

This event happens only once

Any other related events are separate and distinet,

Yes
This event occurs multiple times.

1t repeats daily, weekly, menthly, or irreq.

ularly (ad hoc).

< Back

\I

(L]
Tell us WHEN this event takes place.

Select the dates and times of the actual event.

Event Start:| Mon Sep/04/2017 D 9

:00 am

Event End:| Mon Sep/04/2017 D 10:00 am

#| The event begins and ends on the same day.

Additional Time

Does this event require
additional time before the event?

Setup: 0 Days 0

Pre-Event: o0 5 Days o5

Does this event require
additional time after the event?

Post-Event: ] Days ]

Takedown: I} Days I}

-
=
-
=

~[=]

* Yes

Hours 15 2

Hours 30 5

No

Minutes

Minutes

Reservation Start: 8:15am

* Yes
Hours 30 5
Hours i5 %

Reservation End

No

Minutes

Minutes

: 10:45am

11



Step 6 Select how the event repeats and the desired
dates.

1 Ad HocSelect any dates from the calendar;
they do notneed tofollow a typical pattern

1 Daily RepeatsSelecif the event repeatgvery,
every other, every'3 etc.day from the
dropdown menu.

1 Weekly RepeatSielect if the event repeats
every, every other, every®3etc.weekfrom
the dropdown menu.

1 Monthly RepeatsSelect if the event repeats
every, every other, every?3etc. night from
the drop down menu.

Sep 7. Regardless of how ¢hevent repeatsprovide
the datethe eventRepeats Througlor
indicate how manjterationswill occur

Selectiongppear in theDccurence Lisat the
bottom of the page.

TIP Pay close attention tdates.Deselect
dates the event wilhot occur due to
holidayspreaks etc

Step 8 ClickiNext

Ad Hoc Repeats

Individually select dates to add to the event.

Daily Repeats

Examples: Repeats every day for 5 occurrences; Repeats svery
3rd dsy through s specific dste.

Weekly Repeats

Examples: Repeats every week an Manday and Thursday for 12
occurrences; Repeats every other week through a specific date.

Monthly Repeats

Examples: Repeats every month on the 1st and 15th through a
specific date; Repests every 3rd Monday of the month for &
occurrences.

Does Not Repeat

This event has only one occurrence.

‘ Daily Repeats v

Repeats every | day v

Repeats through | Sat 5ep/08/2018 | [, |

* Ends after 1 : iterations

Occurrence List

Dat= Comments Status
MOMN SEP/04/2017 i Active
WED i Active
0CT/18/2017
THU DEC/21/2017 2 Active
TUE JAN/16/2018 2 Achive
FRI MAR/23/2018 ) Active
SUN P Active
MAR/25/2018

« Back \A Next »




Step9: Search for a Location using the available

1

= =

Stepl0: Select the desired Location. Multiple locations

selection options, and cli¢kefrestfor results.
Your Starred Locatior[s:2 O G A2y a @& 3
and saved as favorites

Search by Location Nantenter a room or
building (ex. HCC1050, SC, Sheaffer)

Saved SearcheSearches you previously saved
Advanced SearcBearch by features, layouts,
capacity, or category

TIP:If you cannot find the location you are
looking for, theShow only my authared
locationsand Enforce headcountsheckboxes
may be limiting your search results.

¥ Your Starred Locations...

Find and select LOCATIONS.

# Search by Location Name...

W Search

No Matching Results

e

no time conflicts

Enforce head count

Show only my authorized locations that have

@ refresh

Saved Searches...

Advanced Search...

If your headcount or location is flexible, try
unchecking one or both boxes for more
results.

can be selected for the event here, as long as
the reservation time is the same.

Selectionsvill appear at the bottom rigkgide
of the screen.

TIP Parking Lots are listed becations If
reservinga parking lot, please select it here.
Any comments for Securitgustbe added in
the Setup Instructionsox located on the
bottom right, accessible through tivéew and
Modify Occurrenceknk.

W Your Starred Locations...

# Search by Location Name...

Find and select LOCATIONS.

hcc

Max Capacity: 89 =
HCC1107 v
Hages Communication Cantar Piano Practica Room HCC1107

HCC2011 W
Hagee Coms

munication Center Conference Room HCC2011
5

Enforce head count

Saved Searches...

Advanced Search...

