Blizabethtown College

How-To in 25Live
Creating Searches

Creating and saving searches is very helpful if you have a location or set of locations that you frequently
view or use when scheduling events. You can save these searches for later use. This how-to includes
Event searches (page 1), Location searches (page 6), and Tips for Searches (page 12).

Event Searches:

Click on the “More” button on the top
right hand corner of the screen to bring
down the menu options.

Click “Search” to search for locations,
organizations, events, resources, etc.

In the center of your screen, you will see
another drop down menu to select the
object you wish to search

Click on “Events”

Click on “Advanced”

Click on “Add Criteria”
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For this example, we are going to create an event search for any past confirmed events that the Special
Events and Summer Programs Office and/or the Scheduling Office requested in the KAV and Leffler

Chapel between May 1, 2018 and August 31, 2019.

Step 1:

Add Criteria

Add Group
[t Your Starred Events

General

Keyword

kKl Events
Event Types
Event States

£ Organizations

Organization Searches

Categories

a

Specific Organizations

Step 2:

Step 1: Choose “Organizations” and
then “Specific Organizations” in order
to add one or multiple organizations
to your search.

Step 2: Choose the “EDIT” button to
select the desired organization(s).
You can select the Only Favorites
option to narrow your search or
begin typing in keywords. Once you
have the organization you need,
simply click to check the
organization. Once you have chosen
the correct locations, you can click
“done”

TIP: You can type and select as many
as you need — they all will appear
after you select done.

Organizations

Include
EDIT
Organizations X All filters v + Select All | % Select None X
INFORMATION AND v/ S.E.S.P. v| SCHEDULING OFFICE
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Step 3:

Add Criteria

Requirements

Custom Attribute
Occurrence Dates
Reservation Definitions

W Assigned Locations
Specific Locations

Locations (Via Search)

& Assigned Resources

Missing Location Assignments

Outstanding vCalendar Tasks

Step 4:

Step 3: Choose “Add Criteria” and
“Assigned Locations” and “Specific
Locations” to add one or more
locations to the search

Step 4: Choose the “EDIT” button to
select the desired location(s). You

can select the Only Favorites option
to narrow your search or begin typing
in keywords. Once you have the
location you need, simply click to
check the location. Once you have
chosen the correct locations, you can
click “done”

AND <
Specific Locations X
Include
EDIT
Locations | | X All filters v % Only Favorites | o/ Select All | X Select None X
v| BCKAV - EVENT SPACE v/| LC LOBBY +| LCM&M + LCMUS
v| LC GREEN ROOM v| LCLYET ART | LCMCCG + LCPERF
A
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Step 5:

Add Criteria

S

Reguirements

Custom Attribute

Occurrence Dates

Reservation Definitions
W Assigned Locations T
Missing Location Assignments

& Assigned Resources v
Outstanding vCalendar Tasks

Has Related Events

Has Bound Events

Step 5: Choose “Add Criteria” and
“Occurrence Dates” to choose the
date range you are looking in

Step 6: Choose the correct start date
and end date you wish to search and
hit “done”. You can also narrow your
search by only selecting weekends
(Sunday & Saturday) or weekday
events (Monday-Friday), or adjust
the time of the day you wish to
search.

Step 6:
AND
Occurrence Dates e
StartTime: 00 % : 00 % am EndTime: M = 59 ¥ pm
From:
O Today +/-

® Specific Date  Tue May 012018

Until:
© Today +/-

® Specific Date  Sat Aug 312019

¥ Monday @ Tuesday @ Wednesday @ Thursday
# Friday ® Saturday & Sunday
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Step 7:

Add Criteria

Add Group

Iy Your Starred Events

General

Keyword
& Events

Event Types

£ Organizations
Categories

Requirements

o wmde o A i ek

Step 7: Choose “Add Criteria” and
“Event States” to choose only the
events that have been confirmed.
Once you have chosen the states, hit
“Done”

Step 8: Choose “Save As” and name
your search to something you will
remember. Your search should
automatically run and provide you
with a list of events that fall within
the parameters you set

Step 8:

