Guide to
Reserving Spaces
using
Eveninmym/iloewer

http:/ /eventviewer.anokaramsey.edu

http://eventviewer.anokaramsey.edu - guide version 4



http://eventviewer.anokaramsey.edu/

Welcome to Event Viewer.

Event Viewer is an online events calendar where you can view what is happening at the college, check room
availability, and reserve spaces for non-academic events.

To begin, go to http://eventviewer.anokaramsey.edu
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This is the main page for the Event Viewer. It will store all Building Use Permit (BUP) information for both
campuses. The current BUP process will be phased out once Event Viewer is operational.

It will also be used to generate a weekly schedule for Coon Rapids, replacing the current email notification process,
and it will provide Cambridge with a weekly schedule of events in lieu of the Outlook calendar of Room
Reservations.

The events that are available for public viewing are displayed, while events that are “not for public viewing” are
hidden from view.

This Event Viewer calendar can be viewed as a grid (Figure 1), or as a list (Figure 2).
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Choosing different options in the “Event Quick Search” box allows you to:
o Search events by name
o View events by day, week, or month
o View or Search events by using a predetermined filter
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Room Requests

To make a room request, click on "My Requests.”

Lookup

™S
Events Locations My Requests My Workflow u

By Date | Catalog | MyRe “ders

ANOKA-RAMSEY

COMMUNITY COLLEGE
CaMmBRIDGE - COON RapiDs

‘ Events for the Week of Nov 22 2009 }

Vview as a grid

Sun Nov 22 2009
Event Start End Location

Mon Nov 23 2009
Event Start End Location

Nursing Dept Mtg 08:00 AM  10:30 AM  MISSISSIPPI ROOM C270
Math Test for Online Students  01:00 PM  03:20 PM B 200

(Event Qu
Name

Starts With =

ey | | week | [Month

A No, »
Su Mo Tu h Fr Sa
12 3 45 6 7
8 9 10 11 12 13 14
15 16 17 18 16 30 21

22 23 24 25 26 27 28

930 1 2 3 & 5

Coon Rapids Events
Coon Rapids Fall 2009
Classes

Daily Events

@ Internet | Protected Mode:

On

Figure 3

Lockup

New Request | Pendil | Approved
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User Logon

Username: snippe

Al times are local for Central Time, U.S.A (Central), Canada (Central), Mexica,
Questions? Commants? Please contact the scheduler.

Login to the EventViewer with the same username and password used when logging into computers on campus.
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Figure 4
Enter your Username and Password; then select “Log On.”

You are now ready to request your event!
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The RED fields are required and must be completed. Fill in all additional

relevant fields.

Request an Event
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@ None
 Ad Hoe
November
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Please fill in as many details as possible. Required fislds are labsled liks this.
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If the event occurs at the same time on multiple dates, you may use the “Ad Hoc” feature.

To use the Ad Hoc feature:
Step 1: Select “"Ad Hoc”

Step 2: Choose the next date for the event; click “Enter.”

Step 3: Repeat Step 2 for all additional dates. Each date will show up in the drop down box.
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End: | December
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Figure 6
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Scroll further down the page to choose Spaces, Resources, Comments, and a Description.
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Specific space:

Space Preference:
@ Specific Space: | (Unspecified) |~ |

© Any Space In: Unspecified) M1 [=]
O other: T106
- . T208

Figure 8

Any space in:

Space Preference:
© Specific Space: | (Unspecified)[+]
® Any Space In:
© other:

Resources: Coon Rapids Campus: S - T Rooms
Food Service 0 ITV Rooms

Room capacity 30 or less

Room capacity 31 or more

Training & Development Center

Smart Cart o

Figure 9

Or, specify your list of preferred spaces to check first in the “Other” category.
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Resources, Comments, and Description

Resources:

Food Service 20 (Number)

Smart Cart 0 (Number)
Comments:

Zdd to Public Events Calendar -
Description:

description of event =

Figure 10
Resources: Select the resources needed for the event. (This area will eventually include more options.)

Comments: Note here if the event is to be displayed on the college website Events Calendar. All special notes
should also be included in this area.

Description: Include a brief description of the event. This information will be viewable to the public.
Select “"Next” to review and/or edit the request.
All the information requested is included in the Event Request Summary.

Review and carefully double-check all information before submitting the request.

Event Request Summary

NOTE: Your request has not yet been processed.

