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NEW CAMPUS CALENDAR BASICS
PLU Conferences and Events
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The New Calendar Ecosystem
A group of offices across campus have banded together to establish a calendaring system that integrates the scheduling and publishing of campus calendar information on the PLU web site.

On January 17, 2011 a single location for viewing and creating campus calendar information became available. The calendar can be thought of as three parts all in one location: www.plu.edu/calendar.

· Scheduler – Anyone with a PLU e-pass can use it to reserve space, manage important dates and events.  Space managers and meeting support services (catering, media, stage, events) use this tool as well. The Scheduler passes reservations through an approval/notification process and automatically publishes into the campus calendar and Cascade web pages. 

· Campus Calendar - A public web site that shows events and important dates entered into the Scheduler. The Campus Calendar Web site serves as the authoritative source of calendar information. It is a direct replacement of the events.plu.edu. 

· Cascade Calendar Syncs – Entries in “Scheduler” will automatically appear on the Calendar tab of the sponsoring department’s Cascade web page. 

Training and Support

· Use the online Quick-Start Guide and FAQs at www.plu.edu/calendar.  
· Call Events Services at 253-535-7453 or 253-535-7454 or stop by University Center, Suite 280. 
· Attend guided training sessions. Dates are published at www.plu.edu/calendar.
The Benefits 
Information in One Place: All event reservations and private space schedules are in one place with Scheduler, unlike the past where a comprehensive picture of events or space was not available anywhere. The Scheduler will populate the campus calendar with comprehensive view of campus life. 
Real Time Event Status:   Scheduler will provide real time information about the status of an event replacing many phone calls/email inquiries about room permissions, location changes, cancellation, etc.
Resources In One Place: Event planners now select/order meeting support services in Scheduler and it notifies all involved parties about the order. Resources have access to the same reservation in Scheduler and are included in the Scheduler email system so everyone can communicate in the same place.

Space Inventory: A complete classroom and meeting space inventory, populated by Banner, will be at your disposal. Room attributes and in-room equipment are shown. Registrar and CEVT are coordinating the annual maintenance of the data.  The inventory is helpful for emergency responses. 
Manage Event Requests: Requestors can track the status of requests and pending approvals in their Scheduler account. Requestors can issue email notifications about changes and cancellations from the within the reservation. 
Cancel or Change: Reservation owners are requested to notify PLU Conferences and Events by phone when changes or cancellations are needed within 72 hours of the event. Reservation owners have the responsibility of sending a scheduler email from the original reservation that details the changes or cancellations. CEVT help desk staff will immediately phone resources to alert of the changes or cancellations (if we get notice from requestor). 

Live Support: Conferences and Events will host live calendar/scheduler support from 8am-5pm daily. Support staff will also coordinate cancellations and changes for events under 72 hours, when notified by requestors. 253-535-7453 or 253-535-7454  events@plu.edu 
Auto-Prompts: Scheduler will send approvers (space managers, resources, etc) a Gmail prompt when new events are created in Scheduler that requires their support.  Approvers evaluate the new events in 48 business hours for the event to go live.  

Directory of PLU Schedulers
	Non-Academic Space Reservations
	Hours
	Email
	Phone
	Role

	Calendar and Scheduler  Support
	8am-5pm daily
	events@plu.edu
	253-535-7454
and 

253-535-7453
	General Calendar Questions
Cancellations & Changes

Last Minute Meetings 



	
	
	
	
	

	Event Services Coordinator
	7:30am-4:30pm M-F
	henness@plu.edu
	253-535-7453
	Day-of Event Support 

Logistics Coord. & Setup Trouble Shooting

Event Planning (1on1)

	
	
	
	
	

	Event Services Manager
	8am-5pm

M-F
	riscl@plu.edu
	253-535-7454
	Complex Issues 
Calendar Training

Calendar Co-Management

Calendar Data Changes

Traditional PLU Events
Event Planning (1on1)

	
	
	
	
	

	Academic Spaces 
	Hours
	Email
	Phone
	Role

	Scheduling Coordinator
	8am-5pm

M-F
	sandersc@plu.edu
	253-535-7113
	Schedules classes and other required academic-related events

