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Summer Session Courses Coming Together to go Virtual
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CSUCI is reimagining higher education for a new generation and era. We welcome and
challenge every individual to channel their potential!
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“Requé%J:rE Iﬁ: Button.

‘ Request Event + ’

Academics Admissions & Costs Visit Campus Student Life About Give

CSUCI Events

Request Event +

4|Page


http://www.csuci.edu/
http://www.csuci.edu/
http://www.csuci.edu/

California State
University

UNIVERSITY
EVENTS

CHANNEHWL
I S L ANDS

UNIVERSITY EVENTS

General Space Requ%sstLMglfJa

This will dj ou to lo
Foun i Qe your

into
og'into ge

ro
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myCl

Dolphin Name

Dolphin Password

Quick Search ~
[&] Search Events Q
@ Search Locations Q
4 Search Resources Q
£, Search Organizations Q

YYour Starred Event Searches ~

 Billing 2024 Pe

) Draft Events Pd

L) Events Cal Pd

‘Your Starred Location Searches ~

@ 2024 Locations

YYour Starred Resource Searches ~

4 Sludent Resources 1A
& 2024 All Resources w
4 Locksmiths Only A
& Police and Parking 2024 pd

Sign In

Find Available Locations

I know WHEN my event should take place — help me find a location!
OR

I know WHERE my event should take place -- help me choose a time!

Express Scheduling

Date / Time
Fri Aug 23 2024

800 am

To

9:00 am
Duration:
1 Hour

Express Locations Event Name

Search spaces v

Your Upcoming Events

@ 46 Events in which you are the Scheduler

NEWTO CI?

Activate your account

Help

5Live (< Event Form

Q Go to Search

Nothing recently viewed

Your Starred Events

N

AN R ZR SR AN R A ~h

e

L~ 2R

2024 C| Student Research Conference

Accreditation Forums
Acting & Writing Workshop Club Insane Show Day
Affinity Petit Salon

Alternative 1: California College Guidance Initiative Regional
Partnership Conference

AS| Elections: Hearing

Black Student Success; High School B3Us
CCGI Conference at CSUCI

ClI Connect Reflection ~ 5/10/2024

Color Purple Showing

CSU Regional Partnership

ECS Welcome to the Profession Event

FATransfer Advising & Registration Labs - May 1

Guest Speaker Gabriella Gutierrez y Muhs

Health Sciences Career Panel
International Programs Meeting

Learning Resource Center is Hiring Peer Tutors for Fall
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lll. Quick Schedules

a. Definition of a Quick Schedule

A Quick Schedule request was designed to accelerate an event request process when you need a space only. Before you begin, please note that this
prc?cess s Olﬁ onl';' ﬁe use\g |f yourgevent requests meet the% Ioﬂvmg ‘Prlterla: y p y y &in. p

. Requires use of a space only

ii. Attendees will be Internal attendees only

iii. No Resources or Services are needed

Automatic unlocking/locking of the room, exterior building doors and restrooms is not needed

NOTE: All conference [poms ane Sé:hed%ﬂ?]d to be unlocked from S:EO amdo 5:00 pm year-ro ng. Fld?lssr oms ar?(only si:heduled to bﬁ unlocked when classes
are In session, Monday-Friday of t eacaéaelmts sck ear. Event Spaces are never scheduled to be unlocked,‘unless an event has requested automatic
unlocking times & Is is done’through a Full Detail Evént Request).
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On the 25Live Pro

click save, and you're
finished.

homepage, you will find an
express scheduling box.
Locate a room, date, and
time, enter the event name,

YV 25Live

Quick Search

[ Search Events
@ Search Locations
4 Search Resources

% Search Organizations

Your Starred Event Searches
) Biling 2024
[k Draft Events

) Events Cal

Your Starred Location Searches

@ 2024 Locations

Your Starred Resource Searches

4 Student Resources
& 2024 All Resources
& Locksmiths Only

& Police and Parking 2024

oo, OO0

>

b

>

i e S 4

Find Available Locations

I know WHEN my event should take place -- help me find a location!

