25live Pro Guide to Navigation and Space Requests

SIGNING IN / SITE NAVIGATION
Go to URRSlive.gmu.edu

Click orSign Inon the home screen banner at the top of the page

ASO Where Innovatic [~} 26LivePro  Gues W

Q, Go to Search Mothing recently viewed =

Q, Public Location Searches ~ Q_ Quick Search ~ Popular Locations ~
All Spaces - Arlington ARLFH 125
v b ¢ [&] Search Events Q v _
g A Founders Hall. 125, Multipurpose Room North, Arlington Campus
& Search Locations Q @ ARLFH 126
Founders Hall. 126. Multipurpose Room South, Arlington Campus
Search Resources

g All Spaces - Loudoun A4 Q g CFA CONCERT HALL STAGE

Center for the Arts, Concert Hall Stage, Fairfax Campus
g All Spaces - Prince William

@ HTAWD

¥ Aguatic and Fitness Center Harris Theatre, Fairfax Campus
i ArtGalleries @ HUBBALLROOM

The HUB, Ballroom, Fairfax Campus
0 Banners/Kiosks/Easels (All)

JC CINEMA
i@ CEHD - All Spaces Johnson Center, Cinema, Fairfax Campus
@ CHHS - All Spaces i@ JC DEWBERRY

Johnson Center, Dewberry Hall, Fairfax Campus
@ CHSS - All Spaces

i@ JCNORTHPLAZA

O Classrooms [All) - Arlington Johnson Center, North Plaza, Fairfax Campus
i@ Classrooms (All) - Fairfax i@ PW-HPAMERCHANT STAGE

Hylton Performing Arts Center, Merchant Hall, Science and Technology
g Classrooms (All) - Loudoun

E See when these locations are available

i@ Classrooms (Al - Prince William
g Classrooms [Computer) - Fairfax
0 Classrooms [General] - Fairfax
i@ Classrooms [Technology) - Fairfax




You will be promptedor your log in credentials. If you do not already have a 25live account, pleaseegerits.gmu.edu/schedulingo request one. If you
already hadh 25live account before switching to Pro, your credentials have remained the same.
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Q, Public Location Searches
@ AllSpaces - Arfington

@ All Spaces - Fairfax

@ Al Spaces - Front Royal
@ Al Spaces - Loudoun

‘ All Spaces - Prince William

‘ Aquatic and Fitness Center

Art Galleries

Banners/Kiosks/Easels (All]

Cf

- All Spaces

CHHS © All Spaces
CHSS - Al Spaces

Classrooms (All) - Arlington

Classrooms (All] - Fairfax

Classrooms [All] - Loudoun

Classrooms [All] - Prince William

Classrooms [Comnuter) - Fairfax

25live Pro is here!
You do not hav

For any questions, plea

Username 25liveuser

X

gn in with
ore use

Password | e

25LivePro Guest Signin = More

Q) Go to Search Nothing recently viewed

Popular Locations

@ ARLFH 125
Founders Hall, 125, Multipurpose Room North, Arlington Campus

. ARLFH 126
Founders Hall, 126, Multipurpose Room South, Arlington Campus

‘ CFA CONCERT HALL STAGE
Center for the Arts, Concert Hall Stage, Fairfax Campus

©
T
5
>
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Harris Theatre, Fairfax Campus

HUB BALLROOM

The HUB, Ballroom, Fairfax Campus

JC CINEMA

Johnson Center, Cinema, Fairfax Campus

JC DEWBERRY

Johnson Center, Dewberry Hall, Fairfax Campus
JC NORTH PLAZA

Johnson Center, North Plaza, Fairfax Campus

PW-HPA MERCHANT STAGE
Hylton Performing Arts Center. Merchant Hall. Science and Technology

= See when these locations are available

L



Once loggedh you will be taken to the home page. If you are familiar with 25live, Pro will look a little different.
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[4 Event Form

[Z) Tasks  25Live *User = More

Q_ Quick Search ~
[ Search Events

i@ Search Locations

4 Search Resources

L L L0

£, Search Organizations

Q. Your Starred Evge

Use thisQuick Search box to
search locations, events and
organizations housed in the 25livg
database. You can also search fo
these in other places within Pro,
but this is the quickest way to
locate them.