Publishes academic calendar


Directory of Resource Departments at PLU

	Campus Safety 
	
	campussafety@plu.edu
	Provides unlock/lock, event security, parking passes, parking lot reservations

	
	
	
	

	Dining and Culinary Services
	
	catering@plu.edu
	Provides catered food and beverages

	
	
	
	

	Event Services
	
	events@plu.edu
	Provides tables, chairs, calendar management, event planning, logistics coordination

	
	
	
	

	Facilities Management 
	
	fama@plu.edu
	Provides custodial support, garbage receptacles, lighting, and heating/cooling support.

	
	
	
	

	Media Services
	
	media@plu.edu
	Provide audio/visual equipment in classrooms and meeting spaces, technicians as needed 

	
	
	
	

	Stage Services 
	
	stage@plu.edu
	Provide stage, lighting, support to MBR events

	
	
	
	


Directory of Dedicated Spaces and Space Managers
Updated January 21, 2011

	
	
	
	

	Administration Building (Hauge)
	Capacity
	Style
	Space Manager

	203
	 
	TV Studio
	Multimedia

	213
	40
	Computer Lab
	M. Muzzo or L. Reisberg/D. Duclos

	215
	78
	Classroom
	K. Ponsness/D. Duclos

	President's Conf.
	15
	Board
	V. Winters

	Provost's Conf.
	8
	Board
	L. Evey/L. Henderson

	
	
	
	

	Eastvold
	Capacity
	Style
	Space Manager

	Auditorium, Lobby & Stage
	1000
	Auditorium
	J. Clapp/A. Giddings

	Red Square
	 
	Outdoors
	J. Clapp/A. Giddings

	
	
	
	

	Ingram
	Capacity
	Style
	Space Manager

	Univ & Wekell Galleries
	 
	Gallery
	Beard-Simpkins/P. Vance

	Lobby
	 
	 
	Beard-Simpkins/P. Vance

	Labs and Studios: 109, 115A&B, 116, 122, 124, 128, 130, 132A&B, 134, 138, 144
	35
	Classroom
	Beard-Simpkins/ P. Vance

	
	
	
	

	Library
	Capacity
	Style
	Space Manager

	330
	15
	Classroom
	B. Yaden

	332
	30
	Classroom
	B. Yaden

	LIC A & LIC B
	6/16 
	Labs
	D. Hill/I&TS

	
	

	Mary Baker Russell Center
	Capacity
	Style
	Space Manager

	116, 317, 331
	 
	Greenroom/classrooms/Lab
	S.Garrison/L. Miller

	202
	18
	Seminar Room
	S.Garrison/L. Miller

	306
	75
	Choir Rehearsal
	S.Garrison/L. Miller

	322
	100
	Instrumental
	S.Garrison/L. Miller

	330 (Lagerquist)
	530
	 Auditorium
	S. Garrison/L. Miller

	334
	30
	Lecture Room
	S. Garrison/L. Miller

	Amphitheater
	150
	Amphitheater
	S. Garrison/L. Miller

	Lobby
	30
	Lobby
	S. Garrison/L. Miller


	
	
	
	

	Memorial Gym
	Capacity
	Style
	Space Manager

	100
	1300
	Gymnasium
	L. Buffington

	103
	20
	Classroom
	S. Calhoun

	
	
	
	