OR

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

Express Scheduling

Duration:
1 Hour

press Locations Event Name

Sagch spaces

Your Upcoming Events

@ 46 Events in which you are the Scheduler

[*} 26Live (2 Event Form Tasks (@) Michelle Dietz

Q Go to Search Nothing recently viewed

Your Starred Events

@
N
N

LA AN AN RN AR RN RN RN RN SR R R A ]

2024 Cl Student Research Canference

Accreditation Forums

Acting & Writing Workshop Club Insane Show Day

Affinity Petit Salon

Alternative 1: California College Guidance Initiative Regional

Partnership Conference
AS| Elections: Hearing

Black Student Success: High School BSUs

CCGI Conference at CSUCI

Cl Connect Reflection ~ 5/10/2024

Color Purple Showing
©3U Regional Partnership

ECS Welcome to the Profession Event

FA Transfer Advising & Registration Labs - May 1

Guest Speaker Gabriella Gutierrez y Muhs

Health Sciences Career Pane|

International Programs Meeting

Learning Resource Center is Hiring Peer Tutors for Fall

4 vt
4 v
@ %
[CA
CA
4 Ye
@ %
[CA
C A
4 vt
4 v
4 Yr
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V. Full Detail Event Request

a. Definition of a Full Detail Event Request

A Full Detail Event is any request that would include any of the following:
. University Events

a. Request of an Event Specialist

o

Request for Participation of President

A.V. Resources Needed [i.e. Microphone(s), Mic. Stand(s), Mixer, Speakers, Projector & Projection Screen, etc.]
Police & Parking Services [Request of V.I.P. Parking Stalls, Parking Lot Rental, Parking Permits, etc.]

Request of any furniture [i.e. Podium, Stage, Tables, Chairs, Signage, etc.]

Fire Marshal Approval

Risk Management

> @ ™ o a0

Alcohol Served at Event

ii. Facilities Services

a. Request of lock programming needed to use of space

b. Electrical resources needed

c. Custodial Services for Trash and Recycle cans and clean up before and after event. Please note that O.T. charges will apply if an event occurs
on the weekend or after hours.

iii.  John Spoor Broome Library - Library Services needed [i.e. Approval for use of space, after hours use to schedule O.T. staff coverage, etc.]

iv. I.T. - I.T. or Wireless services Needed

NOTE: An accounting string must be provided for a Full Detail Event Request to be processed and confirmed.

A Full Detail Event Request should be placed by an community campus member [Faculty, Staff and trained Student Assistants]
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On the 25Live Pro
homepage, the event form
button is at the top right
next to the 25Live button.
Alternatively, you can select
"open in form" right next to
the "save" button box.

YV 25Live

Quick Search

[] Search Events
& Search Locations
4 Search Resources

}R Search Organizations

Your Starred Event Searches

[\ Biling 2024

Draft Events

Your Starred Location Searches

@ 2024 Locations

Your Starred Resource Searches

4 Locksmiths Only

4 Police and Parking 2024

L L L0

Dl i

>

bag

b

Find Available Locations

| know WHEN my event should take place -- help me find a location!
OR

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

Express Scheduling

Date / Time
Fri Aug 23 2024

8:00 am
To
9:00 am
Duration:
1 Hour

Express Locations Event Name

Search spaces v
 —

()

Your Upcoming Events

[ 25Live (& EventForm  [Z] Tasks (12) Michelle Dietz

Q Go to Search Nothing recently viewed

Your Starred Events

N

o ) )

2024 Cl Student Research Conference

Accreditation Forums

Acting & Writing Workshop Club Insane Show Day

Affinity Petit Salon

Alternative 1: California College Guidance Initiative Regional

Partnership Conference
ASI| Elections: Hearing

Black Student Success: High School BSUs

CCGI Conference at CSUCI

Cl Connect Reflection ~ 5/10/2024

Color Purple Showing
CSU Regional Partnership

ECS Welcome to the Profession Event

FA Transfer Advising & Registration Labs - May 1

Guest Speaker Gabriglla Gutierrez y Muhs

Health Sciences Career Panel

International Programs Meeting

Learning Resource Center is Hiring Peer Tutors for Fall

&
(Eig s
©w
g
© ¥

BEREBEREEB
bs

ERERER
e -+ ¢ S A s I < i <4

() Help
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Wﬁzva ?& % E‘ﬁggguf)wﬂl
begin to fill (Qut the request

Untitled X

Event Name - reguired (7)

Event Title - required @

Event Type - required (3)

Select an item v

Primary Organization for this Event - required

Search organizations v Remove

Additional Organization(s) for this Event
Create Organization

Expected Head Count - r=quired

FLLRY ling ey dhe TRt

H‘Séet?é"?uf Sﬂu'ﬁ%d.rf e
your request.