Event Name:

Event Title:

Event Type:

Sponsoring Organization:
Expected Head Count:
Start:

End:

Date Summary:

Space Preference:
Resources:
Custom Attributes:
Requirements:
Comments:
Description:

Educational Services Unit Meeting
Jill Snippen

Meeting

Educational Services

December 1 2009 08:30 AM
December 1 2009 12:00 PM
Ad Hoc Dates:

12/8/2009

12/15/2009

12/22/2009

No Space Was Selected.

Add to public events cae}

add a description of event

Done

SubmitRequest !

Make Changes

Please carefully review the information above. If everything is correct, submit it now; otherwise, make changes and then submit it.

m

Q Internet | Protected Mode: On

G v H100% v

Figure 11
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If changes are required, click on “"Make Changes.”

Event Request Summary

Event Name:
Event Title:

Educational Services Unit Meeting
Jill Snippen

Event Type: Meeting
Sponsoring Organization: Educational Services

Expected Head Count:

Start: December 1 2009 08:30 AM
End: December 1 2009 12:00 PM
Date Summary: Ad Hoc Dates: =
12/8/2009
12/15/2009
12/22/2009
Space Preference: T 208

Resources:
Custom Attributes:
Requirements:
Comments:

Add to public events calendar

Description: add a description of event

NOTE: Your request has not yet been processed
Please carefully review the information above. I everything is correct, submit it now; otherwise, make changes and then submit it.

Make Changes -

.Submit Request |

Done ﬂ Internet | Protected Mode: On f3 >~ ®100% -~

Figure 12
Select “Submit Request.”
This request is now complete and has been submitted for booking.

An Event Request Confirmation is displayed; however, the event is not yet booked or confirmed.

My Workflow
| Approved

Events Locations My Requests

| Pending

Mew Request

Event Request Confirmation

Event Name: Educatienal Services Unit Mesting

Event Title:

Reference Number:
Ewvent Type:

Sponsoring Organization:
Expected Head Count:

Rasources:

Custom Attributes:
Requirements:
Comments:

Description:

Jill Snippen
2005-A8A070)
Meeting

Educational Services

Start: December 1 2009 08:30 AM
End: December 1 200% 12:00 PM
Date Summary: Ad Hoc Dates:
12/8/2009
12/15/2009
12/22/2009
Date List: Dec 01 2009
Ciec 08 2009
Dec 15 2009
Dec 22 2005
Space Preference: T 208

Add to public events calendar

add a description of event

Request another event

Figure 13

Request another event, or log-off.
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A Request Confirmation email from the R25 Team is sent to the requestor. This is an automatic email notification
indicating only that the request has been received; the event is not yet booked.

Times New Roman v 12v B I U :=:

Il
i
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¥
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Dear Snippen, Jill,

We have received vour request for the following event, and will process it as soon as possible.

Please quote the reference number 2009-AAADZ(Q) in future correspondence.

Event Wame: Educational Services Unit Meeting

Event Title: Jill Snippen

Event Type: Meeting

Sponsoring Organization: Educational Services

Expected Head Count:

Start- December 1 2009 08:30 AM

End: December 1 2009 12:00 PM

Date Summary: Ad Hoc Dates: 12/8/2009 12/15/2009 12/22/2009
Date List: Dec 01 2009, Dec 08 2009, Dec 15 2009, Dec 22 2009
Space Preference: T 208

Resources:

Custom Attributes:

Fequirements:

Comments: Add to public events calendar

Description: add a description of event

Thank vou for using WebViewer.

Your R25 Team.

Select “"Pending Requests” to view requests submitted.

New Request | Pending | Approved

nnnnnnnnnnnnnn
Campringe + Coon Rarr

con [P
Events Locations My Requests My Workflow ( IANOKA—RAMSEY

My Pending Requests

Event Name Referance StartDate Status Scheduler
Edit Educstionsl Services Unit Meeting  2008-A%DZQ  Des 01 2008 Dt Webviewer Scheduling
Edit test meeting 2005-AMDZM  Nov 11 2008 Draft  Webviewer Scheduling

Edit testoct 7 005-A8DZH  OtO7 2008 Draft  Webviewer Scheduling

iz ara focsl for Cantral Time, U.5.2 (Santrar), Canasa (Cantrar, Haxca.
Questions? Commans? Plaase comtact the scheuler

Figure 14

This is the final opportunity to edit the event (select “Edit” to make your changes; resubmit). Once requests have
been acted on by a scheduler, you can no longer edit the event.
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Confirmation of Event Reservation

The R25 Team of Schedulers includes several key individuals with responsibility and authority to book certain areas
and rooms at both college campuses. Each Scheduler has access and responsibility to monitor requests throughout

the day. Upon receipt of an event request in the area of their responsibility, the Scheduler will book the event and
send a Booking Confirmation via Outlook email.