	Morken
	Capacity
	Style
	Space Manager

	105
	40
	Classroom
	B. Torgerson/M. Peterson

	114 BUSA Open Lab
	16
	Lab Classroom
	B. Torgerson/M. Peterson

	124 BUSA Comp. Lab
	30
	Lab Classroom
	B. Torgerson/M. Peterson

	125
	38
	Classroom
	B. Torgerson/M. Peterson

	131
	40
	Classroom
	A. Tolo

	132
	40
	Classroom
	A. Tolo

	137
	24
	Classroom
	B. Torgerson/M. Peterson

	138
	24
	Classroom
	B. Torgerson/M. Peterson

	180
	14
	Conference Room
	B. Torgerson/ M. Peterson

	203 CSCE
	38
	Lab Classroom
	A. Tolo/J. Horn

	210 CSCE
	28
	Computer Lab
	A. Tolo/J. Horn

	212 CSCE
	20
	Electronics Lab
	A. Tolo/J. Horn

	213
	
	Lab Classroom
	A. Tolo/J. Horn

	214
	24
	Lab Classroom
	A. Tolo/J. Horn

	216
	24
	Lab Classroom
	A. Tolo/J. Horn

	Atrium
	
	Atrium
	Notices to Torgerson, Tolo

	3rd Floor Lounge
	
	Atrium
	Notices to Torgerson, Tolo

	
	
	
	

	Neeb Center
	Capacity
	Style
	Space Manager

	Conference Room 133
	20
	Board
	S. Dye/D. Buti

	
	
	
	

	Nesvig
	Capacity
	Style
	Space Manager

	Conference Room
	15
	Board
	Constituent Relations

	
	
	
	

	Olson
	Capacity
	Style
	Space Manager

	Gym
	3100
	Gymnasium
	L. Buffington

	Field House
	500
	Inside Turf Field
	L. Buffington

	Balcony
	40
	Gymnasium
	L. Buffington

	102A
	20
	SOEMS 
Conference Room
	L. Buffington

	Reader Board
	N/A
	LCD Reader Board
	N. Dawson

	Fields and Tack
	
	Outside Fields
	L. Buffington

	Stage
	
	In Olson Auditorium
	L. Buffington

	Lobby
	
	
	L. Buffington

	
	
	
	

	Ramstad
	Capacity
	Style
	Space Manager

	202, 208 Nursing
	40
	Labs and Classes
	B. Monson/S. Wilson

	109 Psych Lab
	16
	Labs 
	C. Brecher/B. Murray

	Ramstad Conf. Room
	10
	Conference Room
	C. Brecher/B. Murray

	
	
	
	

	Rieke Science Center
	Capacity
	Style
	Space Manager

	102, 109, 113, 115, 116, 122, 125, 128, 129, 136, 201, 210, 212, 214, 220, 221, 222, 223, 224, 247


	
	All Classrooms and Labs
	A.Tolo/J. Horn

	Lobby
	
	
	A.Tolo/J. Horn

	
	
	
	

	University Center
	Capacity
	Style
	Space Manager

	Chef's Table 
	6
	Board
	R. Farris/E.McGinnis

	UC 171
	15
	Board
	E.Johnson/R. Rumpza

	Cave
	
	Flexible
	A. Steelquist

	
	
	
	

	Xavier
	Capacity
	Style
	Space Manager

	117
	
	Conference Room
	B. Murray/Brecher

	140
	
	Anthropology Lab
	B. Murray/Brecher

	
	
	
	

	Residence Halls Lounges
	
	
	Space Manager

	Foss
	
	
	S. Paddock/ Rumpza

	Harstad
	
	
	K. Knutsen/ Rumpza

	Hinderlie
	
	
	N. Scheer/ Rumpza

	Hong
	
	
	N. Scheer/ Rumpza

	Kreidler
	
	
	K. Chapel/ Rumpza

	Ordal
	
	
	K. Schnurr/ Rumpza

	Pflueger
	
	
	S.Paddock/ Rumpza

	South
	
	
	K. Chapel/ Rumpza

	Stuen
	
	
	K. Schnurr/ Rumpza

	Tingelstad
	
	
	C. Alberto/ Rumpza
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Quick Start Guide to Using Scheduler at PLU 
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Important Notes:  
*Due to software limitations, it is extremely important that you use Mozilla or Mozilla Firefox when accessing Scheduler to schedule events.

*Scheduler is the PLU term for 25Live, our event/important date scheduling software.

*Never use the Mozilla “refresh” button or you may lose information that has been entered.  Instead, use the “refresh” option within Scheduler, [image: image3.png]


  or [image: image4.png]© Refresh




, where available.

*Your full PLU ePass username and password will be used to log in. If you have an alias set for your username it may NOT be used here.

*Be patient when logging in to Scheduler, it may take a few seconds for the program to load, especially on your first login. 