%@%&‘&%&J‘é@% TR

OWS acters
ﬂ ont vents

§ vents o Cné]e 5 or Vo

your event on t e%r \)/Ie

software.

Event Name - r=quired @

Short name of the event (does not display on Event Calendar)

Event Title - required @

The event title will display on the Events Calendar

I0|Page
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EC ho%é IoE‘ég eT¥gg :c’o

entgou are

stl andé jat
rga za ion for

Event Type - required (5)

Select an item v

Primary Organization for this Event - reguired

Search organizations v Remove

Additional Organization(s) for this Event

DIT

te Organization

Once allsggé?lsdagsvﬁ!led out,

Event Name - Required (i)
Full Event Reguest Test

Event Title - Required ()
Full Event Reguest Test

Event Type - Reguired (i)
Meeting e

Primary Organization for this Event - feguired

COMFEREMCES & EVENTS iy w Remove
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e SR e

rganEatlon S) tor this

Additional Organization(s) for this Event

L_;; T |
Ct

Organizations | | x N Favorites | ~ Selec
B

Er

I e R VIS O ET 00

%at&:ﬁ %%I ri es‘ ‘;F‘%%J:}o% ose

vents endar

Event Categories - Required (0)

Events that will appear on the public Events Calendar MUST have at least one category selected. Events
without categories may not appear on the events calendar. If you definitely do not want an event to display on
the calendar then check "Don't Publish To The Web "

I_f:'

Categories x |  Select Al | X Select None
E
Academics & Ressarch Community Staff
Ey Alumni 1 Don't Publish To The Web Student Organizations
Ey

Teaching & Innovations

University Life
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vent

2R

)

lace an “Event
1‘::ion'§1 'a/gee the
escription

OX.

For events that are added to
e events calen
escrgetlon
e ent

inform st
and. the
what your
nsure
provided is accurate and
relevant.

QU

S

| - communi
vent is about.
e information

You can also add an

. hashtags

informat,
s

y anc\J

or social meéia

about Koug e])g%r?t

rmatio

Ike your audience
guests‘to know.

Thlgo ’fr;gbgév-ﬁwed by anyone

IS reqUest’in
Ive.

ﬁﬁy
§01a Stgf}:, ?ac U\f{z’,

Event Description (HTML-Enabled)

The purpose of this event is to offer cur users precise and helpful information. | will make

System Font

sure that the information provided is accurate and relevant.
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To sche ule an evelret tart
Rk A (f%u%sts
FE 2}gecr 5% e at
sler e
outsl fh se parameters, it
will not be saved.

checIJevd%‘ sh%'el?yghuer ?’géu est

“End” date shou e on the

same day, unless r event
Paf's to Tidnight.

event repgeats
r’rhult a s, %u \fB select
attern in’t owing
s ep

Event Date and Time - Required

Wed Oct 14 2020

11:00 am

To:

3:00 pm

@ent begins and ends on the @

Duration:
4 Hours

I5|Page
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E E%IE our aEb dt,me in the
t e seco delcrzn Event Date and Time - Required
I'T)ﬁ xes sele
rom rop-down menu Wed Oct 14 2020

Pay speg\?‘h?ﬂ;ﬁption to

*Note*

et and e

[ 11:00 am|

9:30 am

10:00 am

10:30 am

12:00 pm

12:30 pm -
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If he §nt re%mres fe‘:(uaqand

rea
"R Shar e ©

g Setup Time: This is used
b d 0Event Time: This is
&P %I-Event Time: This is
Hsﬁgl?

edown Time: This is

*Notes™
ey gpgd%afjﬁn ra%usgsk-
lan on's

Sllfle eodS ﬁro our <;

peﬁla [)St who WI il etermlne

R/ISLY?E n on %SII’]

|s | ortant
eck at east an
prlor to the event.

