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Login and Navigation

Log into the UniTime web site using your customary university username and password or the
password provided by your system administrator. The URL of the login page should be provided
by the organizational unit responsible for scheduling events to the locations of interest.
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The Event Management application is available under the Events menu.
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View Scheduled Events (Events Page)

To view an event or set of events, open Events > Events in the menu. The Events page will look
similar to the screen capture below:
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The Events screen is the primary starting place for anybody interested in events and associated
meetings - be it a student looking for activities of a student organization or an event manager
looking for room reservation requests requiring approval.

Searches for events scheduled in the system are filtered by academic session and by
information entered into two additional filters. The Event Filter input area allows selection of
events by name, type, sponsoring organization, mode, date, day of week, and time. The Room
Filter input area allows selection of events by their room placement. Rooms can be filtered by
name, department, room type, room feature, room group, building, and occupant capacity. Filter
criteria can be entered directly in the input area or selected from a dialog box activated by
clicking on the triangle symbol at the right hand side of the input area. The event filter defaults
to "My Events" (i.e., all events requested by the user) and the room filter defaults to "Events"
(i.e., only rooms that are enabled for event management in the selected academic session). The
last selection in these input boxes is reflected in the page URL and remembered in the browser
cookies. This allows the page to be refreshed without losing the last selection.

The listed events can be displayed in a grid (Timetable tab), as a list of events (List of Events
tab) or as a list of individual meetings (List of Meetings tab). The events can be also filtered
down to a particular room or week in the semester. The search output is limited to 10,000
meetings.

Event Filter

The Event filter is a component used on the Events page and several other pages to select a list
of events (and their meetings) to be displayed on the page. It allows selection of events by their
name or sponsoring organization, by their type (e.g., class events), of a certain manner (all
events, my events, approved events, etc.), by a requestor, before or after a given date, by a day
of week, or the meeting time. It can also notify the page that conflicting events are to be
displayed as well, or it allows the display of events from other academic sessions.

While the event filter appears as a single text input area, it has a lot of functionality. Information
can be entered as text using just the keyboard. While typing, a list of matching suggestions is
displayed below the box. These suggestions include matching events along with other filtering
options (e.g., an event type or a sponsoring organization that all the matching events must
have). Suggestions can be browsed using the Up and Down arrow keys. A suggestion is
selected by typing Enter or by clicking on a suggestion using a mouse. If a selected suggestion
is an event, its name gets entered in the text field, otherwise it is put into the filter as a colored
box (called a Chip) just before the text entry area. This allows filtering events by several criteria
at once. For instance, on the right hand side example we are looking for all special events



(event type is Special), that are already approved (Approved Events mode) and contain "team"
in their name. Some chips of the same type (e.g., event type or a day of week) can be
combined together (a meeting must be on Monday or Wednesday for instance), some chips are
allowed only one for each type (indicated by the color of the chip, e.g., mode or the start date).
A chip can be removed from the filter by hitting the little x at the right side of the colored box or
by pressing Backspace at the beginning of the text area (i.e., when there is no character to
remove). All of the entered data can be removed from the filter by clicking the big X button on
the right most side of the filter box. A list of suggestions appears automatically as the text is
being entered in the text field, or when the Down arrow key is pressed at the end of the entered
text.

-|Appm1.red Events * |team

Academic Team (1)

Equestrian Team (2]

Solar Racing Team (1)

AF Drill Team

All Team Meeting

Ariba Core Team Training for Procurement Services

Army Drill Team 4
Assessment Team Meeting

BGR Team Super Kickoff i
BGR Team Super Trainings

Convos Points Tearm Meeting

IT-00C video Conference Team

MROTC Crill Team

Priarity Points System for Convos team meeting

ry

Relay For Life Team Captain Meetings
Relay For Life Team Captain Meetings
SASA Thaalam Rooms for Teams
Speech and Debate Team Practice
Student Veterans Advisory Team
Team Leader Call Outs

