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Assessment & Program Review

Office of Assessment and Program Review
How to Reserve a Room For Program Review Meetings: 25Live

1) Search for Locations

Select Object: [ lu] Events ~ ]
Quick Search Advanced

Search Events £, Organizations

@ Hint! Type :- 1o use SeriesCL
db Resources

EZ) Tasks

Cabinets + Organizations + Types + Ay
Select Locations from the Select Object dropdown.

2) Enter Desired Location and Click Search
Select Object: | gl Locations

Quick Search Advanced
121-3341

O Hiril! Type: :: 10 use SeresOL

Categories + Fealuras + Layouts + Capacity
between and

Enter building and room number. EX: Building 121
Room 3341. Written as 121-3341. Click Search.

3) Select Location from List
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Click the 121-3341 blue hyperlink from list of locations.

4) Select Desired Date and Time

Detats  Lst  Avalabdty (Dady)  Awslabity (Weakly Calendar

Hover mouse over desired date and time until a
pencil icon appears. Click to edit calendar.

5) Enter Meeting Information
Event Name - Fequired (7)) Event Type - Required

Selact from Types

|Q Salect from Types
F

Event Title for Published Calendars (2)
Event Roguest

Event . i i Py
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Select from Types ~ o
Search organizations v

Primary Organization - Roquired (i)

[-Cl Search organizations
4

Search organizations  w Remove M 16900 - Academic Programs

Enter Event Name/Title, Event Type, and Primary
Organization. Complete remaining required fields.

6) Agree and Save

=== Expect two emails:
1) Submittal
Received and 2)
Event Confirmed
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