Duration:
4 Hours

[] Additional time

Minutes

Setup Time

0 Days Hours
Pre-EventTime

0 Hours

Post-Event Time
0 Days

Minutes

Takedown Time

0 Days

Reservation Start:
Wed Oct 14 2020 9:00 am

Reservation End:

Wed Oct 14 2020 3:30 pm

Reservation Duration:
6 Hours, 30 Minutes

Hours

Minutes

I7|Page
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[1 Additional time

University I S L AND
Setup Time
0 Days 0 Hours 0 Minutes
see edse:lrrz/qaeflé %Wll
and |meS U Pre-Event Time
E t 0 Days | 2 Hours | 0 Minutes
Res rva R and Event
uration times. )
Post-Event Time
0 Days 0 Hours 20 Minutes
Once all time is set,
scroll"down.
Takedown Time
0 Days 0 Hours 0 Minutes
Reservation Start:
Wed Oct 14 2020 9:00 am
Reservation End:
Wed Oct 14 2020 3:30 pip
Reservation Duration:
6 Hours, 30 Minutes
X

?’ea?rg“ReRe%E'r 8vent has

tiple occ .Ii'lr‘
w youwill se ect your
repeating dates.

‘ Repeating Pattern ’

Pattern Picker
Choose how you would like this to r

Click on the calendar below to add dates or click the button below to select a date pattern.

Repeating Pattern

« < October 2020 >
s M L W T F
27 28 29 30|01 02
04 05 06 07|08 09

M| 12| 13 REE 15 | 16
18| 19| 20| 21 | 22 |23

25| 26| 27|28 29 30
01 02 03 04 05 06

View All Occurrences

»
s
03
10
7
24
3
07

I8|Page
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Pattern Picker

Hse the cal ar Fo select Ad
ﬁ!] tes. ge
t meetm

d rst ori ased Choose how you would like this to repeat| Does Not Repeat %
C mee n are
that 80 not follw a speC| ic Does Not Repeat
pat Ad hoc
Daily
Weekly
Monthly
B
nce vyo our.r: peat 6 Hours. 30 Minutes
tes % Fe WA ﬁ All Date O X
O VIEW Yyour ate Uccurrences
ISt O'fldr%e
Dates Times Extra Times Comment State Remove

View All Occurrences

Pre-Event Time - Oct 14,

ote Wed Oct14 | 11:00am 9:00AM T =
2020 3.00 pm Post-Event Time - Oct 14, QEUve y ’E
Date Occurrences cannot span 330 PM
across calendar years.
Pre-Event Time - Oct 22
ou are lanning to have e | i0am 00 AM
ake ce Iin two Ot 22 - ’ Active % | | Reme
ce one 2020 3:00 pm Post-Event Time - Oct
uuf: u e ecguestf 22.3-30 PM
rst ear and a arate

request or the secon year.

Pre-Event Time - Oct 26

Mon Oct 26 | 11:00am 9:00 AM =
2020 3:00 pm Post-Event Time - Oct A
26, 3:30 PM
Event Locations

19|Page



EVENTS Pr

@ UNIVERSITY UNIVERSITY EVENTS
25Ljve
General Space Request Manda

California State CHANNEHL
University I S L ANDS

All Date Occurrences X
If there is one date on th el
g
“Ketive” (o “Eincelled”. ——
2020 00 pm >

Onche all ofsyou dates are
chosen, scroll down.