You do not have an

Q, Your Starred Lg

You do not have an

Q. Your Starred Re

‘You do not have an

Your Starred Reports ~

You do not have any Starred Reports!

[# Find Available Locations

Favorite the events
you are working on
and have quick
access to them from
this screen

[L YourStarred Events

| know WHEN my event should take

| know WHERE my event should takd

i Your Starred Locations

Click here to
review a list of
your requested

events

[l YourEvent Drafts ~

@ Your Upcoming Events

@ 5 Events in which you are the Requestor ur Starred Resources

@ 5 Events in which you are the Scheduler

@ No Event Drafts in which you are the Scheduler

@ No Event Drafts in which you are the Requestor

If you are an approver
for space or
resources, you can
locate your list of
tasks here.

Tasks
2] You have No Tasks on Today's Agenda
]

[7] 0 0Qutstanding Tasks
[ 0Flagged Tasks

0 Tasks Assigned By You

Q Goto Search

slo not have any Starred Events!

t this site you can mark any Event as "Starred” by

o not have any Starred Resources!

ghout this site you can mariga
¥ icon.

Nothing recently viewed

For more
navigation
options, click
on More

You do not have any Starred Locations!

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

This is where your favorite
locations will live. Itis a
shortcut to searching these
locations. Onceg/ou favorite

them once, you do not have
to look for them again.



For more navigation options, click dore on the top banner. A drop down list will populate. From there, you can click on other option§ddeeh Search will
take you to more advanced searches that expand upor@hiek Searchesn the home page.

Where Innovatic [*] 2bLive Pro [ Event Form X
[} Home: 25Live Pro

Q Go to Search Mott

List
Q. Quick Search ~ @ Find Available Locations @ Your Starred Events Calendar
@ e Q I know WHEN my event should take place -- help me find a location! You do not have any Starred Events! Availability
OR Throughout this site you can mark any Even Search
O SEECl L O\ | know WHERE my event should take place —- help me choose a time! ieon. Reports
& Search Resources Q Publisher
g Your Starred Locations 25Live Scheduling
o, Search Organizations Q a/ Create an Event You do not have any Starred Locations! Preferences .
Throughout this site you can mark any Loca bou
A Abou v
Q. Your Starred Event Searches ~ o leen.
@ Your Upcoming Events ~ 25Live *Us
You do not have any Starred Event Searches! Shive TUser
@ 5 Events in which you are the Requestor 4 YourStarred Resources
[> sign out
Q_ Your Starred Location Searches ~ 5 Events in which you are the Scheduler You do not have any Starred Resources!
i Throughout this site you can mark any Reso _
You do not have any Starred Location Searches! £ icon
Your Event Drafts ~ . :

No Event Drafts in which you are the Scheduler
Q, Your Starred Resource Searches ~

No Event Drafts in which you are the Requestor {E’} E s e

You do not have any Starred Resource Searches!

Tasks A~
Your Starred Reports ~

You have No Tasks on Today's Agenda

You do not have any Starred Reports!
0 Outstanding Tasks




FAVORITING SPACES / VENUE INFORMATION

For all classroom spaceagpe in the wordClassroomsn the quick search box on the home paBeess ENTER or click thagnfyingglass icon.

Where Innovatic 25Live Pro (¢ Event Form

Tasks 25Live *User = More

Q Go to Search Nothing recently viewed H @ Help

Q, Quick Search ~ [/ Find Available Locations [L YourStarred Events ~
@ ST R Q | know WHEN my event should take place -- help me find a location! You do not have any Starred Events!
OR Throughout this site you can mark any Event as "Starred” by clicking its -
I g C\assroomsl | O\ | know WHERE my event should take place -- help me choose a time! lcon.
& Search Resources Q
g Your Starred Locations ~
< Search Organizations Q n/ Create an Event You do not have any Starred Locations!
Throughout this site you can mark any Location as "Starred” by clicking its
Q Your Starred Event Searches ~ ¢ leon.
@ Your Upcoming Events ~
You do not have any Starred Event Searches!
5 Events in which you are the Requestor 4 Your Starred Resources A
Q, Your Starred Location Searches ~ 5 Events in which you are the Scheduler You do not have any Starred Resources!