*Some resources will charge a fee for cancellations or changes not received within 72 hours of an event.  Please see instructions on how to Cancel or Change a Reservation below.

*Need Help?  Call Conferences and Events at 253-535-7453 or 253-535-7454.
Accessing Scheduler
Open Mozilla or Mozilla Firefox and navigate to www.plu.edu

Select E-Resources/Calendar


Select Schedule My…
Click on Sign In to 25Live  in the upper right corner 

Login using your PLU ePass and password

Create an Event with Resources:

1) Select the Event Creation and Editing tab
[image: image5.png]" 251ive Home | [ ) Events | [  Locations | [ & Resources | [ [ Event creation and Editing





In the upper left corner you will find the Event Status box which will indicate how many required elements are yet to be completed.  Each required element is noted with a red asterisk (*)

                                    [image: image6.png]5 5 Required Fekds Remaining
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Immediately below the Event Status box is the Edit Event Details box.  You may proceed by filling out each section in sequence, or you may click on a section link to jump to that section.
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2) Creating your event/meeting/important date:  Complete required fields, starting with Event Name.  Empty fields will not display on the public calendar. 
a) Event Name/Event Subtitle:  Be concise, avoid acronyms and abbreviations, and check grammar & spelling.  While Subtitle is optional, all information entered in either area will display on all calendars to which this event or important date is published. 
Example:

Event Name: Explorations in Egyptian Tombs or

Last Day to Submit Waivers (use title case for this field)


Event Subtitle: Double lecture with Donald P. Ryan and Lawrence M. Berman

b) Event Description:  Be concise, avoid acronyms and abbreviations, and check grammar & spelling. Note contact information, off-campus locations and websites in this section.  While this field is not required to submit the event, it should be filled out and will display on all calendars this event is published to.

Example: 

Event Description: In this double lecture, Dr. Donald P. Ryan (PLU Division of Humanities) will provide an update on the recent discoveries of the Pacific Lutheran University Valley of the Kings Project and Dr. Lawrence M. Berman (Museum of Fine Arts, Boston) will describe the most amazing contents of Tomb 10A which was discovered in 1915 at the site of El-Bersha in Middle Egypt.  

**Other details that could be included in description: 
Website URL’s

RSVP required.

Off-campus locations and directions

c) Event Type:  Click on All Event Types (directly below Choose from…) and choose the most appropriate event type from the list. When Important Dates  is selected the reservation is triggered to omit space selections. Once completed the important date reservation will automatically transfer to your Cascade Webpage.  Starring an item (clicking on the star [image: image8.png]


 next to the name) will add that item to your favorites list for quicker access in the future.
d) Primary Organization for this Event: Select the Search option or browse by Index, Types or Categories.  Enter/select the organization name that is sponsoring the event or most closely tied to it. Often, the requester’s organization is not the primary organization. The requestor’s name will be entered later on.  Note that the event will appear on the calendar of the Organization chosen here.  Starring an item (clicking on the star [image: image9.png]


 next to the name) will add that item to your favorites list for quicker access in the future.
e) Event Date and Time:  
i) Enter the Start Date and Start Time of the actual program.  We define this as the time when the event is in motion and guests are in their seats.  Be precise. Catering, Conferences and Events and Media Services will all use this information to determine the delivery of hot food service, media equipment and scheduling of crew – too early and the coordination will not sync.
ii) Enter a Pre-event time estimate. This is defined as the amount of time you will need to accomplish last minute details immediately before an event. The room and equipment will be ready at this time. Examples include: speaker practicing, PowerPoint, equipment checks, or setting name tags on tables. This does not mean the amount of time that Conferences and Events or Catering needs to setup. 
iii) Ignore the Setup and Takedown fields. This is where Conferences and Events will estimate the time needed for service crews to setup the rooms in preparation for the Pre-Event time. Examples include setting up furniture and catering. Requestors do not use this field.

iv) Events that occur at the same time over multiple days should be set up as “repeating” by using the Event Repeats option at the bottom of this section.  Events that span multiple days but are at different times each day should be scheduled as separate events.

f) Event Location: Select a location using one of the browse options available – Search by Name, Collections, Index, Categories, Features, Layouts or Capacity. Click on individual locations to view capacities, features, and equipment built into the space. Double check that the location will accommodate your activity and number of guests.