Mon Oct26 | 11:002
2020 3:00m
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Event Locations Event Locations
There are tw? ways t to search
OocCa Locations Search ~ Locations Search ~
a. T e Ieft menu 'Feld Auto-Load Starred:  No . Yes Auto-Load Starred:  No . Yes
cnoose
?rom a¥ISt OP Ptlons Hide Conflicts Enforce Headcount Hide Conflicts Enforce Headcount
b. T e right menu field All Locations v || Al Locations X All Locations v All Locations %
saeﬁ| l%C?UOJY%PUQn Q, Saved Searches (optional) Q, Saved Searches (optional)
"Cfglslgrt.éar LUl Or All University Locations Resat All University Locations Reseat
Classrooms Classrooms
Conferance Rosms far Cuie it —  Availability Conflict EBuilding Ceonferance Rooms far Cuic wlt —  Availability Conflict Euilding
acity Details acity Details
* * General Use Classrooms. General Use Classrooms
NOte 11 MNaone - 11 MNone
General Uze Labs General Uze Labs
fReeings seainlosion o, ' '
are uargn eef%hw ace ALIPLAZA  Aliso Hall 500 111 Nane - ALIPLAZA  Aliso Hall 500 11 None
|$o are a. st and Plaza Plaza
second BrE RfePence iy case of a
N ule conflict Unavailable  ALI0131 Aliso Hall 131 24 o1 Conflict - Unavailable  ALID131 Aliso Hall 131 24 o Conflict
Details Details
ALIDI33 AlisoHall 133 24 11 None - ALIDT33 Aliso Hall 133 24 11 None
ALIO134 Aliso Hall 134 24 11 None = ALID134 Aliso Hall 134 24 11 None
ALIOT36 Aliso Hall 136 24 111 Nane - ALID136 Aliso Hall 136 24 11 None
Unavailable  ALIO150 Aligo Hall 150 108 on Conflict = Unavailable  ALID150 Aligo Hall 150 109 01 Conflict
Cretails Details
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Event Locations
Select your Event Locations LAnete Raaean 2
preference. Auto-Load Starred: No Yes
* *
Note Hide Conflicts Enforce Headcount
Sﬁjectiné a cgrtain location in
)’OIEI g'e,g g?.lgragggedo 'i?esia)gce Saved Searches (optional) v Search Locations X

More Options v Reset m

Event Locations

Locations Search

N\
nt to do
ed' e rch, fick the ; <y :
Prg %Etlons % B OAVNTS Auto-Load Starred: No Yes
n basall on the
ce Features, Hide Conflicts Enforce Headcount
Categorles, Layouts or
L Saved Searches (optional) v Search Locations X
Capacities.
W  More Options A Reset m
A

. between and
Capacity
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More Options Reset
This will gﬁnerate a list of il -
spaces that meet your
requirements!
1 " SAG2132 Sage Hall 2132 10 2/2 None
the space is available.on your T :
‘.'\jleesﬁ,efcﬁtes i timed - Extended
one” will populate onthe University
right’'‘column. WVETSIty
¢ Conference
If the space i t available on :
‘)eurfﬁgs edsJ‘%es EH‘IC??I es, Room
onflict Details W|I Rqonpu ate
on theright column.
Reesrve SOL174 Solano Hall 12 2/2 None
1174 -
Conference
Room
Reserve SOL2175 Solano Hall 23 /2 Conflict Details
Available 2175 -
Conference
Room
Request SUB1080 tudent Union 26 2/2 None
Building 1080 -
Conference
Room
m SUB2021 Student Union 12 2/2 None -

23|Page
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Event Locations
Locations Search ~
Click on the space you want
to reserve’
nce it is ﬁele ﬁedl’ it will Auto-Load Starred: [y [} Yes
show up un erﬁ e location
¥ Hide Conflicts Enforce Headcount
*Note*
For Fu ou can onl
iﬁie%qé@tﬁqggﬁét}%?oﬁr é’sz,; Saved Searches (optional) v || Search Locations x
If ey elected a space and (i) Hint Type : to use SeriesOL
WO li eFEo remagve it, click L
emove”.

More Options Reset
‘| View Dccurrences |

w BRO PLAZA Broome Library Plaza Capacity: 700

Date Time Conflicts Shared Layout Instructions
al - .
Wed Oct 14 1:00 am - 3:00 Theater/ar = Must -
2{}2[. |:II'TI AlrAnas -"'-':
Rermove Wiew Oocourrences
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Please choose the resources
you need from the dropdown
menu to reserve them for your
event. We have provided a list
of recommended resources by
location, which are commonly
used in the selected area. If
you require a resource that is
not listed, please email Hector
Riestra to have it added to
your event.

*Note*

Selecting certain resources in this
section does not guarantee immediate
access. Additionally, they may take a
few seconds to load. Please wait
patiently and do not refresh the page
for at least 5 seconds.

