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Approve an Event in a Location



APPROVE AN EVENT

25Live Pro Website: https://25live.collegenet.com/pro/wpunj

NOTE: Tentative event requests will be displayed on the location availability and calendar
pages. These requests are not confirmed until the requester has received a confirmation
from the Events and Conference Scheduling Office or other Location Scheduler after
receiving all necessary approvals.

1. Receive an email about a task in your inbox.

€2 Reply B Reply All £, Forward CZ5 IM

25Live Update

To

This is an automatic update from 25Live for’ . . Do not reply to this email.
The following activity has occurred in 25Live. Click the reference number to see full event details.

Senior Send-Off Celebration (2019-ABBCHS)
made a request for UC BALLROOM ABC

You are receiving this email from 25live.collegenet.com/wpunj because email notifications have been enabled for 25Live tasks. If you have questions. please contact your 25Live administrator.

2. Click on Sign In in the upper right-hand corner of 25Live Pro and login with your
WPconnect username and password. Once logged in, you will see the last page you
were on in the system. Choose Tasks or Outstanding Tasks.
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Q. Go to Search Recently Viewed v | (®Hep

Q_ Quick Search ~ @[’ Find Available Locations @ Tasks ~
\ =] You have No Tasks on Today's
@ Search Events Q 1 know WHEN my event should @ Y
take place -- help mefind a Agenda
location! .
@ Search Locations Q [7] 5.0utstanding Tasks
OR
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NOTE: Your dashboard is customizable so these selections will be located where you have
placed them.


https://25live.collegenet.com/pro/wpunj

3. Click on the event name to view all of the event details.
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4. You can review information about the different aspects of the event by

clicking on the different buttons.

[\] 25 Live Pro Test Event

Schedule

Banquet lunch. Will need 5 banquet tables of 10 chairs, 4 food
service tables, a podium with microphone, and a prajector.

General
[Event Name: 25 Live Pro Test Event
[Event Title:
Event Type: Meeting
Organizati Hespitality Services
Scheduler: & Venezia, Tori
Requestor: & Howarth, Kaithyn
Head Count: expected

registered
Description:
Comments:
Internal Notes:
Confirmation Text:
Attached Files:

Ghoose Fika | No fiie chosen
Tasks Completed

Draft

Task List

Pricing

[ Edit Evant

2019-ABECPT
Aascit Trail
-~ Event Categories

®

©

A

ER R

Custom Attributes

Man Dt 21 2019 1200 pem - 100 pm

Draft -

¥ Ane attendees pnmarily external guests?

3 Do you fequire AV equipment? Specily:

X Do you require catering for thes ovent?

Do you require PPO or Campus Palice?

»* Email

¥ Isthe event open to campus community?

¥ Isthere aregistration fee?

% Marme (Day of Event Contact]

¥ Phone/Mobile #

X Wil SGA funds be requested for event?

podium, mic. projector

e}

More Actions ~

c o

Add

Noe B Yes

4
Mo ‘ Yes

Mo W Yes
howarthii@wpunjedy [
No [ Yes
No [ Yes
Kaithyn Hawarth &
973-406-6472 ©
No H Yes

a. The Details page will provide the description, head count, location and time.

| [\ 25 Live Pro Test Event Tentative 2019-ABBCPT
Details Occurrences. Calendar Schedule Task List Pricing. Audit Trail
General ~
Event Name: Llﬂ
Event Title: [t
Event Type: Mesting .
Scheduler: 2 Venezia, Tori
Requestor: & Howarth. Kaitlyn
I Head Count: expected 50 I ©
s—
reqistered g g
Description: Banquet lunch. Will need 5 banquet tables of 10 chairs, 4 food F[2
service tables, a podium with microphone, and a projector.
c4
Internal Notes: @
Confirmation Text: E@
Attached Files:
Choose Fila | No file chasen
Tasks Completed ~

Q GotoSearch | Bucenty viomed v Qe
I Fon Oct 212019 12:00 pm - 00 pm I I @ UCBALLROOM A Ic'
[GEdtEvent  Tentative $ MoreActions v ' (@
Event Categories. ~
Add
Custom Attributes ~
X Are attendees primarily extemal guests? No B Yes
X Do you require A/V equipment? Specify: podium. mic. projector (&
X Do you require catering for this event? No i) ves
X Dayourequire PP or Campus Police? No B Yes
X Email howarthki@wpunj.edy [
X Is the event open to campus community? No. B Yes
X Isthere a registration fee? No. B Yes
X Name (Day of Event Contact) Kaitlyn Howarth 4
X Phone/Mobile # 973-406-6472 @



b. The Occurrence page will provide location, layout, setup time, event time and
takedown time.

Event Occurrences

Date Start Time End Time Additional Details

Mon Oct 212019

1:30pm |

Takedown

10:45am

Setup

i UC BALLROOM A
Layout: See Setup Instructions

. tables of 10 chairs, 4 food service tables, a
podium with microphaone, and a projector.

5. Once you have reviewed the information that you need, you can select the Task List
option.

| @ 25 Live Pro Test Event Draft 2019-ABBCPT
Details Occurrences Calendar Schedule Task List Pricing Audit Trail

6. Based on the information you have been provided, you may select Approve or Deny.
7. Select what type of event you are approving — most events will be either Staff/Faculty
Events or Student Events.

Under which heading would you like to save this event?

I Don't Know

If you do not choose a heading, this event will be saved as a Draft, and any Locations or
Resources you selected will only be assigned as a preference.

Administrative Events
RENTALS
Staff/Faculty Events
Student Events

VENDORS

Save
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