· A red triangle [image: image10.png]


 indicates when space is not available for the date/time you chose. A green check mark [image: image11.png]


 indicates availability. 

· If you can’t find a location try searching in one of the other browse options. Locations are listed by Banner nomenclature. Locations which are not available for general use won’t appear on the list.

· If your event is off-campus or a room is not needed just leave blank.

Tip: Starring an item (clicking on the star [image: image12.png]


 next to the name) will add that item to your favorites list for quicker access in the future.

g) Event Head Count:  Enter the number of guests you are inviting to the event under Expected only (leave Registered count blank).  Enter an anticipated head count for “all-are-invited” type of events. Double check that your location provides the capacity. 

h) Additional Booking Information: To expand the options for the three components of this section click on the plus [image: image13.png]


 to the right of the name.

· Publish To Calendar:  If Yes is checked, this event will be published to both departmental and campus calendars.  You must actually select No if you do not want the event to show on the calendars.

· Web Site:  Enter URL of the website related to this event.

· Account Number:  Enter full Banner account number.  Do NOT include dashes or spaces.

i) Setup Instructions and Comments: Note any and all other event details and special needs.  For example: special ADA or technical requirements, presenter requirements (need a footstool for podium?), and anything else that will help us support this event.

j) Event Resources:  This is the last section! We suggest browsing by category.  Move through each folder and select items needed to support your event.  Estimate the quantities. If you aren’t sure, over estimate. Service providers will be automatically notified and will then follow-up with you (catering, multimedia, etc).  

Categories:

i) Dining & Culinary Services (catering, floral, dining commons, table clothes)

ii) Conferences and Events (tables, chairs, podium) 

iii) Stage Service (flags, stages, drapes)

iv) Music (resources that relate to music such as pianos)

v) Garfield Book Company (what’s available in GBC spaces)

3) You now have the option of either submitting your event, or you may save the event for further editing.


Finish:


This action submits the reservation to those associated with managing locations and 


services such as Conferences and Events, Registrar, space approvers, resource groups, etc. 


Save:


An event may be saved for future editing by clicking the SAVE button in the upper right 
corner.






[image: image14.png]@e®» HB





Likewise, you may cancel or close this event by selecting the Close button.  This option will allow you to do one of three things:

1. SAVE this event before closing

2. CLOSE without saving

3. CANCEL and return to the event

  [image: image15.png]Do you want to save the changes you made to this event?
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Check Reservation Status

Within your Scheduler account, you can see which requests are pending or approved by clicking the reservation record under either the Events or Tasks tab.

In Progress: 
One (or more) party has yet to “approve” their piece of the event.


Draft:

Events are still in Draft state pending approval by a party other than 


          
            CEVT.  The reservation details will indicate which party has yet to “approve” the 


          
request. 

Tentative: 
Space has been assigned but waiting on specific approvals from resources and




space managers.  The reservation details will indicate which party has yet to 

                                    “approve” the request

.
Confirmed: 
All spaces have been assigned, space managers approved and resources can be 




provided.
Cancel or Change Reservations 
Use the email feature and original reservation within Scheduler to communicate cancellations and changes (once a reservation reaches a “confirmed” status, the requestor is unable to change the event logistics). Avoid Fees: Notify Conferences and Events as noted below AND phone for changes or cancellations within 72 hours of reservation 253-535-7450!  
1) From the original reservation record within your scheduler account, click on “Actions.”
2) Select “Email Event Details”
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3) In the Related Recipients section click TO on each box. The Task Recipients and Assignment Workflow selections will automatically issue an email to Conferences and Events, space managers, content approvers, and those Resource Departments included in the original reservation (media, catering, stage services). In the Additional Recipients section (see example below), enter the email address for anyone else you want to include, including yourself.
4) In the Message Body write us a detailed description of the changes required. Note the email already contains the URL to the reservation so there is no need to describe any other event information. 