Event Resources

Recommended Resources

No Results

25|Page
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Once the recomme

rﬁsourcles have Ioacf)a%ef(l)r the
chosen location Jou can start
reserving your resources.

Event Resources

Recommended Resources

Add

Reserve

Resernve

Reserve

Reserve

Resernve

Reszerve

Resernve

Resernve

Reszerve

Return to Top

Mame

AN - Audio System

AV. - C.D. Player

AN - Mic Stands

AN - Mic. - Wired

AN - Mic.- Wireless

AN - Projection Screen

AV, - Projector

AV. - Visual System

AN Services Requested

Quantity Available

4t06/6

Tto2/2

13t015/15

141015/15

Jtod/4

2tod/4

Unlimited

Unlimited

Conflict Details

Mone

MNone

Mone

Mone

MNone

Mone

None

Mone

Mone
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| ck o N | see Res%rces Jou
L Bre s SE e

rce §earch

*Note* Ysoﬂ rccaens s%lect as
wouPcYI or eacﬁ ex/ent

Use the Quantj gAvallabI
section seeh many o

RSRpree is avaable. Under
you Would fike to reserve.”

More Options

Add

1

Unavailable

-
.

Reserve

1

Unavailable

1

Mame

C&E - American Flag

HdIHHmlnm

Ouantity Available

1/1

220 / 400

1/1

0 /400

300 / 300

Conflict Details

Mone

Mone

Mone

Mone

Mone

Mone

Conflict Details

Mone
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'When choosing a resource, the
required service will automatically be
added, so you don't need to add the
service yourself. This will be done for
you.

& CA&E - Chairs - Almond/Folding

Date me

Wed Oct14 2020  11:00 am - 3:00 pm

Remaove | View Doocurrences

& CE&E Services Requested

me

Wed Oct 14 2020

11:00 am - 3:00 pm

Conflicts

Conflicts

nstructions

nstructions

werw:es Requested

Date me

Wed Oct14 2020 11:00 am - 3:00 pm

Remove View Dcourrences

& AN - Mic Stands

Date ime

Wed Oct14 2020  11:00 am - 3:00 pm

Conflicts

Conflicts

Ramove View Ococurrances

Remaove View Doocurrences Remove View Dcourrences
& CA&E - Chairs - Almond/Folding
Date Time Conflicts nstructions OQuantity Available
Wed Oct 142020 11:00 am - 3:00 pm 150 200/400
g
Once yQu have selected, all of
your resources, sCcro down. Remo
& CA&E Services Requested w
Date Time Conflicts nstructions OQuantity Available
Wed Oct14 2020  11:00 am - 3-00 pm P Unlimited
"
Ramo
& CE&E - Podium
Date Time Conflicts nstructions OQuantity Available
Wed Oct 142020  11:00 am - 3-00 pm /5
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Important Details

Fill, an ropriate
Exgpt St

*Note*
Iq Detajl EvenARe uests
ovide an Acco Btlng
rlnfort e event to be
processed.

For a co-sgor]sor event with
an external ¢ |%nt, ou must
also request the'resource

requested” beroke saving the

request

*Note*

25Live will not a}low you to
save your event If you’do not
ave a conspltation
appointment with one of our
specialists.

% Event Accounting String

% s this a Co-Sponsored Event with External Client? No Yes

w Are you requesting a consultation appointment with an Event Specialist for this event?
No Yes

»  Will you be requesting participation of the President? No Yes

. Will you need AV support? No Yes

W Type of Audience: Select items w

»  Will Food Be Served at your Event? No Yes

% Billing Contact Name

% Requestor Contact Phone Number

W EventWeb Site
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The new form includes nested
questions, which means they will only
appear if you select "yes." For example,
if you choose "yes" for AV support,
additional questions will appear for you
to answer. If you do not choose "yes,"
nothing will appear.

% Will you need AV support? No . Yes

*

*

*

Type of Audio Support you are requesting for your event?
Plzase specify how the music for your event will be provided?

What type of visual support are you requesting for your event? Check all that apply.

