How to Check Location Availability for One Space for One
Week

1. After logging into 25Live, click on the “Locations” tab.
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2.

On the “Search for Locations” tab, find your space (by keyword and/or by selecting
more search options). Hit “Go”.
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3. Select the name of the space you want to view availability for from the list.
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g ¥ woB-D burn Hall Campus - Downtown, AV - DVD, AV - Document Camera, AV - Internet: Ethernet (Instructor), AV - Microphone, Gooseneck (Podwum), AV - Projector, AV - Sound System, Bulletin Board, Chalk Board, Classroom - Tablet Arm Chairs 35
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* g ¥ wos-0 Woodburn Hall Campus - Duwmovm AV - DVD, AV - Document Camera, AV - Internet: Ethernet (Instructor), AV - Projector, AV - Sound System, Bulletin Board, Chalk Board, Classroom - General Purpose, Fixed Table, Movable 20
10 110 General Purpe Classroom Technology - iDesign Standard, Computer Instructor Station PC, Dimmable Lighting, Downtown Campus, General Purpose Classroom, Input Panel, Phone, Screen, Sesting Chair, Seminar Style /
Classroom Table and Chairs, Table - Instructor, Windows Horzeshoe
7.4 @wWoB-D | Woodbum Hall | Campus - Downtown, | AV - DVD, AV - Document Camera, AV - Internet: Ethernet (Instructor), AV - Microphone, Gooseneck (Fodium), AV - Projector, AV - Sound System, Chalk Board, Classroom - General Purpose, | Tablet Arm Chairs 3
G10 G10 General Purpose Classroom Technology - iDesign Standard, Computer lnslru:lo' Station PC, Dimmable Lighting, Downtown Campus, General Purpose Classroom, Input Panel, Movable Seating, Phone, (Movable)
Classroom Screen, Seating Tablet Arm Chairs, Table - Instructor, Windows
r 4 ¥ WoB-D Woodburn Hall Campus - Downtown, AV - DVD, AV - Document Camera, AV - Internet: Ethernet (Instructor), AV - Microphone, Gooseneck (Podwum), AV - Projector, AV - Sound System, Chalk Board, Classroom - General Purpose, | Tablet Arm Chairs 35
G111 G11 General Purpose Classroom Technology - iDesign Standard, Computer Instructor Station PC, Downtown Campus, General Purpose Classroom, Input Panel, Movable Seating, Phone, Podium - Tabletop, (Movable)
Classroom Screen, Seating Tablet Arm Chairs, Table - Instructor, Windows
@ ¥ wos-0 Woodburn Hall Campus - Downtown, AV - DVD, AV - Document Camera, AV - Internet: Ethernet (Instructor), AV - Microphone, Gooseneck (Podium), AV - Projector, AV - Sound System, Chalk Board, Classroom - General Purpose, | Fixed Tablet Arm Chair | 35
G1s G15 General Purpose Classroom Technology - iDesign Standard, Computer Instructor Station PC, Dimmable Lighting, Downtown Campus, General Purpose Classroom, Input Panel, Movable Seating, Phone,
Classroom Podium - Tabletop, Screen, Seating Tablet Arm Chairs, Table - Instructor, Windows
2 @ WDB-D | Woodbum Hall | Campus - Downtown, | AV - DVD, AV - Document Camera, AV - Internet: Ethernet (Instructor), AV - Microphone, Gooseneck (Podium), AV - Projector, AV - Sound System, Chafk Baard, Classroom - General Purpase, | Tablet Arm Chairs 38
G16 16 General Purpose Classroom Technology - iDesign Standard, Computer Instructor Station PC, Dimmable Lighting, Downtown Campus, General Purpose Classroom, Input Panel, Movable Seating, Phone, (Movable)
Classroom Screen, Seating Tablet Arm Chairs, Table - Instructor, Windows
7 g ¥ woB-D Woodburn Hall Campus - Downtown, AV - DVD, AV - Document Camera, AV - Internet: Ethernet (Instructor), AV - Microphone, Gooseneck (Podsum), AV - Projector, AV - Sound System, Bulletin Board, Chalk Board, Classroom - Fixed Table, Movable 38
ey =N Genersi Purpaze General Purpose, Classroom Technology - iDesign Standard, Computer Instructor Station PC, Dimmabie Lighting, Domntown Campus, General Purpase Classraom, Input Panel, Phane, Chair
Classroom Podium - Standing, Podium - Tabletop, Screen, Seating Table and Chairs, Tabie - Instructor, Windows.