< Back

Next »

@ ® @ b @ @

Select the Location(s) for the
event. Search from the list of
favorited locations, or by location
name. Multiple locations can be
requested

Note: If the search does not return the
expected result, try limiting to a key word in
the location name, such as the building
name

If you have setup instructions for
Facilities, you must include them
Setup requests will not be honored
if not included

HIDE &

Selected Locations

v v @

Hagee Communication Center Conference Room
HCEC2011

wHCC2011

Max Capacity: 15
Features: Windows; Furniture - Conference
Table; Floor - Carpet; Av - Digital Flat Screen Tv;
Board - Marker
Selected Occurrences: All Occurrences
Conflicts: None

View and Modify Occurrences

13



Step 11Locations with a Hazard symindicate
they arenot available for one or momef the
requested dateskither:

a) Clickcand select another, available

location.

b) Clickview and Modify Occurrences
Deselect the conflicting date. Thigjuests
the room for all dates, except for the

conflict.

Clicksave Changes

x

5C2012: Modify Selected Occurrences
v Date  Conflicts?  Layout  Setup Instructions Attendance
Assign?
@ MON SEP/04/2017  (none) none, (nane) # ¥
v WED OCT/18/2017 = (none) 4
@ Tg#becraizoir 4
Ll A G200 none _— s
I FRI MAR/23/2018 ] 4 I
@ SUN MAR/25/2018  (none) 4
o

Selected Locations

¥ SC2012 IE:{ (%
Sheaffer Center Psychology Departm

Conference Rosm
Max Capacity: 15

Features: None
Selected Occurrences: All Cccurrences

e
B JBEQ
FRI MAR/23/2018, 8:00am - 10:00pm

View and Modify Occurrences

Selected Locations

~

wSC2012 A B

Sheaffer Center Psychology Department

Selected Locations

Avw @

Sheaffer Center Psychology Department
Conference Rosm

wSC2012

Max Capacity: 15
Features: None
Selected Occurrences: All Cccurrences
Conflicts:
El JBQ
FRI M&R/23/2018, 8:00am - 10:00pm

View and Modify Occurrences

IMPORTANT NQTumustselect a location for the conflicting date.

This can be done in the same request. Repeat the steps of selecting a location. Once the alli
location is selected, it should appear on the bottom right of the screen along with the origina
location. Clickiew and Modify Occurrencés the alternag location.

Deselect thalternatelocation for all dateexceptthe one utilizing that location.

Stepl2 Once all needed locations are selected

ClickNext

~=18agu
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Stepl3: Search for Resources using the available

selection options, and cliékefresifor results.

TIR If you are unsure what Resources you
need, use the Advanced Search. Select a
category to view what resources are availak

Advanced Search...

Categories

Calendars
Dining Services (Ds)
Information Technology (It}

Media Services (Ms)
Ds - Aram{ri

Security & Parking (Sp)
i

Fs - 5ft R -

Fo - st oo Services (791

Fs - &ft Round Gray Plastic Table 10/10

Fs - 8ft Gray Plastic Seminar Table 15/15

Fs - 8ft Rectangle Black Plastic Table 44
Fs - Bistro High Top Table )

Es - Chairs o T

Stepl4: Select the desired Resource(s). Multiple
resources can be selected here.

Selectionsvill appear at the bottom rigkgide
of the screen.

IMPORTANT NQT¥edia Services and Setug
needsmustbe selected as Resources.

Service providers aret notified unless
Resouresare selected.

o

¥ Your Starred Resources...

# Search by Resource Name...

b Search

No Matching Results

Saved Searches...

Advanced Search...

Find and select RESOURCES.

v

@ Refresh

‘L Find and select RESOURCES.

V¥ Your Starred Resources...

# Search by Resource Name...
media

Ms - Media Services, General

15



Stepl5: Includeall Setup Instructions for service
providers, by clicking oriew and Modify
Occurrencesrhis is required.

Step 16 Click on the pencil icon todludeSetup
Instructions IncludeQuantity, if requesting
specific itemgi.e. Tables, Chairs)

TIP If a resource is not needed on one of
the requested dates, deselect the item(s

TIR If it is the same quantity/instructions
for each occurrence, select thiue
down-arrow. This copy/pastes your notes
for each occurrence.