Select tems W

Visuals must be provided to the AV Specialist Jon Brooks at least 7 business days prior to the event.

il

b
Planners must provide their own laptop to run visuals.
AV Overtime - Actual Hours

AV Overtime - Estimated Hours

4k

1

4p
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F%E.Eiﬁ'gr?tt:"i’f“ i‘)’& Elg‘eect this,
Eou must.complete

Alert X
a

I‘tICI%E(l:FIOI’B .ﬁ\e resident
orm and submit It for approval
efore your event.

If you are requesting the Participation of the President, please submit a
Participation of the President Request Form
after submitting your 25Live request

e

e
L) 48
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0 scneauILe dan I:eVSentb %cteo
B SRR R SHESUS i
[
il R
esource.

*Note* Please be sure to add what

& Locksmith Services

events.

Cate orl s wmﬂeﬁ;lﬂf Actlve

fext o the ham not po
to the Events Listings.

Academic [Not Active]

L4 7] Academics & Research

| [] Alumni
Cq
Cq
Comment

Fire Marshal Approval Needed

Community
Don't Publish To The Web

Faculty Event [Not Active]

Mainenance [Not Active]

Open To The Public [Not Active]

Publish to vCalendar [Not Active]

time you want the building Date Time Conflicts Instructions Quantity Available
unlocked and locked in the
Instructions. Wed Oct 142020  11:00 am - 3:00 pm Unlock Madera 1 Unlimited
. ) " Restrooms|
or restroom use in spgecific
IocatIQns see Pge Event §pace
) Remove View Occurrences
eck any /all “Cate%ones” Event Categories
that reldte to your ‘Event.
EDIT
heEe ‘Cate orles are how | Categories | | [ ssetan ] X
the Events rhgé a‘ Ry
up on the alen
en eo are searc mg ch 10th Anniversary [Not Active] Catered [Not Active] Hot Event Staff

Student Organizations
Teaching & Innovations

University Life

Done
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el

und

eto

a2

%?Pe\é nt

egorles

Event Categories

EDIT

Categories

Academic [Not Active]

R 10th Anniversary [Not Active]

Select None

Catered [Not Active]

Community

Hot Event

Mainenance [Not Active]

Staff

Student Organizations

Cq
Academics & Research v Don't Publish To The Web Open To The Public [Not Active] Teaching & Innovations
C Alumni Faculty Event [Not Active] Publish to vCalendar [Not Active] University Life
:
PRSI .

33|Page



UNIVERSITY
EVENTS

California State CHANNEL
University I S L ANDS

UNIVERSITY EVENTS

General Space Request Manua

Rec||L? :1'%%?1'& thaetc IISe ate to

Fﬁ)r aé:monal mFornBatlon se
er
eich checkeds requirement.

Onfclf: eajl necessar eIds are
ed out, scro own.

ALCOHOL BEING SERVED AT
THE EVENT: If yo r selﬁct this,

l%%e%l 528 ev |I?'§ sgs
mpus and su ||t prioPto

your eve approva

FIRE MAIéSH L her is a,fee

assocjat |re arsha
ermit. It Is ﬁullf ¥] cha with
m|n|m a our

e
arsha records revie
ev ntPermlt request.

)’OUF b ?]V?_P permit request on

ven WI ?h I" g
b SO

an event with

%/ s cllck this buttan if ou are
Attendacs.

FOOD TRUCK REQUESTS'

m?e 3 |s<':Lc'ta)1 ac s%hnrough

EXPECTING OVER 100 GUESTS:

Requirements
Fentals from an Off-Campus Vendor

Comment

Use of Inflatables or Mechanical Amusement Devices

Comment

Requesting a Food Truck(s)

Comment

Use of Open Flames, Candles, Portable Heaters (gas or propang) or Generators

Comment

Temporary Structures (larger than 10720")

Comment

Fire Marshal Approval Needed

Comment

External Speaker or Elected Official

Comment

Alcohol Being Served At Event

Comment

Animals on Campus for Event

Comment

e
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Type an.‘Event
Commins JlpRsls e

Event Comments
button. 6,

These notes are for service providers and schedulers and are not published to the events

calendar

*Note*
Once the event has been sav%d
i 5 DsaTE Skate, i2ic sen®o
P & Event State
The space is not reseryed until . -
2%?_‘? tSEaive an email iram Draft v

ive sta’gn the eye asf
gt?t% ml?J 7 to at('ff tY}e |vr(-':a c?r

éonfﬂﬂme §9a?e.