The filter can also be used with a mouse. By clicking on the drop-down (triangle shaped) icon on
the right side of the input area, a window is opened displaying all of the options. This is a very
useful feature for someone not very familiar with existing event types, modes, sponsoring
organizations, etc. The window is closed by clicking on the drop-down icon for the second time
(notice that it changes its orientation when the window is opened) or when the event filter
component loses its focus (e.g., when clicked outside of the component or some other
component is focused by pressing the Tab key). The list of available options is automatically
updated based on the current content of the event filter (e.g., a sponsoring organization with no
matching event will disappear from the list). The number in the brackets next to the option
shows the number of events (out of the events already matching the filter) that match the option.
A selected chip can be also unselected by clicking on the appropriate option for the second



time.

For instance, if the Special type is selected, clicking on the Special type for the second

time will remove the Special type from the filter (the Special chip will disappear).

ry
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Besides a name of an event, the event filter allows for the following options:

Type: Type of event. There are Class Events that correspond to classes along with
Final Examination and Midterm Examination Events that correspond to final and midterm
examinations respectively. These events cannot be created through the event
management pages, but are instead controlled through the course and examination
timetabling functions of UniTime. Ordinary events are called Special Events. There are
also Course Related Events that are like special events, but can be linked with a course
or a class (in a similar manner as examinations). When a course related event is being



set up, it will show the related students (based on its courses or classes) and their
conflicts. Also, if a course related event requires students to attend the event, it could
show as a conflict for other events that are overlapping in time and for examinations
during their timetabling. This is useful for instance for setting up special midterm
examinations that do not follow the pre-defined examination periods. Finally,
administrators and event managers may also set up unavailability events that mark a
particular room or rooms as not available for event management during certain periods.
Unlike all other events, unavailability events show as a grayed out area on the timetable.
Sponsor: Sponsoring organization of the event.

Mode: Only events of a certain manner are to be displayed. There are the following
modes. Please note that some of them are only available to certain users (event
managers and administrators).

o All Events: All events are to be displayed (no filtering)

o My Events: Only events requested by the user are to be displayed. These are all
events where the user is listed as the main contact of the event.

o Approved Events: All events that are approved. There is an approval process.
Newly created events are usually in a pending state until the appropriate event
manager approves, cancels or rejects the event. During this time, the owner of
the event can delete or cancel the event (or some of its meetings). Once an
event is approved, it may only get cancelled.

o Not Approved Events: All events that are not approved. These are all events
that are in a pending state.

o Awaiting Events: All events that are awaiting approval. These are all events that
are in a pending state that have not happened yet. That is all pending events that
meet today or in the future. In other words, the difference between Not Approved
Events and Awaiting Events is that Awaiting Events do NOT contain events that
already took place (and there is no point in approving them any more).

o Awaiting My Approval: Events that are awaiting approval and that can be
approved (or rejected) by the user (only available to event managers and
administrators).

o Conflicting Events: Event meetings that conflict with another event. That means
that there is a meeting of another event that uses the same room and overlaps
with the meeting in time.

o Cancelled / Rejected: Event meetings that are cancelled or rejected. Usually,
cancelled or rejected meetings only show in "My Events" mode, or when looking
at events requested by a given user (event manager only).

o Expiring Events: All events that are awaiting approval and have an expiration
date set. These events, if they are not approved by the given expiration date, will
be automatically cancelled (expired). This mode is only available when there is
an expiring event to be displayed.

e Requested By: All events (including cancelled and rejected meetings) requested a
particular user. This option is only available to event managers and administrators.



e Display Conflicts: For an event, if there is a conflicting event, it will be displayed with
the event in the list of events or meetings.

e All Sessions: The search will return events from other academic sessions (that have the
same academic initiative) as the selected academic session. This is particularly useful
when requesting events of a particular user or sponsoring organization or a given name.
Date: First and/or last day of the event meeting(s) to be displayed.