Stepl7: ClickSave Changes
Step 18Repeat for all selectedesources
Stepl9: ClickiNext

Step B: Attach any applicable files for the event. This
can include:
T Room Layout
1 EventSchedule
1 Etc.
Step A: ClickNext

Selected Resources

4 Fs - Chairs v i B3
Selected Occurrences: All Occurrences
Conflicts: None

view and Modify Occurrences

4 Ms - Media Services, v 4
General
Selected Occurrences: All Occurrences

Conflicts: None

View and Modify Occurrences

Fs - Chairs: Modify Selected Occurrences

| | Assign?

Date Quantity Avail /Tota Setup Instructions
MON SEP/04/2017 1L (none) # ¥
WED OCT/18/2017 103 (none) #
THU DEC/21/2017 102 (none) &
TUE JAN/16/2018 102 (none) &
FRI MAR/23/2018 103 (none) &
SUN MAR/25/2018 1|2 (none) &

\ Save Changes || Cancel

H

Attached Files (if applicable)

You can attach up to 5 files to this event. The maximum size for a file is
25MB. File types accepted

« PDF, TXT, RTF
« IPG, JPEG, PNG, GIF
« DOC, DOCX, CSV

« XSL, XSLX

Attached Files

Select File

< Back

Add or remove ATTACHED FILES (IF
APPLICABLE).

\ Next »

16




Step22: Fill out all event questions. Theseru notify
service providers. Requests for resources mus
be selected on th®esourcegpage.

Step23: ClickiNext

IMPORTANT NQPECatering Request Form
mustbe submitted if Food/Beverage is
needed. Catering st notified unlesghe
form is submitted.

The form link and Catering Director contact
information are locatedmthe rightside of

Select CUSTOM ATTRIBUTES for this event.

% Are All Needed R ces R d?

Yes No

% Was A Catering Services Form Submitted?

% Will Food Or Beverages Be Served?

< Back \E

the page.

Step24: Fill out all Contacts.
1 SchedulerThe person entering the event
information into 25Live (i.e. yourself)
1 RequestorThe organizer of the event, or
representative
1 StaffSponsorif a Student Activity, yamust
provide the Staff Sponsor name.
Step25: ClickNext.

Select CONTACTS for this event.

Scheduler

& e % v

Requestor

@ -]

Staff Sponsor

@] search for a Contact ‘
I Q

No matches found

< Back \I Next »

Step26: Provide any additional information about the
event. These are internal comments and will
not be published to the website.

Step27: ClickNext.

Add additional COMMENTS and NOTES for this
event.

Comments

4 Back | Next »

17
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Step28: Review your selections on the leftle of the
screen.

Edits can be madarior to approving by

clicking on any of the specific event details yoy :e:00em- 11:00am

would like to edit.

Step29: Read the Affirmation and cliclkgree
Step30: ClickSave.

Step &: You should see the Event Request

Confirmation screen, indicating your request
was successfully submitted. If you do not see |-

this screen, it has not been submitted.

For cetails on howo know if/iwhenyourrequestis
approved, se&vent Confirmation and Approypl2).

IMPORTANT NQTE

Department Meeting
Education Department Meeting

Meeting

Education Department
12 Attendees Expected
Event Description Here

Thu Sep/07/2017

Setup: 15 minutes
Post-Event: 15 minutes
Repeats on 9/21, 10/5, 10/19, 11/2, 11/16

¥ SCMUNDT
8/7. 5/21, 10/5, 10/19, 11/16

W DAV204
s/21

4 Fs - Chairs

All Occurrences

Services, General

Will Foad Or Beverages Be Served?; Does Event
Require Audio/Video/Media?; Is Setup Required
(L.E. Tables, Chairs)?; Does Event Require
Parking Services?; Is Aramark Catenng Services
Required?
D User2, Test

Scheduler

D User2, Test
Requestor

Internal Event Comments Here

Affirmation

By checking this box, 1 agree I have read,
understand, and agree to abide by the following’

I, and the affiliated organization, agree to comply with all
University policies and procedures at all times for all
events.

Inappropriate conduct or any misuse of a facility may
result in the suspension and/or termination of the right to
request or reserve space for the requestor and the
affiliated organization.

Cancellation/Change of any event must be received by the

Event Services Department via a 25live email no later
than seventy-two (72) hours prior to the event.

/

[ 1agree %

<« Back

& Cancel

/

= Save

TEST EVENT || New Event...