For example, xx additional tables in xx room to be used as head tables. 
5) Click send when finished.
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6) Within 72 hours of an event send the email as noted above AND phone Conferences and Events (253-535-7450).  Leave a detailed voice mail, if necessary.  This is particularly important near a weekend or holiday.  Some resources will charge a fee for cancellations or changes not received within 72 hours of an event. Conferences and Events will facilitate cancellations for resources once a phone call is received at 253-535-7450 or 253-535-7453.  
7) Conferences and Events will update the original reservation once notified.
Synchronize to Cascade Calendar Web Pages

Scheduler will automatically publish reservations to the campus calendar and the Calendar tabs of the Cascade web pages. Here’s how it works. 

Enter an important date or event into Scheduler by following the instructions to create an event in Scheduler (page 11).  Scheduler will ask you to select a sponsoring organization. Cascade will automatically pull the reservation from Scheduler and load it into the corresponding ‘sponsoring organization” calendar web page.  For example, Auxiliary Services will route to the webpage of www.plu.edu/auxiliary. 

Consider these scenarios as you enter reservations:

Dates are not attached to campus space. Scenarios might include “Last Day to Signup” or “Come to the Game in Oregon! “
a. Follow instructions for “Create an Event”.  When asked to select an event type, select “important date” because this option doesn’t require that a location be selected.    

b. Use the Descriptions field to communicate details such as off-campus location, costs, related websites, etc.

c. When asked to select Sponsoring Organization, choose the organization that ties to the web site to which you want to direct your announcement or date.  The sponsoring department t should be the same as the name of the website.  Auxiliary Services for Auxiliary Services or Concierge for Concierge.  

Publish a reservation on multiple Cascade web pages.
a. For reservations you did not originate & For reservations originated by you.

During the Event Creation & Editing creation under the calendar option, select yes, then under the next area, “Categories” select the different department websites you wish for the even to be published to.
Suppress publishing on the campus calendar and cascade web pages.

a. Follow the instructions for “Create an Event”.  

b. When you encounter the option of “publish?” click it open and select “No.”  

c. When the “No” publish option is selected, the reservation will not appear on the campus calendar or Cascade calendar web pages.
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Approval/Denial/Change Process in Scheduler 

for Schedulers, Resources, Space Managers, Content Approvers

This document explains the steps necessary for approving or denying and changing/cancelling a reservation within Scheduler.  This is intended for schedulers, space managers, resource departments, and content approvers. 
Why is their an approval process?  Reservations received by Scheduler are reviewed by several departments including Conferences and Events, Registrar, Provost, Student Life, Space Managers, and Resource Departments (catering, media, stage services, facilities). The old calendar system required the same sets of permissions for events to be confirmed and published. 

Who are approvers and what are their roles? 

· Resources approve or deny according to the availability of their equipment and staff and maximum capacities. 

· Student Life approvers evaluate the official status of the student club or organization and whether pre-approval process with SIL and Athletics was completed.  

· Provost approvers might evaluate the best fit given other scheduled events, or competition for audience pools, or terminology, or vetting with other departments. 

· Space managers are notified of space use requests and have opportunity to deny space use based on “best fit” for the space and time.  

What responsibilities do approvers have? Approvers are asked to 1) daily approve or deny pending requests within their Scheduler account AND 2) to communicate any changes or cancellations of a reservation to all parties using Scheduler. Requestors count on a response within 48 business hours so they can communicate to their constituents. 

APPROVING OR DENYING PROCESS

1) An email will be sent to your g-mail account once per day to alert you that there are pending notifications awaiting your approval.  This email will contain a link to a Google Docs report which will summarize your pending items.  Please note this email and report will only be sent once per day so it is a good practice to log into Scheduler periodically throughout the day to check for new notifications.   
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2) Log into Scheduler.  