Time: Start and/or end time of the event meeting(s) to be displayed. When used, all
meetings that overlap with the given time frame will be returned. So for instance, when
events between 8 am and 9 am are requested, 7 am - 8:30 am will show up as well.

Notes

As it was mentioned above, when an event meeting is created, it is in a pending (awaiting
approval) state until the appropriate event manager approves the meeting. While a meeting is
awaiting approval, it is still blocking the desired room for other events (another event trying to
use the same room at the time would have a conflict). Once a meeting is approved, it also
blocks the room from course and examination timetabling. A meeting awaiting approval can be
deleted by the owner (leaving no trace in the system). Once approved, it can only be cancelled
(and it will show on the event as a cancelled meeting).

Room Filter

The Room filter is a component used on the Events page and several other pages to filter the
list of rooms that are displayed on the page. It allows selection of rooms by department, room
type, room feature, room group, building, and size. It also allows displaying only rooms that can
be used for events (i.e., rooms that have the event management enabled) and rooms that are
nearby to a selected building or buildings.

[Event ] [Eassrooms ¥]| compurer ~ | [BRNGH] [EEX] o= 1222

While the room filter appears as a single text input area, it has a lot of functionality. Information
can be entered as text using just the keyboard. While typing, a list of matching suggestions is
displayed below the box. These suggestions include the matching rooms as well as other
filtering options (e.g., the name of a room feature that all the matching rooms must have).
Suggestions can be browsed using the Up and Down arrow keys. A suggestion is selected by
typing Enter or by clicking on a suggestion using the mouse. If a selected suggestion is a room,
it gets entered in the text field, otherwise it is put into the filter as a colored box (called a Chip)
just before the text entry area. This allows filtering rooms by several criteria at once. For
instance, in the right hand side example we are looking for all event rooms that are classrooms
(room type is Classrooms), that have a computer (Computer feature) and start with "gr". Some
chips of the same type (e.g., room feature) can be combined together (meaning a room must
contain both selected features for instance, or be in one of the selected buildings). Some chips



are allowed only one for each type (indicated by the color of the chip, e.g., selected department
or size restriction). A chip can be removed from the filter by hitting the little x at the right side of
the colored box or by pressing Backspace at the beginning of the text area (i.e., when there is
no character to remove). All entered data can be removed from the filter by clicking the big X
button on the right most side of the filter box. The list of suggestions appears automatically as
the text is being entered in the text field, or when Down arrow key is pressed at the end of the
entered text.

[Event x| [Classiooms ¥] computer o

Central Campus
Classroom
Marth Campus
Remote Campus
South Campus
Village Area
GRIS - Grissom Hall (&)
GRIS 160

GRIS 166

GRIS 170

GRIS 180

GRIS 276

GRIS 280

The filter can be also used with a mouse. By clicking on the drop-down (triangle shaped) icon on
the right side of the box a window is opened displaying all of the options. This is a very useful
feature for someone not very familiar with existing room types, features, groups, etc. The
window is closed by clicking on the drop-down icon for the second time (notice that it changes
its orientation when the window is opened) or when the room filter component loses its focus
(e.g., when clicked outside of the component or some other component is focused by pressing
Tab key). The list of available options is automatically updated based on the current content of
the room filter (e.g., a room feature that is not present in any of the matching rooms will
disappear from the list). The number in the brackets next to the option shows the number of
rooms (out of the rooms already matching the filter) that match the option. A selected chip can
be also unselected by clicking on the appropriate option for the second time. For instance, if the
Computer feature is selected, clicking on the Computer feature for the second time will remove
the Computer feature from the filter (the Computer chip will disappear).