States

+ Select All

» Select Mone

Draft
Tentative
+| Confirmed
Sealed
Denied

Cancelled

Search has not been saved

Reset | Save SaveAs

Save Search

Search Name: l SESP/SO KAV & Chapel

Add to starred searches:

8 Yes

Cancel Save

Facilities Management - Scheduling

8/1/2019




Location Searches

Click on the “More” button on the top
right hand corner of the screen to bring X
down the menu options. f*} Home: 25Live Pro
Cw ” . Navigate to... a
Click “Search” to search for locations, Lot
organizations, events, resources, etc.
Calendar
Availability
Search
Reports
In the center of your screen, you will see 25Live Scheduling
another drop down menu to select the
. . Preferences v
object you wish to search
About v
Click on “Locations”

. Select Object: Saved Searches (optional)  ~
Click on “Advanced” :

L) Events

Click on “Add Criteria” @ Locations
| A Organizations
& Resources

[Z| Tasks

Select Object: & Locations ~ Saved Searches (optional) v
Quick Search

Add Criteria
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For this first example, we are going to create a simple location search for any popular location events
(i.e., the KAV, Leffler Chapel, Gibble Auditorium, Hoover 110, and the Susquehanna/Swatara Rooms).

Step 1:
Add Criteria Step 1: Choose “Locations” and then
“Specific Locations” in order to add
add Group - one or multiple locations to your
search.
¥, Your Starred Locations
General v Step 2: Choose the “EDIT” button to

select the desired location(s). You
can select the Only Favorites option
to narrow your search or begin typing
in keywords. Once you have the
location you need, simply click to
check the location. Once you have
Partitions chosen the correct locations, you can
click “done”

Keyword
W Locations

Specific Locations

Locations (Via Search)

Features
Categories TIP: You can type and select as many
as you need — they all will appear
Layouts v after you select done.
Step 2:
Specific Locations X
EDIT
Locations || x All filters v +/ Select All | X Select None X
| BC KAV - EVENT SPACE | LC LOBBY | LCMCCG
v H110 v LCLYETART + LCMUS
~ LC GREEN ROOM | LC M&M ~ LCPERF
| o=

Step 3:

Step 3: Choose “Save As” and name
e - your search to something you will
Reset | Save SaveAs remember. Your search should
automatically run and provide you
with a list of events that fall within
the parameters you set

Save Search

Search Name: [ Large Event Space l

Add to starred searches: No

e Yes

Cancel Save




For this next location search example, we are going to create a location search for any locations in
Nicarry or Hoover Business Building that are video conference capable, and has a maximum capacity of
24 people (this can be ideal for smaller meetings or conference style rooms where you may need to

setup a Zoom Interview).

Step 1:

Add Criteria

Add Group

General
Keyword
W Locations
Partitions
Features

Categories

Layouts

Relationships

% Your Starred Locations

e e B il b

Step 1: Choose “Add Criteria” and
“Categories” in order to add things
such as whole buildings, academic
rooms, computer labs, smart
classrooms, etc. to your list

Step 2: Choose the “EDIT” button to
select the desired category(s). Once
you have selected all that you need,

you can click “done”

Step 2:

Categories

Art Studio
Athletic - Indoor
Athletic - Outdoor

Do Mot Include
Esbenshade

Express Request [Not Active]

Not Reservable
Ober
Office - Faculty

Categories X | o SelectAll | X Select None
Academic Computer Lab Media Services S.DLC.
A Administrative Conference Room Musser S.ES.P.
Alpha Hall Dance Studio Myer Schlosser
Alumni House Decommissioned Nicarry Science Lab

Sharable [Not Active]
Short Form

Smart Classroom

Athletic Field Founders Office - Staff Social Space
Auditorium Hackman Apts Registration And Records Steinman Center
Baugher Student Center - BSC High Library Reservable Storage Space
Bowers Fitness & Wellness Hoover Residence Hall Thompson Gym

Center

Brinser

Brossman Commons

Independent Living Unit
[Not Active]

Interface Use

Royer
S.CPS
S.C.P.S - Harrisburg

Wenger Center
Writers House

‘Young Center

Catering Lab - Other

S.C.PS - Lancaster Zug Memorial
Chapel1 [Not Active] Leffler Chapel

S.C.P.S - York [Not Active]
Classroom Lyet Wing
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Step 3:

Add Criteria

Add Group .

