Canceling an Event Request

1. After logging into 25Live, a “Your Events” box will appear in the middle of the screen.

€ A 2511ve collegenet.com/w 25live || @~ vane P OB ¥+ A =

| S : . v me, Demo User = Prefes * SignOut = To s Wed Dec 10 2014
stVirginiaUniversity,

¥ Home [ EventWizard |[u] Events | W Locations || (i Organizations

Welcome to WVU's scheduling environment, Dashboard ~ Calendar

# Quick Search (7] [ Find Available Locations. G Customize Dashboard & Help
| know WHEN my event should take place - help me find a location!
-
k Search Events Go o £ Recently Viewed

1 know WHERE my event should take place — help me choose a time!

t;mrr h Locations Go &, Your Starred Locations ©
You do not have any Starred Locations!
4 Create an Event

Throughaut this site you can mark any Location as "Starred” by clicking its
ican

4 Your Starred Event Searches ©

) Your Events
4 Your Starred Location Searches © )

No Events in which you are the Scheduler

You do not have any Starred Location Searches! 3 Events in which you are the Requestor

] Your Event Drafts ©
P'iconlegend [l Feedback J Help Tips: Disable [ Text Si
25Live v24. 2008 - 2014 CollegeNET, Inc.  Privacy P Browser Recommendations Mot n  Product Feedback

2. Click either “Events in which you are the Requestor” or “Events in which you are the
Scheduler” (only click this if you have room scheduling responsibilities).

3. Click the desired Event Name.
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Name - | Title Reference Organizations Type Categories Your Role | StartDate | StartTime | Creation Date | State Locations
J L\ Do not process 2014-AAJZNM FACILITIES PLANNING AND Study Academic Requestor Nov 23 6:00p Nov 14 2014 Tentative
- Test SCHEDULING Sessian Related 2014
_f L\ FPS Conference Facilities Planning and 2014-AAKAVV FACILITIES PLANNING AND Conference Requestor Dec 17 2014 2:000m Dec 10 2014 Confirmed ESB-E
Scheduling Conference SCHEDULING 207
w’ ,"; ] FPS Conference Facilities Planning and 2014-AAKAWI FACILITIES PLANNING AND Conference Requestor Jan 16 2015 2:00pm Dec 10 2014 Tentative
Scheduling Conference SCHEDULING

4. Under the Details tab, click “Event State” located on the right.
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‘ Event Details Event Preferences ‘
Event Name: FPS Conference The following location preferences were registered for Rsrv_377836:
Event Title: Facilties Planning and Scheduling Conference WESBE211  Remove preferences
Event Type: Conference
Reference: 2014-AAKAWI
Event Occurrences ‘
Alien UTD: .
Start Date Start Time End Date End Time Assignments L ‘
State: Tentative -
Organization: £5 FACILITIES PLANNING AND SCHEDULING ElanCi200s =) (Lm0 10 A0 S w
Cabinet: 2015 SPECIAL EVENTS
Scheduler: & 25LiveViewer Seat
Requestor: & Demo User
Head Count: 10 expected

Event Custom Attributes:

Contact Email Address: Meredith.Morris@mail.wvu.edu
Contact Name: Meredith Morris

Contact Phone Number: 3042932857

Creation Date: Wed Dec 10 2014

5. Switch Event State to cancel and you will receive a warning — This change will release
any location and/or resource assignments or requests. Please click “ok” if you want to
move forward with canceling the event.

Warning: Saving an event in the Cancelled state releases any location and resource assignments. Only users with the required security permissions may edit an event
that has been cancelled.

Do you still want to change the event state?

6. Your event is now canceled and updated in 25Live.
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