[Event x] [Classrooms ]| compuer | [>=50x] .
DEPARTMENT

All Departments

TyrE
Classrooms (75) Conference Rooms (1) Special Use Rooms (1)
FEATURE
2 Computer Projectrs (30] 2 Document Cameras (7] 3 Computer Projectrs (2]
Audio Recording (35) Chalkboard < 20 Ft. (13] Chalkboard == 20 Ft. (53]
Computer (75] Computer Projection (75) Document Camera [(64)
ECHO360AudioBVideo (16) Fixed Seating (52] Horseshoe Arrangemnt (3)
Movable Seats (24) Overhead Projector (42) Tables and Chairs (32]
Tablet Arm Chairs (42) Theater Seats (1) Tiered Seating (53]
Group
Central Campus (17) Classroom (75] Morth Campus (28]
Remaote Campus (5] South Campus (15) Village Area (10)
BuILDInG

ABE - Agricultural and Biclogical Engineering (2)

ARMS - Neil Armstrong Hall of Engineering (4)

BCHM - Biochemistry Building (1)

BRNG - Steven C. Beering Hall of Lib Arts & Ed (2)
OTHER

Mir: | 50 Max: | @Dnl*f event locations Include close by locations

Finally, the component also allows for boolean expressions. In these, most of the chips can be
used as well, in the format type:value (see the mouseover tooltip on a chip to see how to enter it
as a text). For instance, the following query

flag:ewvent and (building:ENAD or building:MSEE) and (type:Classrooms or size:==100)

returns all event rooms that are in ENAD or MSEE building and that are of type Classrooms or
have at least 100 seats. If a value of a chip contains spaces, use quotation marks, e.g.,
feature:"Tablet Arm Chairs".

Options

Besides a name of a room (or location in general), the room filter allows for the following
options:
e Department: Department of the room. If only event rooms are to be displayed, it is the
event department of a room. If all rooms are to be displayed (Only event locations toggle
is unchecked), room sharing is also used. This means that all rooms into which a
selected department can timetable will match the filter. The department drop down also
allows for Managed Rooms for a timetabling manager (this is all the rooms that are
shared with one or more departments of the manager), Final or Midterm Examination
Rooms (rooms in which a final or a midterm examination can take place).



Type: Type of the room. If used, only rooms matching the selected room types will be
accepted.

Feature: A room feature that the room must contain. If multiple room features are
selected, a room must contain all of the selected features. It is possible to split room
features by type (e.g., seating type features can be grouped together into a "SEATING
ARRANGEMENT" block).

Group: Room group of the room. If multiple room groups are selected, a room must be
of at least one of the selected groups to be accepted.

Building: Building of the room. If multiple buildings are selected, a room must be in one
of the buildings (unless close by locations are also included).

Size: The minimal and/or a maximal size of a room can be defined. For suggestions,
start typing in the size, or use <, <=, >=, > operators (e.g., >=100 for all rooms of at least
100 seats). A range can be typed in as min..max (e.g., 10..20 for rooms of size between
10 and 20 seats).

Include event locations: If checked (which is also the default for many event pages),
only rooms that are enabled for event management are accepted. These are the rooms
where an event can be requested using UniTime. More precisely, they are rooms that
have an event department defined, the department has the event management enabled,
and the event status is different from No Event Management.

Include close by locations: If checked and at least one building is selected, rooms that
are in a reasonable distance from the selected buildings are also included in the list. For
the distances, rooms' coordinates and travel times (if defined) are used. The distance
limit defaults to 670 meters (or 10 minutes).

Notes

If there are a lot of room features, it is possible to split room features by type (e.g.,
seating type, projection equipment). It is also possible to hide some of the types that are
more useful for timetabling than events from the event management. See Room Feature
Types page for more details.