¥ Your Starred Locations
Step 3: Choose “Add Criteria” and

General N “Features” in order to add things
such as document cameras,

Keyword computers, smart podium, etc. to
your list

W Locations v

N Step 4: Choose the “EDIT” button to
Partitions

select the desired feature(s). Once

you have selected all that you need,
Features s ”
you can click “done

Categories

Layouts

Relationships

-
e pmd o A eilbne e
Step 4:
Features b'Y
Include -
EDIT
Features X + Select All | X Select None X
AN, - BluRay Computers - Mac Handicap Accessible Seating - Moveable
Al AN.-DVD Computers - P.C. Mirrors Seating - Tables

AV. - Speakers Connection for Laptop (HDMI & New Feature [Not Active] Seating - Tablet Armchairs
VGA)

AN -TV. Outdoor A Sink:
Connection for Laptop (HDMI utdoor Area ks

AV. - VCR [Not Active] only) Pan Tilt Zoom Webcam Sound Equipment

Art Benches Con;ection for Laptop (VGA Piano Stage - Permanent
only,

Balancing Bar DVD Podium Stage - Portable

Black Out Capability Projector - Led Table Mics
Data Connections

Board - Chalk . . Projector - Overhead Tahles
Dimming Lights

Board - White Projector - Screen Television
Document Camera

Classroom - Semi Smart Podium . Projector - Slide +| Video Conference Capable
Flip Charts

Classroom - Smart Podium Seating - Fixed Wireless Internet Access
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Step 5:

Add Criteria
Add Group
¥ Your Starred Locations
| General .
All General Options

Location Mame

Location Formal Name

Maximum Capacity

Minimum Capacity
Fill Ratio
Maodified Since

Last Modified By

Step 5: Choose “Add Criteria” and
“General” and “Maximum Capacity”
in order to adjust how large of a
room you wish to search for

Step 6: Type in your maximum
capacity and hit “Search” and don’t
forget to Save your search for later
use.

Step 6:

Maximum Capacit
24

Show All

General
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Tips for Searches:

TIP #1: Any searches you create and Star will be added to your home screen dashboard tab to make

1 25Live Pro
ease of access later on. To go back to your dashboard, click on the Fat at the top of your

screen. You may need to refresh your page to see the searches if you have created any new ones.

If you don’t see the “Starred Event Searches” or “Starred Location Searches” boxes on your dashboard,
choose “Customize Dashboard” at the bottom right of your screen and simply drag any boxes you want
to add down, or drag any boxes you do not wish to see up and select “Done” to save your changes.

{g} Customize Dashboard

e an Event box. first hover over the icon until the curser changes. Drag a hidden element from this

n your Dashboard. m
Your Starred Location Your Starred Event
|O' Searches Q Searches
(1 Your Starred Location Searches ~

@ Big Event Spaces

& Chapel Rooms

@ Large Event Spaces

o R

g Video Conference - H/N

Q Your Starred Event Searches ~
@ SESP/S0 KAV/Chapel Events

Iy
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TIP #2: You can add any saved Location Searches into Event Searches that you create, saving you some

time. Create your Event Search as you would in the steps above:

Step 1:

Add Criteria
Event States

£ Organizations
Categories
Requirements
Custom Attribute
Occurrence Dates

Reservation Definitions

W Assigned Locations .

Specific Locations

Locations (Via Search)

Missina Location Assionments

Step 2:

Step 1: Choose “Add Criteria”,
“Assigned Locations” and “Locations
(via Search)” in order to add whole
searches you have created or that
are public

Step 2: Choose the “EDIT” button to
select the desired search. Select
“Your Starred Location Searches”
followed by the corresponding search
to add it to the Selected Locations.
Once you have selected all that you
need, you can click “done” and
search

Locations (via Search)

EDIT
Searches | X seectionc | X

Big Event Spaces

Chapel Rooms
Large Event Spaces
Video Conference - H/N
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