Requesting Event Space at City Colleges of
Chicago Step-by-step Instructions

CITY COLLEGES
OF CHICAGO

All event space requests are submitted through 25Live.

1 Open City Colleges of Chicago webpage

Faculty & Staff Directories | Want To... Colleges

at ccc.edu.

Click on Event/Room Scheduling under
Faculty & Staff directory

Academic Calendar
Academic Catalog
AN Request
Brightspace

CCC Alert

Curriculum Development
Email

Employment at City Colleges
Event Calendar

Employee Portal
Faculty Forms

HR Self Service
Human Resources
Inspector General
Intranet

Library System
my.ccc.edu
Mavigate

OneDrive

OpenEBook

Policies

VIGO0 eguest

Schedule Events and Rooms
e oo
Supportive Intervention Team

Taleo Recruiting

Tenure Documents

Travel and Expense Reimbursement

Union Contracts
Workforce Connects
Zoom

2 Review City Colleges of Chicago Reques:

Instructions.

Please fill out all of the (*) fields to reserve your event. If you need any additional assistance, please contact the college designee you are
requesting your event to be held at here.

Regquestor is kindly requested to inspect the assigned rooms for capacity and layout 24-48 hours prior to the event, as moves of
furniture or equipment are not allowed.

3 Enter Date of the Event or First Date of the Date and Time - Requread (D)

Event, if there is a recurrence. =

Select the Start Date, Start Time, End Date, and End Time for the event. Please use the ACTUAL start and end times for events

To request multiple meeting dates and times select Additional Time > Repeating Pattern and follow the steps to select additional meeting
dates and times.

If additional time is needed for setup, take down, or for mingling before or after the event, use the Additional Time editors below (as
available) and add the appropriate number of minutes or hours desired.

Mon Jun 05 2023

« < June 2023 > »
s M T W T F s
28 20 30 31 01 02 03
0406 07 08 09 10
112 13 14 15 16 17
18 19 20 21 2 23 24
25 26 27 28 29 30 01

02 03 04 05 06 07 08 7

4 Enter the Start/End time of the event or 2:00 pm
the Start/End time of the first day of the

event, if there is a recurrence. E

3:00 pm A

v pi
2:00 pm
2:30 pm
3:30 pm

4:00 prm
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https://apps.ccc.edu/externalevent/request.htm
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CITY COLLEGES
OF CHICAGO

Pattern.

5a Choose the appropriate pattern. Once
chosen, click “Select Pattern”.

6 Ad hoc Pattern:
e Click on the dates required.

7 Daily Pattern:
e Choose “Daily”

e Click Repeats Every dropdown for
every daily option to choose.
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5 If there is a recurrence, click on Repeating

Requesting Event Space at City Colleges of
Chicago Step-by-step Instructions

[ Additional time ~

Click on the calendar below to add dates or click the Repeating Pattern button fo select a date pattern

« < June 2023 > »
8 M T W T F 8
31 01 02 03

28 29 30

oamos o7 08 09 10
9 (1213 | 14 |15 | 16 | 17
18 19 20 21 22 23 24
25 26 27 28 28 30 M

02 03 04 05 06 O7 08

Pattern Picker X

Does Not Repeat %

Does Not Repeat
Ad hoc
Daily

Weekly
Maonthly

Choose how you would like this to repeat

Canceli Select Pattem |

« < June2023 > »
S M T W T F ]
28 29 30 31 01 02 03
04 m 06 07 08 09 10
1 12 13 14 kel 16 17
18 190 21 2 23 24
2526 27 28 29 30 01

02 03 04 05 06 07 08

Pattern Picker X

Choose how you would like this to repeat| Daily s

Repeats every

day
other day

3rd day ough

4th day
5th day
6th day
7th day
8th day 1 iterations
gth day —

10th day
11th day

23

12th day
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CITY COLLEGES
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7a Daily Pattern, continued:

e Choose the last date of the
recurrence.

e Click “Select Pattern”.

7b Daily Pattern, continued:

e Orchoose the last number of
iterations.

e Click “Select Pattern”.

8 Weekly Pattern:
e Choose Weekly

e Click Repeats Every dropdown for

every weekly option to choose.

8a Weekly Pattern:
e Choose the day]s] of the week.

e Choose the last date of the
recurrence.

e Click “Select Pattern”.
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Pattern Picker
Regats avary

® Rupesis through
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Sabeet Teday

Choose how you would bke s 1o repest | Dady

Pattern Picker

Repeats every

-

day v

O Repeats through

Tue Jun 06 2023

® Ends after| 4

Iterations

Choose how you would like this to repeat | Daily

Ll

Cancel| [EEEREFTEN |

Pattern Picker

Cheose how you would like this to repeat| Weekly

Repoats avery

waek s

| other weak |
| 3rd wesk ~ Tue
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CITY COLLEGES
OF CHICAGO

8b Weekly Pattern:
e Or choose the day[s] of the week.

e Choose the last number of
iterations.

e Click “Select Pattern”.

9 Monthly Pattern:
e Choose Monthly

e Click Repeats Every dropdown for
every monthly option to choose.

9a Monthly Pattern, continued:

Requesting Event Space at City Colleges of
Chicago Step-by-step Instructions

Pattern Picker

Choose how you would like this to repeat| Weekly
Repeats every

wesk ]

“w

Repeats on

Sun Mon /| Tue Wed || Thu

Fri Sat

O Repeats through

Tue Jun 06 2023

@ Ends after| 4 iterations

Select Pattem

Pattern Picker

Choose how you would like this to repeal Monthly

Repeals every

manth = |

Ends after| 1 ARratons

e Choose Repeat by Day.
e Choose number of days.
e Choose either Start of the Month

or End of the Month.