The close by locations distance limit can be changed by application property
tmtbl.events.nearByDistance (integer number in meters, defaults to 670). For
the conversion between distance in meters and travel time in minutes the application
property tmtbl.events.distanceSpeed is used (number of meters traveled in a
minute, defaults to 67.0). The default is set so that 1 kilometer roughly translates to 15
minutes of travel, with the nearby rooms being 10 minutes from the selected building.
Suggestions can be used to quickly see the rooms that match the filter. Press the Down
arrow key to display suggestions below the filter even when there is no text entered.
Only the first 20 suggestions are displayed.


http://help.unitime.org/Room_Feature_Types
http://help.unitime.org/Room_Feature_Types

Timetable

Events can be displayed in a calendar-like Timetable. In this view, multiple rooms and/or weeks
can be either displayed together, or filtered further using the drop down boxes to the left and
right of the tabs (see "All Matching Rooms" on the left side, or "All Matching Weeks" on the right
side). When only one room is displayed, or there are multiple rooms (but less than 20) in a
single week, the Timetable view is changed so that each day in each room is displayed
separately.

Mon Man Nan

01/0  01/28 - 03/04 0318 - 04722
7:30 T:30a-8:30a 7:30a - B:30a
(801 (B0 mins) (60 mins)

ﬁ MA 26600 430 MA 28800 43(

When one or multiple rooms in one week are displayed, the grid allows for a mouse selection of
available time that can be used to create a new event when the Add Event button is clicked.
The mouse selection is highlighted in light blue, and it can be deleted by clicking on the little x in
the top right corner. The selected block of time can be also dragged around the timetable grid
or changed by moving its corners or edges. Multiple selections can be made across the
requested rooms and weeks. The selection is remembered when a different room or week is
selected, but it will be lost when the Search button is clicked or the user leaves the page.
Please note that the ability to select a particular time in a room does not necessarily mean that
the time is available. For instance, if only Special events are displayed, it is possible that there
is a class event overlapping with the selected time. When the Add Event button is clicked, the
room availability is checked and any conflicting meetings are displayed in red in the Meetings
table of the Add Event page.

Each meeting is displayed as a box, featuring its name, time, date, and some additional
information. Shaded areas above and below each box are used to display any setup and
teardown times, respectively, that are associated with the meeting. In the above example, the
MA 26600 class event is scheduled from 8:30 am to 9:20 am, but it occupies the room till 9:30
am. This means that any subsequent meeting in this room cannot start earlier than 9:30 am,
allowing a 10 minute buffer for the students to move between classes and/or events. For
events, we distinguish between Published Time (time printed on the event, i.e., 8:30 - 9:20) and



Allocated Time (time blocking the room). The difference between these two times is displayed
as Setup Time (at the beginning of the meeting) and Teardown Time (at the end of the meeting).

MName: MA 26600

Section: 43085-081

Type: Lecture

Title: Ordinary Differ Equatn
Mote: Evening Exams Required
Date: 03/18/2013 - 04/22/2013

Published Time: 8:30a - 9:20a
Allocated Time: 8:30a - 9:30a

Location: ME 2053
Enrollment: 39 of 10
Instructor: Sengul, Mustafa Taylan

Approved: 09/26/2012

Additional information about a particular meeting can be seen in a small yellow tooltip window
that is displayed in the bottom left or right corner when the mouse is hovering over the
appropriate box.

The start and end time of the Timetable grid is automatically adjusted to show all the events
meeting the filter and the selected room(s) and week(s). If needed, the start and end times can
be manually enlarged by setting start and end time in the Event Filter. Similarly, Saturdays and
Sundays are only displayed if needed.

List of Events

The List of Events table shows all events matching the filter. The list of events can also be
filtered further by the room and week selections (to the left and right of the Timetable, List of
Events, and List of Meetings tabs). Unlike the List of Meetings table, multiple meetings can be
shown in one line. These are meetings that meet at the same time, in the same room, and are
have the same approval status.

Various columns can be selected. A column can be shown or hidden by clicking on the More
button, or by clicking on the appropriate column header.