Due to software limitations, it is extremely important you use Mozilla when accessing Scheduler.                      
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a) From the PLU homepage, http://www.plu.edu, select:


eResources



Calendar
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b) Click on Sign In to 25Live in the upper right corner.  
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**Remember to use your ePass username and password.  If you have an alias for your username do NOT use it here.
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The following message will appear only if you have Overdue Tasks.  You may click on Close to continue, or the “Click to View Your Outstanding Tasks” link will take you to the Overview of Tasks (step 4 below).
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3) Once logged into Scheduler there are two ways to access your Workflow:

a) With the 25Live Home tab selected, scroll down to the bottom of the page where you will find the Workflow box.  Select Outstanding Tasks
                          [image: image26.png]Vou haved Tasks on Today's Agenda
(%] 21 Outstanding Tasks

[ 254 Flagged Tasks.

5 Tasks Assigned By You





OR

b) Click on the Tasks tab
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4) Your Workflow will show the tasks waiting for action by you.
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a)  If enough information is available from this view, you may select Approve or Deny from this page.  The event will then automatically be updated and after the page has been refreshed, this task will leave your outstanding workflow.

You can add or remove the columns displayed here by selecting “Choose Visible Columns” and clicking or un-clicking the column names.
Important Note:  When you deny a resource you MUST email all parties associated with the event (requestor and other resources).

**All requests must be approved or denied within 48 business hours**
b) If there is not enough information available in the view referenced above, you may also click on the Event Name to see more details.  To approve from this screen click on Actions
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Select Approve All or Deny All from the dropdown list
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5) What happens when I Approve an item?

When you approve an item, the information will automatically be updated within the reservation. As you can see below, approval was received for UCTR CK for this event and it has now left the workflow tab and has been approved in the system.
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Resources, Space Managers and the Requestor of the event are able to check the status of their event online. If an event has not been fully approved, everyone associated with the booking can look at which parts are incomplete:
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6) What happens when I Deny an item?

When you deny an item, the information will automatically be updated within the reservation. However, the following steps need to be taken after denying an event. When a resource is denied, the person who is denying the event MUST e-mail all parties associated with the event (requestor & other resources) as  noted below.  
1) From the Actions dropdown select Email Event Details
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2) Select To for all Related Recipients. Task Recipient emails will go to all approvers 
associated with the original reservation.
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Be as detailed as you can in this area stating why the action was denied. A link to the event will automatically be copied in the e-mail so everyone is able to access the booking. Tip: For example, catering might respond that services are maxed for that date. Content approvers might respond that other scheduled events serve the same audience and a different date is recommended.  Resources might respond that equipment is already reserved but alternate equipment could be supplied if desired. 

Cancel or Change Reservations 
Requestors are asked to use the email feature and original reservation within Scheduler to communicate cancellations and changes (once a reservation reaches a “confirmed” status, the requestor is unable to change the event logistics).  It is not unusual for a requestor to update only one department about changes or cancellations. If you are the first to become aware of a change or cancellation, notify everyone in the following way.  

1) From the original reservation record within your scheduler account, click on “Actions.”
2) Select “Email Event Details”
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3) Select all of the Related Recipient boxes and add any Additional Recipients you want to copy, including yourself. Task Recipient emails will go to all approvers associated with the original reservation.
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4) In the Message Body write us a detailed description of the changes required. Note the email already contains the URL to the reservation so there is no need to describe any other event information. 

For example, xx additional tables in xx room to be used as head tables. 
5) Click send when finished.
6) Within 72 hours of an event send the email as noted above AND phone Conferences and Events (253-535-7450).  Leave a detailed voice mail, if necessary.  This is particularly important near a weekend or holiday.  Some resources will charge a fee for cancellations or changes not received within 72 hours of an event. Conferences and Events will facilitate cancellations for resources once a phone call is received at 253-535-7450 or 253-535-7453. 
7) Conferences and Events will update the original reservation once notified.
1





2





3





Click all the Related Recipient Boxes and add additional contacts, including yourself.





This image is an example of the email you will receive on a daily basis.








This image is an example of the report which lists your pending items.























Approved means the Space Manager or Resource has approved the  physical space/resource.





Acknowledged means the space does not require approval from a Space Manager but information is still passed along.








In Progress means the task has not been completed.





From Actions, select ”Email Event Details”





Any additional individuals will need to be added manually, including yourself.





Any additional individuals will need to be added manually, including yourself.
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