Vou d h st d Location S hes! Throughout this site you can mark any Resource as "Starred” by clicking its
ou do not have any Starred Location Searches

PPy

Your Event Drafts ~ ~ leon.
No Event Drafts in which you are the Scheduler
Q_ Your Starred Resource Searches ~ Bt M
No Event Drafts in which you are the Requestor {@} Hstomize Bashbear
You do not have any Starred Resource Searches!
Tasks ~

Your Starred Reports ~

(T

You have No Tasks on Today's Agenda

You do not have any Starred Reports!
0 Qutstanding Tasks

[

~

0 Flagged Tasks

0 Tasks Assigned By You



A list of rooms will populate using the keywoflassroomsThese rooms are classroom types offered on Mason campuses. Click startinext to the location
name. By starring the space, it is added to your favorite locations. When you make a request for space in the EventHarrariie@epaces will be searched

first. We suggest that you favorite these classroom types becaug# ihake classroom requests easier.
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NIVERS

List

e T < 4
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Quick Search

Classrooms

Advanced

More Options v

Calendar  Availability

Name

CLASSROOM (ARLINGTON). STUDENT
COMBUTER

CLASSROOM (ARLINGTON)

CLASSROOM (FAIRFAX): GENERAL

CLASSROOM (FAIRFAX): STUDENT

[ZOMPUTER

CLASSROOM (PW): STUDENT
COMPUTER

Formal Name

Arlington Classrooms with Student
Computers

Arlington Technology Classrooms
with Projector and Instructor
Computer

Fairfax General Classrooms with
TV/DVD Only

Fairfax Classrooms with Student
Computers

Fairfax Technology Classrooms with
Projector and Instructor Computer

Prince William Classrooms with
Student Computers

Select Object: @ Locations v

Categories

Campus - Arlington, Classroom
Request

Campus - Arlington, Classroom
Request

Campus - Fairfax, Classroom
Request

Campus - Fairfax, Classroom
Request

Campus - Fairfax, Classroom
Request

Campus - Prince William, Science
and Technology, Classroom Request

Saved Searches (optional)

Features

Campus - Arlington

Campus - Arlington

Campus - Fairfax

Campus - Fairfax

Campus - Fairfax

Campus - Prince William

~

f~} 25Live Pro

Layouts

[ Event Form 25Live *User

[] Tasks

Nothing recently viewed

x @

Reset | Save As

Choose Columns

Max Capacity

27

70

%
58
318

30

= More

$ Q@tep

c ®



Next, you can search for meeting room space by typing in a keyword in the quick search box at the top of the scr&ear&icipressENTERD complete
the search.

Where Innovatic |“I 25LivePro [ EventForm  [5] Tasks  25Live *User = More

Nathing recently viewed s @ Help.
Select Object: @ Locations ~  Saved Searches (optional) v
Quick Search  JgB Advanced

I JC room| X I ®

\o Tt Time - to use SeriesOL

Search has not been saved

More Options v Reset \ Save As

Abbreviated/informal Full name of the Location type Features included in Available set

location the room up/layout options

Capacity for open or

name of thelocation

(N1 Calendar

theater seating

Choose &

Name v Formal Name Categories Features Layouts Max Capacity
ﬂ? JC 134G Johnson Center, 134G, Gateway Building - Johnson Center (Fairfax), Campus - Fairfax Asls 12
Library Instruction Room, Fairfax Campus - Fairfax
Campus
{-\f Jc234 Johnson Center, 234, Conference Building - Johnson Center (Fairfax), Campus - Fairfax Conference/Square 10
Room, Fairfax Campus Campus - Fairfax, Conference Room,
Meeting Room, Student Centers
(Fairfax)
Johnson Center, 239A, Marion Building - Johnson Center (Fairfax), AV - Internet - Ethernet, AV - Classroom, Conference/Square, 48
Deshmukh Seminar Room, Fairfax Campus - Fairfax, Student Centers Internet - Wireless, AV - Projector - Custom, Open, Reception Style,
Campus (Fairfax) LCD, AV - Screen - Automatic, Board Theater Style, U-shaped