Published Time Location Ca
¥ Published Time
O Allocated Time
O Setup

O Teardown

# Condense Repetitions

Sort by Published Time

UNI Events®

e e
Filter Add Event Search

Academic Session: |spring 2013 (PWL)

Muller, Tomas

Event Filter (BB (Fpproves B oo v X
Foom Fiter: | ) D S vx
Room events for Spring 2013 (PWL) Print Export More *
All Matching Rooms All Matching Weeks
@ Name Type Date Published Time Location Capacity Instructor / Sponsor  Approved
() All Team Meeting Special Sun 01/06, 2013 7:00p - 10:00p  LILY 1105 445 Purdue Crew 11/06/2012
("1 BGR Team Super Kickoff Special Thu 01110, 2013 5:45p - 9:30p BRNG 2280 118 12/17/2012
H H BRNG 2290 82 H
() BGR Team Super Trainings Special Thu 01/17, 2013 6:00p - 9:00p ME 1009 54 12/17/2012
H H ME 1051 50 3
H H ME 1052 63 3
H l ME 2061 78 3
Thu 01/31, 2013 H ME 1009 54 H
i i ME 1051 50 H
H H ME 1082 63 3
H H ME 2061 78 3
Wed 02/27, 2013 H ME 1009 54 H
H H ME 1051 50 3
H H ME 1052 63 3
H H ME 2061 78 H
Wed 03/20, 2013 H ME 1009 54 H
H H ME 1051 50 3
H H ME 1052 63 3
H H ME 2061 78 3
Thu 04/04 - 04/11, 2013 H ME 1009 54 H
H H ME 1051 50 3
H H ME 1062 63 3
H H ME 2061 78 3
‘Wed 04/24, 2013 H ME 1009 54 H
H § ME 1051 50 3
i i ME 1052 63 H
H H ME 2061 78 H
) Relay For Life Team Captain Meetings Special Tue 02/05, 2013 6:30p - 8:30p KRAN G020 53 Colleges Against Cancer 12/18/2012
Tue 03/05, 2013 H H H H
Tue 04/02, 2013 H H i H
| Relay For Life Team Captain Meetings Special Wed 02/08, 2013 6:30p - B:30p KRAN G018 53 Colleges Against Cancer 12/14/2012
‘Wed 03/06, 2013 H i i i
(] Team Leader Call Quts Special TWTh 01/22 - 01/24, 2013 6:30p - 8:30p  WTHR 200 480 1201712012
| Team Leader Trainings Special Tue 04/02, 2013 5:30p - 9:30p CL50 224 470 12017/2012
H H LILY 1108 445 H
Wed 04/10, 2013 H MTHW 210 220 H
Tue 04/16, 2013 H CL50 224 470 H

Add Event Print Export More ¥




Within an event, the meeting information (date, time, location, approval) can be repeated on
each line, or if it is the same as above, it can be condensed by displaying a wavy line instead
(e.g., click on the Published Time column header and select or unselect the Condense
Repetition toggle). This makes the page a little easier to glance over. For instance, in the
example on the right side, all the meetings of the BGR Team Super Trainings event are from 6
pm till 9 pm, on six different days, each in four different rooms.

The table can be sorted by a particular column. To do so, click on the appropriate column
header, and select the Sort by ... option. The second click on the same Sort by ... option will
reverse the order. This is indicated by the arrow next to the column name pointing up or down
(reverse order).

If allowed, the first column (named ©) can be used to select a particular line or lines and for
instance to approve all the appropriate meetings.

List of Meetings

The List of Meetings table is very similar to the List of Events table, however, each line always
represents a single meeting. This can make for a much longer table, but it allows selection of a
particular meeting or set of meetings to be approved, inquired, cancelled, or rejected.

This view also allows for events to be split by meeting information, providing a nicer view when
sorting by date. In such a case, the List of Events would only use the first date of the event (as
it always displays an event as one block) whereas the List of Meetings will use all the meeting
dates splitting the events into individual meetings.