From: Josh Anderson

To: 3l Snippen

Ca

subject: R25: Educational Services Retreat [2009-AAAEAF]

“Jiigisage | £ R253F.NtmI 7 KB}

200s-axsesFEducational Services Retreat
Jill Snippen

Event Type: Meeting

Event State:  Confirmed

Description: training for Ed Services Team

Organization: Educational Services
Requested By: Snippan, Jill

Phone

Fax

E-mail Jill.Snippeni@anokaramsey.edu

Reservation(s) Date Pattern

Rsrv_2394 From 11:30 AM to 01:30 PM. Repeat on Tue Dec 15 2009, Thu Dec 17 2009, Fri Dec 18 2009.
Expected Head Count: 16

Space Assignment(s): p 107

Meeting dates confirmed.
josh

Figure 15

Please open that confirmation notice and read the information thoroughly to verify accuracy.

Educational Services Retreat

Jill Snippen

Event Type: Meeting
Event State: Confirmed
Description:

training for Ed Services Team

Organization: Educational Services
Requested By: Snippen, Jill

Phone
Fax

E-mail Jill.Snippen@anaokaramsey.edu

RSIv_2394
Expected Head Count 16

Event Start End Reservation Start End

Comments
Tue Dec 15 2009 11:30AM 1:30PM 11:30AM 1:30PM
Space Assignment(s): D 107 16
Event Start End Reservation Start End Comments
Thu Dec 17 2009 11:30AM 1:30PM 11:30AM 1:30PM
Space Assignment(s): D107 16
Event Start End Reservation Start End Comments
FriDec 18 2009 11:30AM 1:30PM 11:30AM 1:30PM
Space Assignment(s): D107 16
Figure 16
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After the requested event has been approved and booked, it will be located in your “"Approved Requests” folder in

the Event Viewer. Approved Requests are listed in alphabetical order.

Lookup

New Request | Pending | Approved

Welcome, Snippen, Jill. Log Out]

V &
Events Locations My Requests My Workflow ‘ lANOKA‘RAMSEY

COMMUNITY COLLEGE
CaMBRIDGE + CoON RaArpIDS

My Approved Requests (Future Only)

View: Only Requests with Reservations in the Future or All Requests

Event Name Start Date Location Status Scheduler

All times are local for Central Time, U.S.A (Central), Canada [Central), Mexice.
Questions? Comments? Please contact the scheduler.

Educational Services Unit Meeting Dec 01 2009 Confirmed  Webviewer Scheduling

Figure 17

Cancel, Edit, or Revise a Confirmed Reservation

When it is necessary to cancel or change a confirmed reservation, contact a Scheduler via email instead of

submitting an additional request. In your email please include:

Event Title

Date

Space

Changes requested

O O O O

The scheduler will process your request and notify you via email when the changes have been made.
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Checking Space Availability

To check space availability, click on the “Locations” tab of the Event Viewer.

Events Locations My Requests My Workflow
ByDate | Byl -
4 Events for Tuesday Nov 24 2009 p
View as 3 list
Err——
pio =
d
pies =
a i
Legend
[
Figure 18

Next, select a space category to search. There are several different searches available to select from.
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Figure 19

The shaded area indicates that the space is booked. When the mouse is hovered over the shaded area, a box will
appear with the title of the event.
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Clicking on the shaded area will bring up a pop up box with the specific details of the event.

@ R25 WebViewer: Reservation Detail - Windows Internet Explorer EIL
e ——
|ﬂ http://eventviewer.anokaramsey.edu/wv3/ww3_servlet/urd/run/wv_event.Detail?id=30062 | kA |
-
|cNET 2114 01 |
Fundamentals of Linux/UNIX
State: Tentative
Time: Tue Nov 24 2009 03:40 PM to 06:20 PM
Location: D 102 Computer Lab

(30 expected)
Organization: COMPUTER NETWORKING,/TELECOMM Dept

Description:

m

Meetings On or After Today

Meetings Before Today

Additional Meeting Patterns

0 Internet | Protected Mode: On fy v H10% ~ i !

Figure 20
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