- Dry Erase, Campus - Fairfax, Floor -
Carpet. Floor - Flat. Podium -
Tabletop. Seating - Moveable
Table/Chair, Sink, Windows - Fixed

{f JCZ40A Johnson Center, 2404, Paul Building - Johnson Center (Fairfax), Access - Omni, AV - Document Conference/Square 20

Robeson Room, Fairfax Campus Campus - Fairfax Camera, AV - Internet - Ethernet, AV
- Internet - Wireless. AV - Plaver -

The list will populate and depending on teearch you conducted, you might have several pages of results. You can navigate the pages at the bottom of the
screen. If you want, you can choose to view up to 100 results per page.



127 JC ROOMD

1:? JCROCME

RO

¢y JCROOME

Do not forget to
favorite multiple

Johnson Center. 333, Meeting Room
D, Fairfax Campus

Johnson Center, 334, Meeting Room
E. Fairfax Campus

Johnson Center, 336, Meeting Room
F. Fairfax Campus

Johnson Center, 337, Meeting Room
G, Fairfax Campus

Building - Johnson Center (Fairfax).
Campus - Fairfax, Meeting Room,
Student Centers (Fairfax)

Building - Johnsaon Center (Fairfax),
Campus - Fairfax, Meeting Room,
Student Centers (Fairfax)

Building - Johnson Center (Fairfax),
Campus - Fairfax. Meeting Room.
Student Centers (Fairfax)

Building - Johnson Center (Fairfax),
Campus - Fairfax, Meeting Room,
Student Centers (Fairfax)

AV - Telephone Jack, Board - Dry
Erase, Campus - Fairfax, Floor -
Carpet, Floor - Flat, Podium -
Multimedia

AV - Instructor Console. AV -
Internet - Ethernet, AV - Internet -
Wireless, AV - Laptop Connection, AV
- Player - DVD. AV - Projector - LCD.
Board - Dry Erase, Campus - Fairfax,
Floor - Carpet, Floor - Flat, Podium -
Multimedia

AV - Instructor Console, AV -
Internet - Ethernet, AV - Internet -
Wireless, AV - Laptop Connection, AV
- Player - DVD, AV - Projector - LCD,
Board - Dry Erase. Campus - Fairfax.
Floor - Carpet, Floor - Flat, Podium -
Multimedia

AV - Instructor Console, AV -
Internet - Ethernet. AV - Internet -
Wireless, AV - Laptop Connection, AV
- Player - DVD, AV - Projector - LCD,
Board - Dry Erase. Campus - Fairfax.
Floor - Carpet. Floor - Flat, Podium -
Multimedia

AV - Instructer Console, AV -
Internet - Ethernet, AV - Internet -
Wireless, AV - Laptop Connection, AV
- Player - DVD, AV - Projector - LCD,
Board - Dry Erase, Campus - Fairfax,
Floor - Carpet. Floor - Flat. Podium -

MU G U

16 Matching Locations

Page 10f1

First || Previous ‘1

Items per page ‘ 25 2

s

Next | Last

v

Classroom, Conference/Square.
Custom, Open, Pod Style, Reception
Style, Theater Style, U-shaped

Classroom, Conference/Square,
Custom, Open, Pod Style, Reception
Style, Theater Style, U-shaped

Classroom, Conference/Square,
Custom. Open. Pod Style. Reception
Style, Theater Style, U-shaped

Classroom, Conference/Square,
Custom, Open, Pod Style, Reception
Style, Theater Style, U-shaped

55

65

65

65



You can view wén your searched spaces are available by clicking on the Availability button at the top of the list. It will default@doday | 6 S | yR @& 2
change the date as needed by clicking on the date and navigating through the calendar that populates. Awadabldl show as neutral/white and the
unavailable times will show as dark green or light green. Building closures will show in light or daifkygregre permitted to request a space, you will see an

icon that looks like a piece of paper and peasilyou hover your mouse over the availability grid. Locations that you are not permitted to request will show
nothing.