UNI
% time

Events“’;‘

Muller, Tomas

Filter Add Event | Search
Academic Session. . summer 2013 (PWL)
Event Filter: My Events % v X
Room Filter: - v X
Room meetings for Summer 2013 (PWL) Print Export More ¥
All Matching Rooms All Matching Weeks
& Name Type Date Published Time Location Capacity Instructor / Sponsor Approved
| Email test event Special Mon 07/15, 2013 8:00p - 9:00p Bell Tower 1 pending
O Wed 07/17, 2013 8:00p - 9:00p Bell Tower 1 pending
O Fri 07/19, 2013  8:00p - 9:00p Bell Tower 1 pending
Event Expiration Test Special Mon 06/03, 2013 8:00a - 8:00a Bell Tower 1 cancelled
Mon 06/10, 2013 8:00a - 8:00a Bell Tower 1 cancelled
Mon 06/17, 2013 8:00a - 8:00a Bell Tower 1 cancelled
Mon 06/24, 2013 8:00a - 8:00a Bell Tower 1 cancelled
Practice climb of the Bell Tower Special Mon 06/03, 2013 5:30p - 7:30p Bell Tower 1 cancelled
O Mon 06/03, 2013 5:30p - 7:30p Bell Tower 1 05/31/2013
Wed 06/05, 2013 5:30p - 7:30p Bell Tower 1 cancelled
0 Wed 06/05, 2013 5:30p - 7:30p Bell Tower 1 05/31/2013
Fri 06/07, 2013 5:30p - 7:30p Bell Tower 1 cancelled
] Fri 06/07, 2013  5:30p - 7:30p Bell Tower 1 05/31/2013
Add Event Print Expart More v

Operations

Search (Alt+S)

o Apply the filter in the search for events

Clear (Alt+C)

o Clear the filter and start over

Add Event (Alt+A)

o Go to the Add Event screen to add a new event (request locations for a new

event)

o The button is only available when it is permissible to request an event in the
selected academic session

Print (Alt+T)
o Print the events
Export (Alt+X)



Export the events to a PDF, CSV, or a calendar (ICS format, used e.g. by
Microsoft Outlook and other calendar applications)

The same selection of columns and sorting is applied to the exported data
Calendar can be exported as a URL that can be used in your favorite calendar
application; it always returns the up-to-date list of events meeting the selected
filter (e.g., My Events)

e More (Alt+O)

O

Show More options that may be be done with the List of Events, or List of
Meetings

It can be used to hide / show certain columns; make selection and/or approve,
inquire, reject, or cancel the selected meetings (if allowed)


http://en.wikipedia.org/wiki/ICalendar

Event Detail

The Event Detail screen provides an overview of an event and its meetings. If allowed, an event
can be edited (e.g., new meetings can be added), approved, rejected, or cancelled from this
page. Course related, class, and examination events also show additional information about
their related objects (classes and courses), enrolled students and their conflicts. Event detail
page can be reached from Events or Event Room Availability page by clicking on the
appropriate event.

03
UNI Event Detail
Muller, Tomas
Practice climb of the Bell Tower (Special Event) Edit Event Back
Event Type: Special Event
Contacts Name Email Phone
Muller, Tomas muller@purdue.edu +1 765 494 3900
Meetings More ¥
® Date Published Time Location Capacity Approved
Mon 06/03, 2013 5:30p - 7:30p Bell Tower 1 056/31/2013
Wed 06/05, 2013 5:30p - 7:30p Bell Tower 105/31/2013
Fri 06/07, 2013 5:30p - 7:30p Bell Tower 105/31/2013
Show | cancelled, and rej tings.
Notes
Date User Action Meetings Note Attachment
05/31/2013 10:15AM T Muller Create MWF 06/03 - 06/07, 2013 5:30p - 7:30p Bell Tower This is a test event. Testing email confirmations.
05/31/2013 11:12AM SYSTEM Cancel Fri 06/07 5:30p - 7:30p Bell Tower Event expired, all pending meetings have been cancelled.

