Office of Academic Services

QUICK GUIDE FOR EDITING A RESERVATION IN 25LIVE PRO

Goto https://25live.collegenet.com/pro/lbcc#! (please use Google Chrome or Mozilla Firefox browsers).

Step 1 - Go to the 25Live Dashboard page. Locate the

Your Upcoming Events field. Click on one of the 2 top links shown here.

Step 2 — A list view showing All of Your Upcoming Events will display.

From the name column; click on the event name

you want to edit.

‘Your Upcoming Events
@ 33 Events in which you are the Requestor
@ 36 Events in which you are the Scheduler

@ 1 Event in which you have an additional role

After you click on the event name; a new window with your event will display to allow editing.

Calendar € Future Only => Future Only RAINBEIEE
36 Matching Events
Name ~ Title ~ Reference ~ | Organizations Type ~  Start Date ¥ | Start Time State ~ Locations
i,:?test 2022-AATZBW Academic Event (General) Mon Aug 29 2022 5:00 am Cancelled
Calendar
I, {:?V\deo Training 2022-AATXZG Academic Event (General) Mon Sep 05 2022 11:00 am Tentafive LAC-T1300
Refresher Services
{:?F\ex Day 2021-AASXIV Academic Calendar Tue Sep 20 2022 12:00 am Confirmed
Calendar Announcement
| BUSD Student 2022-AATZL) Long Beach College  Event (General) Wed Sep 282022 7:00 am Tentative LAC-B103A, LAC-
Summit 9.28 Promise D143, LAC-D144
LAC-D228, LAC-
D235 IACTI
. m Defsils,  Ocourences  Calendar  Schedule  TaskList  Audit Trail
Step 3 — From the Details tab you can
Edit Mode
. . . i on [ EditEvent | Tentative Halg
make changes to any highlighted field vt [Torima 8] O Do
. General ~ Event Categories ~
shown on this tab of your event such . S @ ”
¥ aining Refresher
. . Event Tita: ©? X Don't Display on College Calendar
as: Event Name, Contact Information,
Event Type: | Event (General) e —— ~
Upload files and Cancelling the event e et St DESTR—— -
Requestor. | Duck, Donald
as well. N X 1ot vt apen ol s o e
. Addit | Co Motlay, Mikki 4
e You can also change: Contact Information, el = ms % 15 the event caen 1 1 pubic? ! Yas
. . . Head Count: expected 0 |3
Upload Files or changing Custom Attributes on
hi registerad 0 @
I .
this page Desciiplion © Event Info ~
Comments B Requirements;
ntermal Notes: B Event Ownr * Duck Donald
Confirmation Text: [c4 Creation Date: Wed Aug 24 2022
Allached Files: Refarence: 2022-AATXZG
Step 4 - TO CANCEL, Upload a file Cabinet: Spacial Events
your request, click on the
E Video Training Refresher v Tentative 2022-AATXZG Mon Sep 05 2022 11:00 am - 1:00 pm * LAC-T13
drop-down menu of the on: 95, 9117
All Descriptions
Event State field as
shown here and select Details Oceurrences Calendar Schedule Task List Audit Trail
cancel.
Off @) on [ EditEvent | Tentative %
Tentative
General Gl Event Categories GConfirmed
'Y Cancelled
Q Go o Sean Recanty viewed @ e
Step 5 —-To ed|t time' date' @ Video Training Refresher 17 Tentative 2022-AATXZG Mon Sep 05 2022 11:00 am - 1:00 pm * LAC-T1300 ¢
On: 95, 917
H H All Descriptions
locations or repeating
. Aclions
occurrences; click on _ . .
Details Occurrences Calendar Schedule ask List Audit Trail
Edit Event. This will open a new Edi Mode
. off el on P BEdiEen  Tenaive T G (D Help
window and place you on the _
General 2 Event Categories o
Event Form page. Evert Nams Video Traring Rafashor 2] add
Euert T Z % Don't Display on College Calendar
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All of the below edits will be made on the Event Form page of your event.

Changing Date/Time of primary event date
o Step 1 - Go to the Event Date and Time field.

o Step 2 - Click on the field you want to adjust & change to new date or time.

Please note: When editing date/time; you may need to request your location again.

Changing Location of primary event date

Event Date and Time - Required (3)
Mon Sep 0¢

11:00 am

To:
1:00 pm

Duration:
2 Hours

Step 1 - Go to the Locations Search field
Step 2 - Click on Reset

Locations (i)

_I—-p Locations Search 2

. Auto-Load Starred: No Yes
Step 3 - Input your new space # in one of the
below formats: T1200, T1, GG238, GG2 into Hide Conflicts Enforce Headcount
the Search Locations field or use the Saved Add  |Neme —|Twle - |Defautt=|Availeb |Confict
Saved Searches (optiona | 5earch Locations « GCapaci | ility Details

Searches field to display public searches.
Step 4 - Request your interested space.

Step 5 - Make sure it has been added to your
event.

c
c
c
c
c

Q, Saved Searches (op

izssrooms - All Active

rence Reoms - FGC
LA~ T 1OUU

ty
@ Hintl Type :: to use SeriesQL. Bt
Requ LAC- LAC- 150 3/3
Reset [EIl Ti200 T1200
Multi-
Purpose
Room

None

Added  LAC- LAC- 75 3/3 None

Changing Dates/Times/Locations on Repeating Occurrences

Repeating Pattern

« < September 2022 > »
M T W T F S S
29 30 31 01 02 03 04
06 06 07 08 09 10 M
12 13 14 15 16 17 BNk
el 20 21 22 23 24 WA

AN 27 28 2901 02

03 04 05 06 07 08 09

Step 3 - To edit times; you will click on the Repeating
Pattern calendar date you wish to adjust. A Date
Occurrences pop-up window will display. From this
window you will be able to click on the times column to
change your start or end time.

Dates Times Comment State Locations Remove
Sun 12:00 ¢
Sep18 —— Acive & |"LAC-D228
2022 2P
Mon 12:00 ¢
Sep 19 — Cancelled &
:( r
2022 2P

below T1300

Lecture

T1300

Return |p Top

* LAC-T1300

LAC-T1300 Lecture Room, Large
Included dates:
Mon Sep 05 2022, Sat Sep 17 2022, Fri Sep 30 2022

Capacity: 75

Step 1 - To change any date (other than your primary one); go to the Repeating
Pattern calendar and click on the date(s) you want to add or remove.

Step 2 - If you are removing a date or location; an occurrence pop-up window will
display. Change the event state to cancelled or click on remove date and this will
remove date and location.

Please note: When editing the date/time; make sure your location has no new conflicts.

X
Date Occurrences (Sun Sep 25 2022)
u may select which occurrences to be included in your availability checks and
arches. Adding an item in search will only add it for the occurrences selected
low.
nclude Only Missing Locations ‘ Include Only Missing Resources ‘ View All ‘
clude
In Dates Times Comment State Locations Remove
earch
Sun 12:00
0 Sep2s Acve & |*LAC-D228
0 pn
2022
Cancelled
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