@ TEST EVENT This event has been su
5

ccessfully saved.

3:00pm - 4:00pm
 DAVIS CONFERENCE ROOM

4 Laptop

nnnnn

Close (3

This screen does NOT indicate the request is approved.

The request is not approved until you receive an email confirmation from Event Services.

sagu
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EVENT WIZARIVEHICLREQUEST PROCESS

These instructions are applicable for Vehicle requests. It is important to follow these instructions, to ensure all required

information is provided within the form.

Stepl.

Step2:
Step3:
Step4:

Step5:

Step6:

Step7:

Clickthe Create an Evertdutton or
Slect theEvent Wizardab.

Enter theEvent Name
SelecfTransportatioras theEvent Type
Select arDrganizationThis should be the
primary department hosting the event.
ClickNext.

NOTEIt isveryimportant to select the
correctEvent Typeas it prompts questions in
the form.

Enter the expected total passengers for the
vehicle.
ClickNext.

Dashboard

G customize Dashbaara

B Recently Viewed

Calendar | Roailsbilty

Help

Start by entering the basic event information.

Event Name

Event Title (for Published Calendars)

Event Type
I Search for an Event Type - I*

Primary Organization for this Event

~

Enter additional basic event information.

Expected Attendance

Event Description

Font Family ~ Font Sizes
F 2 i Bl ©
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Step8: ClickNoto indicate the event is not recurring.
Step9: ClickiNext

< Back

1Is this a repeating event?

No
This event happens only once.

Any other related events are separate and distinct

Yes
This event occurs multiple times.

It repeats daily, weekly, menthly, or irregularly (ad hoc).

~

Stepl0: Enter theEvent Starand EventEnddate and
time. This should be the Departure and Returm
date/time.

\ Select the dates and times of the actual event.

Event Start: Mon Sep/04/2017 D

Event End: Mon Sep/04,/2017 D

9:00 am

4:00 pm

# The event begins and ends on the same day.

Stepll: If this is an overnight reservation, deselect the
The event begins and ends on the same day
checkbox

Sep 12 Click the=vent En@alendar icon to select the
date the vehicle will be returned.

Step B: Enter the time the vehicle will be returned.

Select the dates and times of the actual event.

Event Start: Mon Sep/04/2017 [ |

9:00 am

Went End:| Tue Sep/12/2017 D 4:00 pm

The event begins and ends on the same day.

Step 14 ClickNofor Additional Time
It should not be needed for this type of
request.

Step b: ClickNext

Additional Time

Does this event require

additional time before the event? Yes * No

Does this event require

additional time after the event? Yes * No
« Back \A Next »




Stepl6: Vehicles/Trailers are listed lascations
Search by using the available selection
options, and clickefreskHor results.

Your Starred Locatioris:2 O G A2y a &2dz aadl

= =

and saved as favorites
Search by Location Nanténter a room or
building (ex. HCC1050, SC, Sheaffer)

Saved SearcheSearches you previously saved

Advanced SearcBearch by features, layouts,
capacity, or category.

TIR If unsure what you need, use the
Advanced Searcl$elect th&/ehiclecategory
to view what is availabl&et capacity té&ny
to view all.

Advanced Search...
Features:
al | [l any
—
Categories|
Loungs "
Layouts Meeting Room
Music Practice Room
Capacityl| Outdoor
Parking Lot
Study Room
Vehicles
Weight Room
" —
acity: 32
ADMI103 [V

TIP:If you cannot find the vehicle you are
looking for, theShow only my authorized
locationsand Enforce headcountsheckboxes
may be limiting your search results.

If your headcount or vehicle is flexible, try
unchecking one or both boxes for more
results.

Find and select LOCATIONS.

¥ Your Starred Locations...

# Search by Location Name...

W Search

No Matching Results

Show only my authorized locations that have
no time conflicts

Enforce head count

Saved Searches...

Advanced Search...

/

@ refresh

Find and select LOCATIONS.

¥ Your Starred Locations...

# Search by Location Name...

W Search

No Matching Results

/

Show only my autherized locations that have
no time conflicts

Enforce head count

@ Refresh
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Stepl7: Select the desired Vehicle/Bus/Trailer. Multipl
can be selected, as long as the reatdon
time is the same.

Selections will appear at the bottom riggitle
of the screen, with any restrictions listed.