After Saving This Event... A

® Go To Event Details
Create Another Related Event
Create A Related Copy of This Event
Continue Editing Event
Create Another Event

Cance Frew:-'.'(m
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Once your request. has been
Saveg ;OU Wﬁl‘% &recte tO Q Goto Sesarch Recently Viewed v (®Hebp
[\) Quick Scehdule - Test Draft 2020-ABLOMG Wed Oct 14 2020 9-00 am - 3:30 pm c
~ Quick Schedule - Test On:10/14:10/26
Here you can make ¥ ts” to ) ]
r i‘ k Occurrences Calendar Schedule Task List Pricing Audit Trail
I%e alls rtO at )’OUI’ —_—
:u‘t s MoreActions v G @
*x X
N Ote General A Event Categories A
Yo uu gg-ns otng{: are |n a%r Event Name: Quick Scehdule - Test @ add
%g% A d h nee Event Title: Quick Schedule - Test @ Custom Attributes A
ma. e oe evenn a-can e Event Type: 1- Quick Schedule Wy
req ut%SteeveR S csu a‘a ema‘ll Organization: 1- QUICK SCHEDULE w v
Room Scheduler: Van Arsdell, Hayley 1y v Event Info o
Requestor: Blough, Alissa ¥r v Event Owner: 2 Van Arsdell, Hayley
i Saiie 5 @ Creation Date: jhlj Apr16 2020
Reference: 2020-ABLOMG
registered 0 @
Description: @
Comments: ©
Internal Notes: ©
Canfirmatinn Tavi [
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V. University Processes

a. Processes for Events

Timelines for Event Requests will go as follows:

i. ﬁ\IItQuick Schedule requests must be placed through 25Live a minimum of 5 business days prior to the event start
ate.

i. All Events Listing requests must be placed through 25Live a minimum of 5 business days prior to the event start date.

ii.  All Full Event requests must be placed through 25Live a minimum of 14 business days prior to the event start date.

NOTE: The University Events Office reserves the right to deny any/all requests that do not meet the above listed timelines.

b. Processes for Campus Spaces
Classroom Usage:
i. ;rehn%eusigrOf campus classrooms is prohibited | week prior to the beginning of each semester and 2 weeks after the beginning of each

ii. All classroom reservations for dates that are during a semester, must be placed 2 weeks after the beginning of each semester.

iii.  Any requests for classroom usage during the semester that are put in before the 2 week date will be denied.
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VI. Campus Space Notes

Event Space Restrooms:

Grand Salon:

- Eor, restroom. use in this space, Qleas% reﬁgest that §he Pel Norte Restrooms or the Madera Breezeway Restrooms are unlocked in the
acilities Services Requested bok in the Resources Section.

Petit Salon:

- For, restroom. use in this Space, §|ea8ﬁ rﬁgeuest that §he Pel Norte Restrooms or the Madera Breezeway Restrooms are unlocked in the
acilities Services Requested box in the Resources Section.

Broome Plaza:

- Senrest E&é‘ssieeéf"b%‘isgﬁpt RS & e Y B Bt asy verime Wil ably) or req et thaP e REafiB TR bome a7é afocked
In the Facilities Services section.

Event Space Resources:

§Dﬁcific vent rﬂ);r(ces havehtheir own resources 'hhat are used éor thebfgace. When selecting Resources for Malibu Hall 100, Grand Salon or Petit
alon please make sure that you are selecting the corresponding tables and chairs.

* Any request made in these spaces without resources will be denied after the second attempt to contact requestor for Resources Added.

Requesting a Location not found in 25Live:

| — Other Location:

- For any location on campus that d?%ﬁenf

t come up under the Event Location Section, select “l — Other Location” and write the location
namé in the comments section o ocation.
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VIl. University Events Office Information

University Events Office

M é’%ﬁﬁ”&??f%o
Location: University Hall 1612
Email: events@csuci.edu
www.csuci.edu/conferences-events
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