Office of Academic Services

QUICK GUIDE FOR CREATING A RESERVATION IN 25LIVE PRO

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

Step 1 - Click on the More menu located on the far right

top-side of the page. From the drop-down menu, click on the

Availability option.
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Office of Academic Services

Additional KEY Updates & Information

Event State Protocol — The event state in Tentative allows an event reservation to still be edited. /t does NOT relate to the

status of your event submission. All 25Live reservations should remain in the Tentative state. If they are set to
confirmed, this locks the reservation and prevents necessary editing

and/or the assigning of your requested space. Event Description
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e The Event Description Field is only for providing details about your e Loce Sty e
event or for publishing to the LBCC College Calendar — Please do not Siudents reresed 1 P0G of 1 LECC
input Facilities Set Up detail here.

heolarship Application Workshop for
.

e Unreservable Spaces — Many LBCC spaces are
still reserved & approved outside of 25Live.

Name ¥ | Formal Name Categories
O Unreserva ble (U N R) Spaces are nOt B‘ W LAC- LAC-T1328- 25Live Unreservable, Campus - LAC, Control - Departmental, Type -
. . . T1328 Classroom Classroom / Lab
accessible to reserve in 25Live.

W LAC- LAC-T1333- 25Live Reservable, Campus - LAC, Control - Academics, S25 Assignable,

& ‘
o There are some advanced users WhO can T1333 Classroom 525 LCTR, Type - Classroom, Type - Classroem / Lecture General
view UNR spaces and they are clearly tagged
as 25Live Unreservable.

o Please make sure you are not reserving UNR spaces in 25Live as your event will not process correctly.

o If aspaceis not displaying for you; it is most likely not reservable in 25Live.

Publishing to the LBCC College Calendar - The publishing option is COLLEGE CALENDAR
available for the following event types only: Event (General) & Event
(Permitted). If you wish to publish your event to the calendar, please:

o Use one of the 2 above event types

[ <[] &m
o Use the Event Title for Published Calendars field and be as P
descriptive as possible (80 characters available) September 2010 —
o For Example: Use Office of Academic Services Staff 0
Orientation vs. just Orientation. The second option clearly -
displays the sponsoring department, target audience as well :
as the subject matter. .
o Use the Event Description field to provide as much supporting

information as possible for your target audience. It is recommended to also include the event location along with
additional landmark directions which may be helpful to attendees in the event description field as well.

Event Description
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e LBCC Scholarship Application Workshop
A A = =E =E E E=E = THURSDAY, SEPTEMBER 19, 2019, 3 — 5PM
Font Famity = Font Sizes W =
The LBCC Scholarship Office will present an LBCC Scholarship Applicati rkshop for Students interested in applying for the LBCC
GP o-") & §E -y €% Scholarship.
The LBC! cholarshio office wi present an LBCC Location PCC-LL102 Classroom Tiered (with PCs) Flip
ﬁ‘i:':;;i:'v_‘i:::'?;;E.c'l:' I:_er:SE ’;ﬂ:::_:f':s:]l dents Event Name LBCC Scholarship Application Workshop
Organization Student Relations
Select categaries for this event.
If you do not want to your event to publish to the LBCC College Calendar, make sure the ! g"”"f‘sﬁl"’gf;Cj"egeca‘e”da’
pen to All Students
check off the Don’t Display on College Calendar box.
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