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Dashboard — Events CollegeNET

* One can find events on the Dashboard using several different
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Dashboard — Events — Quick Search
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If one knows the
name or title, or
part of the name
or title of your
event you can
search using the
Quick Search box

If one knows the
Event reference
number you can
place that in the
Quick Search box
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Dashboard — Events — Starred Objects ¢,
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Starred Event Searches allows for one to find their event

searches on the dashboard if search was starred during

creation

Your Starred Events allows for one to find events which they
starred (favorite) for easy access
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Dashboard — Events — Your EventS ¢, jicganer
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Your Events will
show the number

of events where \ S Your Events o
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the Requestor on
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Events Tab - Search for Events
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Name w | Title Reference Organizations | Type Categories | Your Role | Start Date Start Time | Creation Date

@ EI Delta Homecoming 2014-AAAZIR ACADEMIC Dance Fine Arts Requestor, Mov 15 2014 8:00 Mov 03 2014

Delta 2014 AFFAIRS, SGA Scheduler
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E & Delta 2013-AAASOT | STUDENT Meeting Scheduler Jan 10 2014 4:00 Dec 09 2013
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Search for Events Tab will allow one to search for Events by
entering all or part of an event name or title or enter an entire
event reference number

Choose from More Search Options to specify more precisely
the criteria to search on



Events Tab - Pre-Defined Event

Searches
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Run existing searches
o Supplied by the system
* Previously created and saved by you
« Shared with you by other users
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Select a Search Grouping (left) to browse those searches.
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Events Tab — Search Results CollegeNET

When running an Event search in 25Live you can view the results in
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Name | Reference Sponsor Type Your Role | Start Date State
A | 77 | alpha Phi Sorority Meeting | 2010-AABGRW | STUDENT AFFAIRS, GREEK LIFE | Club Meeting Jan 03 2011 CANCELLED
A | Art Department Meeting 2010-AABGGD | ASSOCIATION OF DEANS Meeting Jan 03 2011 Confirmed

|

 Calendar

| __F“ Home ‘ ‘ @’Event Creation and Editing | | ] Events | | W Locations | | & Resources ‘ ‘ Tasks | | Reports

| | ((+- Publisher |

J Search For Events H Your Event Searches || Art Department Meeting |

SEARCH FOR EVENTS

Search by Keyword: | me

| GO | More Sesrch Gptions

HEE . Colendar|

Dates: 4 Wed Oct 12 2011 through Tue Oct 18 2011 b | (- Send to Publisher | [ save Search | @ Refresh | @ |

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
October 9 10 11 12 13 14 15
i iy i 12:000+ - 3:00 0000 -11:00 i1:0000 - 1:00
Pledge Meeting Monthly Space Math Department 5
Ciub Meeting Planning Meeting Meeting
M=0 150 Mesting Meeting

© 2015 CollegeNET, Inc.



Events Tab — Search Results — LISt ¢oiiggener

 When viewing a List View of events displayed on the Events
tab you can
* Quickly find an event of interest

* Right-click an event name and select a view format to drill down
to that event

e Click the & icon to edit an event
e Click the or the ¥ icon to star or unstar the event

e To modify the view, you can
 Change the dates, or view all dates
» Click the Calendar subtab to change the view
» Click a column heading to sort events using that criterion

e Turn a column on or off by using the drop-down next to Choose
Visible Columns

© 2015 CollegeNET, Inc.



Events Tab — Search Results -

Calendar CollegeNET

 When viewing a calendar view of events displayed on the
Events tab you can

* Right-click an event name and select a view format to drill down
to that event

* Right-click an event name to edit the event or email event details
to others

* Right-click a location name and select a view format to drill down
to that location

« Click [4 icon in a date slot to start creating an event on that day

 One will always be asked to select a date range before
loading the calendar
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Events Tab - Single Event View -
Detalls

e Selecting an event in the Detalls view will provide specific

Information about said event

B Home B’ Event Wizard [v] Events W Locations 4 Resources &5 Organizations Tasks ) Reports ([l‘ Publisher

Search For Events | | Pre-Defined Event Searches | | Advanced Event Search | | Delta Delta Delta Sock Hop

A Delta Delta Delta Sock

Hop Details
[ Edit this Event | Event State: Tentative ~ | {3k More Actions...~ | (f) Refresh | @ ¢4
Event Details Event Preferences

Event Name: 51‘3 Delta Delta Sock The following location preferences were registered for Rsrv_17152:
Event Title: Homecoming 2014 W BCC 103 Remove preferences
Event Type: Dance
Reference: 2014-AAAZIR Event Occurrences
Alien UID: Start Date  Start Time End Date End Time Assignments
State: Tentati

e remane Sat Nov 15 2014 8:00am SatMNov 152014  9:00am 7Y
Organization: £ ACADEMIC AFFAIRS

< Mon Nov 17 2014 8:00am Mon Nov 17 2014 9:00am "
Additional EoseA
Organization(s): @ ., . ., .
Cabinet: 2014 Special Events
Requestor: xl“) Admin, R25 Fri Nov 21 2014 8:00am Fri Nov 21 2014 9:00am "
Scheduler: B Admin, R25
Event Categories: Fine Arts
Head Count: 23 expected; 16
registered

Tasks Completed:
Approvals: 0/4
Assignments: 0/3
To Do's: 0/0

Wiew this event's Task

List

Event Custom Attributes:

Custodial Needs: Must have tables and
chairs

Creation Date: Mon Nov 03 2014

Description:

This is the marketing companent to 25Live.
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Events Tab - Single Event View —
Calendar View CollegeNET

Selecting an event in the Calendar view will show event
occurrence specific to the date range
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Events Tab - Single Event View — Task
List View

CollegeNET

e Selecting an event in the Task List view will show Tasks
assigned to you

 One can also change view so that one is able to see “All
assigned tasks”

S 25LIVE

E Event Wizard

Welcome, Admin, R25 = Preferences = Sign Out = Today is Thu Nov 06 2014 @ Help I

E“' Home ] Events W Locations & Resources £5 Organizations Tasks D Reports I:tl- Publisher

Search For Events | | Pre-Defined Event Searches | | Advanced Event Search

Hop

Event Name:

Head Count:
Creation Date:

Description:
This is the marketi

ing componen

l Delta Delta Delta Sock

Delta Delta Delta Sock Hop

Task List

View: All Assigned Tasks
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Mon Nowv 03 2014
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Event Type: Dance This event has no associated tasks assigned to you.
Reference: 2014-AAAZIR

Alien UID:

State: Tentative

Organization: l_:_, ACADEMIC AFFAIRS

Requestor: \L\‘) Admin, R25

Scheduler: \L\‘) Admin, R25
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