25Live Submissions

1. Please use the Mozilla Firefox web browser
2. Go to Edtech.ucsf.edu
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Quick Links

Classroom Scheduling
+ 25-Live classroom scheduling

+ Check classroom availabilitv

3. Click on 25Live classroom scheduling from the Quick Links section to the right.

Quick Links

Classroom Scheduling

I « 25-Live classroom scheduling I

« Check classroom availability

« Reserve a room

« Rules and policies
« Event support rates
« No show charges

« Class capture

« Video conferencing
» Web Conferencing

« Video recording and editing

4. Here is the link to: https://25live.collegenet.com/ucsf/#home_my25live

5. Click on 'Sign In".
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When creating events with multiple dates, please ensure that all dates occur within a single term.
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6. Enter your UCSF MyAccess Username and Password and then 'LOGIN'.
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MyAccess

LOGIN

CollegeNET, Inc.

o
PPy CollegeNET, Inc.

CollegeNET, Inc. is a leading developer of web-based systems for higher
education and non-profit organizations, serving more than 1,300 clients
worldwide. CollegeNET products include course and event scheduling,
space and resource management, web calendar publishing, e-commerce
and contributions, accounting, online admission application processing,
online course evaluation, and commencement services.

Learn more about this application here

PROTECT YOUR PRIVACY. LOG OUT WHEN YOU'RE DONE.
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Remember me?
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7. The easiest way to look for room availability is to select 'Search Locations' on the Quick Search
upper left-hand corner.
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When creating events with multiple dates, please ensure that all dates occur within a single term.
Term end dates: Summer 2017: Sep. 12; Fall 2017: Dec. 31; Winter 2018: Apr. 1; Spring 2018: June 17.
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8. Oryou can click on the 4™ tab at the top of the page — Locations
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When creating events with multiple dates, please ensure that all dates occur within a single term.
Term end dates: Summer 2017: Sep. 12; Fall 2017: Dec. 31; Winter 2018: Apr. 1; Spring 2018: June 17.
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9. Inthe 'Search Locations' area: type the name of the room and select 'Go'.
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When creating events with multiple dates, please ensure that all dates occur within a single term.
Term end dates: Summer 2017: Sep. 12; Fall 2017: Dec. 31; Winter 2018: Apr. 1; Spring 2018: June 17.
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10. Click on the date to show the calendar
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11. Select the appropriate date.
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12. To submit a reservation on the availability page, you will need to place the curser on the preferred
timeslot. When the image of the hand appears, double click and it will take you to the event
wizard.
s
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13. You will need to fill out any information that has a red asterisk, which is a required field, then the
'Next' button at the bottom of each page.
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Event Name Start by entering the basic event information.
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Cancel I Save

14. Enter the headcount, then the 'Next' button at the bottom of each page.
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15. Pending whether or not this is a reoccurring event, you will need to select either No or Yes.
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16. If you need more than an hour, you can adjust the ending time accordingl
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17. Check the 'Selected Locations' area to right to ensure that there are no conflicts below the room
number, then select the 'Next' button at the bottom of each page.
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18. If needed, you can select a resource, then the 'Next' button at the bottom of each page.
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19. If Food will be served, fill in the SpeedType or the Chart-String funding information, then
select 'Next'.
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20. Add ani Event Comments, which onli iou and the scheduler will see, and then select 'Next'.
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21. The event will now be saved as a tentative. Click 'l Agree' to show consent, then save the event by
clicking on the 'Finish' button. The following message should be displayed at the top of the page:
Your event has been successfully saved.