9b Monthly Pattern, continued:

Choose Repeat by Position.

You will have the option to Add

additional Repeat Positions.
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Pattern Picker

Pattern Picker
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CITY COLLEGES Requesting Event Space at City Colleges of

OF CHICAGO Chicago Step-by-step Instructions

9c¢ Monthly Pattern, continued: First - -
. M Sunday v
e Choose Position dropdown.
e Choose Day of the Week. Second
1 Third i Monday
1 Fourth Tuesday
1 Fifth
Last Wednesday
| Second-to-last Thursday
Third-to-last Friday
Fourth-to-last Saturday
Fifth-to-last
9d Monthly Pattern, continued: Pactrn Picker

e Choose the day|s] of the week.

e Choose the last date of the
recurrence.

e Click “Select Pattern”.

9e Monthly Pattern, continued: Pattern Picker X

e Orchoose the day[s] of the week. | “= oo @ s 2 e

e Choose the last number of
iterations.

e Click “Select Pattern”.
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CITY COLLEGES
OF CHICAGO

10 Choose the City Colleges of Chicago
Campus or Satellite Campus where the
event to take place.

*Multiple campuses can be selected for a
single event request.

10a The campus[es] chosen will populate below
the list of options.

e The campus can be removed.
e You can View Occurrences.

e Enter additional Instructions.
e Enter the Attendance.

11 Type in the name of your organization.

Q) Search organizations

If your organization is currently in our
database, it will populate.

Last updated: June 5, 2023

Requesting Event Space at City Colleges of
Chicago Step-by-step Instructions

Campus(es) Requested - Requred ()

Locations Search ~

Auto-Load Starred:  No . Yes

Hide Conflicts Enforca Headcount
Your Starred Locations v Your Starred Locations x
Add Hame — Title —  Default — | Availabiity Conflict Details
Capacity
m Dawson Dawson 5999 il None
Technical Technical
InsHtute Institute Campus
Campus
m Harold Harold 999 " HNone
Washington Washington
Campus Campus
Hamy S Truman  Harry S Truman 8999 1" None
Campus Campus
Request Kennedy-King ~ Kennedy-King 5999 in None
Campus Campus
Malcolm X Malcolm X 2999 n None
Campus Campus
w Dawson Technical Institute Campus i

Dawson Technical Institute Campus  Capacity: 9999  Always Shared

Date Time Conflicts Layout Instructions Attendance

Tue Jun 06 2023  8:00 am - 9:00 am Asls (9999 = p

Remove fiew Occurrences

w Malcolm X Campus Malcolm X Campus  Capacity: 9999 Always Shared w
Date Time Conflicts Layout Instructions Attendance
Tue Jun 06 2023 8:00 am - 9:00 am Asls(9999 = p

Remove

Primary Organization (0

Select the Organization / Department responsible for the event by searching for the organization name.

Mote: If the search does not return the expected result, try limiting the search term to a key word in the organization name.

Search organizations v | Remove

Q, Search organizations
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CITY COLLEGES Requesting Event Space at City Colleges of

OF CHICAGO Chicago Step-by-step Instructions

Additional Details - Required (i)

12 Answer the following details.

* My Organization is listed above?  No Yes
* Qrganization/Company Name

For the time being, we require that you * Organizaton Adress
enter all of the details. At a later date, this  * wmizonciv

will be populated once you choose Yes for ~~ “""™™"

the question: My Organization is listed  rton e
above?. We need to make sure our profile ... . oo

for your organization has accurate * Organizaion' Approvers i
information. * Event Contact Name

* Event Contact Job Title

* Qrganization Zip

o

* Ewvent Contact Email Address
Additional Details - Required @ * Event Contact Phona Number

* Billing Address

* My Organization is listed above?  No .Yes

* Billing City
* Billing State
* Billing Zip
* Type of Event =
12aClick Yes to the Yes/No questlon will * Room Type(s) Requested (if more than 1 room type is needed, select Other)
populate additional questions. -
v
* Brief description of materials to be distributed by Permittee 4

*

Will fees be charged to attendees? | No . Yes

* Provide the fee amount and reason for fee ©

* Do you anticipate delieveries at event? No Yes

* Do you plan on serving food and/or beverages at this event? MNo @ 1 Yes

* Do you expect media and/or elected officials at this event? No Yes

* Describe AudioVisual and Technology nesds for your avent ©

* Do you require AudioVisual/IT support during the event? No Yes

* Setup/ Spacial Request ©
13 Enter the name of our event. Name/Title of Event - Required (1)

Please enter a name that clearly deseribes the event. 40 Character limit.
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CITY COLLEGES Requesting Event Space at City Colleges of

OF CHICAGO Chicago Step-by-step Instructions

14 Provide a detailed description or purpose ~ Event Description/Purpose of Use - Requred ()

of use of the space. =]

Describa your event in detail. Enter additional publicity information about the event here. Please note that this information will appear in

tha 25Live Event Datail View a5 well 25 ba displayed on published calendars.

File Insert Table Wiew Format Tools

9 @ B I Y A~ # v Sstemfont ~ 12pt v &

15 Enter the number of attendees expected.  Expected number of attendees - Required (i)

Please enter the expected atiendance for the event.

16 Click Preview to review your request.

Cancel FPreview

Click Save to submit your request.

Click Cancel to close out the request form.

An email confirmation of your request will
be sent to the email you provided in the
request.

The request will be sent to the appropriate
campus personnel for reviewing and
processing.

END OF PROCESS.

Last updated: June 5, 2023 Page 8