TIP Multiple Bus/Van/Trailer(s) can be
selected here, if needed. This will reserve tf
requested vehicles for the same period of
time.

NOTEHazard symbols indicate the
vehicle is not available for one or more of th
requested dates.

Stepl8: ClickNext.

Stepl9: Leavehe Resourcesection blank, and Click

Next
No resources should be requested Yehicle
Requisitions.

Step20: Leave the Attached Files section blank, and

ClickNext
No attached files are needed for Vehicle
Requisitions.

~=18agu

¥ Your Starred Locations...

# Search by Location Name...

bus

BUS 104
Bus 104

Find and select LOCATIONS.

BUS 105
Bus 105

Max Capacity: 25

Show only my authorized locations that have
no time conflicts

Enforce head count

Saved Searches...

Advanced Search...

< Back

@« » d b @ @

Select the Location(s) for the
event. Search from the list of
favorited locations, or by location
name. Multiple locations can be
requested

Note: If the search does not return the
expected result, try limiting to a key word in
the location name, such as the building
name.

If you have setup instructions for
Facilities, you must include them
Setup requests will not be honored
if not included.

HIDE &

Selected Locations

wBUS 105 v iy @
Bus 105

Max Capacity: 25

Features: Vehicle - No Trailer Hitch

Conflicts: Hone

The driver is required to have a Commercial
Drivers License. Individuals are required to
have a CDL if they operate a motor vehicle ™
designed to transport 16 or more passengers

Attendance: =

———

o

b Search

No Matching Results

Saved Searches...

Advanced Search...

Find and select RESOURCES.

¥ Your Starred Resources...

# Search by Resource Name...

@ Refresh

25MB. File types accepted
« PDF, TXT, RTF
« JPG, JPEG, PNG, GIF
+ DOC, DOCX, CSV
+ XSL, XSLX

Attached Files

Select File

< Back

Attached Files (if applicable)

Add or remove ATTACHED FILES (IF
APPLICABLE).

You can attach up to 5 files to this event. The maximum size for a file is

N

Next »
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Step21: Fill out all event questions.
1 Is the Driver SAGU Insured & Approved?
1 TripPurpose & Destinatiomclude the trip
purpose, place, city and state
Step22: ClickNext.

Step23: Fill out all Contacts.
1 SchedulerThe person entering the event
information into 25Live (i.e. yourself)
1 RequestorThe organizer of the event, or
representative
1 Approved Drivery oumustprovide a SAGU
insured and approved driver name.
1 Staff Sponsoif a Student Group, yaaust
provide the Staff Sponsor name.
Step24: ClickNext.

IMPORTANT NQTEyou have questions
about who is considered #&pproved Driver
please reach out to thBusiness Services
department(businesservices@sagqu.gdu

Step25: Provide any additional information about the
event. These are internal comments and will
not be published to the website.

Step26: ClickNext.

Select ADDITIONAL EVENT INFORMATION for this

event.

% Is The Driver Sagu Insured & Approved?

Yes Mo

3 Trip Purpose & Destination

< Back

N

Lo ]

Select CONTACTS for this event.

Scheduler

&

Requestor

e+

Approved Driver

& | search for a Contact

Staff Sponsor

& | search for a Contact

4 Back

~

Next »

Add additional COMMENTS and NOTES for this

event.

Comments

<4 Back

Next »-
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Step Z: Review your selections on the leftle of the
screen.

Edits can be madarior to approving by
clicking on any of the specific event details you
would like to edit.

Step28: Read the Affirmation and cliclkgree
Step29: ClickSave.

TEST EVENT || New Event...

Step30: You should see the Event Request
Confirmation screen, indicating your request |4 ™™™
was successfully submitted. If you do not see | s

10 Attendees Expected

this screen, it has not been submitted. Ex e o/ 0t

 DAVIS CONFERENCE ROOM

4 Laptop

For cetails on howo know if/iwhenyourrequestis
approved, se&vent Confirmation anipprovalp.2).

Internal Event Comments Here

1 Tentative ID: 2017-AACCVQ

=

View Details

H
5 o
H H % I n

Event Tasks

2 Active Notifcation Tas

&

cessfully saved.

More Event Options.

Close (3

IMPORTANT NQTE
This screen does NOT indicate the request is approved.

The request is not approved until you receive an email confirmation from Event Services.