4. Click on the “Availability (Daily)” tab for that space. This will show you a one week
availability view for that space. Green boxes with text mean something is occurring in
that space. White space means the location is available.

Demo User day is Mon Dec 15 2014 [PRTHNS

B WestVirginiaUniversity.

¥ Home [ Event Wizard | | i) Events | | W Locations (o

Search For Locations  Pre-Defined Location Searches ~ WDB-D 105

‘ WDB-D 105 (Woodburn Hall 105)

ity (Weeky)

Dates: 4 Mon Jan 12 2015 — Sun Jan 18 2015 b | Weekdays: Al Days [¥] Same-Day Event View: | Overlapping [ v| Gk Actions.

(@ Refresh  What is this view? & ]

Sat Jan 17 2015

Date 7 8 9 10 11 12 1 2 3 4 5 6 7 8 9 10 11
& | Monjan 122015 FRCH 302‘ ‘ FRCH 3on| FRCH ZDA‘ ‘ sean 102 |russ 334 RUSS 1uz| HIST 787 001 1| |WGST 493V 001 18741 | a
& | Tuelan 132015 SPAN 340 001 1 |LDR 201 503 1| COMM 300 001| HIST 2936 001‘ ENGL 102 059 | ‘cus 102 001 §
[f | wedan 14 2015 {mcn suz‘ {H—u,n '504| FRCH zunJ ‘ SPAN 102| | RUSS ]}4 RUSS mzi HIST 787 001 1
(& | Thuan1s 2015 sPAN 340001 | |LDR2015031] [cOMM300001| [HiST2936 001 [EnL102059{ |ctasiozooi] [wowRaseThoiiesio |
(& | Froanis201s {rm.n juz‘ ‘ FRCH 504' FRCH zunJ ‘ SPAN 102 | RUSS 554 RUSS mz| (o
o
lof

Sun Jan 18 2015




5. You can adjust the dates through the date picker option.
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6. You can also exclude Saturday and Sunday from your Availability Grid View by clicking
on the “Weekdays” option. Uncheck Saturday and Sunday and hit “Done”.

(Woodburn Hall 105)

BER | Avaitabitty oni) |

Calendar

Dates: € Mon Jan 12 2015 — Sun Jan 18 2015 b @me-nay Event View: | Overlapping [¥] | {5 Actions...~ | (§) Refresh | wi
E—

9 10

11

12 1 2

%

‘ FRCH 302 0‘ ‘ FRCH 304 O|

FRCH 204 D| | SPAN 102 0‘ ‘ RUSS 332 0|

8 9

‘ SPAN 340 001 121 | LDR 201 503 133#

COMM 300 001 14 ‘ HIST 293G 001 17|

ENGL 102 058 111

b [ sunday 6 7
[¥] monday
RUSS 102 0‘ HIST 493V 001 18741

‘ FRCH 302 D‘ ‘ FRCH 304 U|

FRCH 204 D| | SPAN 102 U‘ ‘ RUSS 332 U|

RUSS 102 U‘ HIST)

‘ SPAN 340 001 121 | LDR 201 503 133,

COMM 300 001 1% ‘ HIST 293G 001 17|

‘ FRCH 302 U‘ ‘ FRCH 304 D|

FRCH 204 D| | SPAN 102 ﬂ‘ ‘ RUSS 332 U|

ENGL 102 058 111 ] Friday HONR 298T HO1 18530 ‘
[] saturday
RUSS 102 n‘
Done

The result should look

ve collegenet.com/

like this.

changed them.

Please note that it will default all your settings once you
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