‘Wed 06/05 5:30p - 7:30p Bell Tower
Mon D8/03 5:30p - 7:30p Bell Tower

05/31/2013 01:10PM T Muller Update MWF 06/03 - 06/07, 2013 5:30p - 7:30p Bell Tower Requested meetings are put back in.
05/31/2013 01:11PM T Muller Edit NA Removed additional email address.
05/31/2013 01:15PM Tomas Muller Email ~ NA Do not forget your climbing gear ;-) CampusMap82112.pdf

See the attached map for directions.
05/31/2013 02:56PM J M Nichels Approve MWF 06/03 - 06/07, 2013 5:30p - 7:30p Bell Tower Watch out for the bats in the belfry!!!
06/27/2013 03:11PM T Muller Edit NA

Edit Event Back

Event detail page can be reached by the owner of the event (i.e., the main contact), anyone
from the additional contacts, or an event manager (i.e., a person that can change approval
status of at least one meeting of the event). Details of class and examination events can be also
seen by course coordinator for the course (or courses) involved, schedule managers (if there is
a class / course of the subject area that the manager controls) or examination managers (for
examination events).

Besides of the event type, contact information and some additional properties that are filled in
(like sponsoring organization or expected attendance), the Event Detail page contains the list of
its meetings. Each meeting consists of a date, time, and a room where the meeting takes place.



There is also the approval status which starts as pending (when an event is requested, but not
yet approved). Approved meetings show with they approval date (the date when the meeting
was approved). Cancelled and rejected meetings can be also included in the list when the
"Show deleted, cancelled, and rejected meetings." toggle is checked.

The Notes section contains a history of operations that were done to the event. Each operation
contains a time stamp, a name of the user who made the change, a list of meetings that were
affected (if applicable), a note, and an attachment (if there was a file attached to an event
request, an update or approval / inquiry / cancellation / rejection of some of the meetings of the
event).

Class, examination, and course related events also have a Relations section, which contain
some basic information about the related class (for class event), examination (for examination
event), or a list of classes, configurations, course or instructional offerings (course related event,
or an examination event). If the user has permissions to open the appropriate Class Detail,
Instructional Offering Detail, or Examination Detail page, the line is clickable and leads to
the appropriate detail page.

Relations
Course Section Type Title Date Time Location Instructor Note
ALG 101 1 Lecture Algebra | Full Term MWEF 8:30a - 10:20a EDUC 103 DOE, JOE

These events (class, examination, and course related events) also have Enrollments section
which contains a list of all students enrolled to the related classes, configurations, course or
instructional offerings. If some of the students have a time conflict between the displayed event
and some other events they have (classes, exams, or approved course-related events that
require attendance), the conflicts are also displayed in the table.

Enroliments

Student F'rinrity Area Clasf Majnr Lec Hequested Enrolled
Student, Andrew 1. A 02 M3 1 09/22/2010 09/22/2010
Student, Brian 1. A 02 M3 1 09/22/2010 09/22/2010

Total Enrolled: 2

Edit Event

If allowed, an event can be edited by clicking on the Edit Event button. This includes the ability
to add new meetings, modify existing meetings, change event properties (like the contacts or its
sponsoring organization), delete or cancel some or all of its meetings. The button leads on the
Edit Event page. Please note, that it is generally not allowed to delete / cancel a meeting that
already happen (the meeting date is before today), request a past meeting, or modify an event if
all the dates of the academic session are in the past. Some additional restrictions may apply



from the user's permissions. It could be, for instance, allowed for course coordinators, schedule
deputies, and/or examination managers to cancel or modify a class or examination event.

Event Approval

A selected subset of the event's meetings or all meetings (when no meeting is selected) can be
approved, cancelled, rejected or inquired upon by an event manager. To do so, select the
appropriate operation under the More button. The appropriate Approve Meetings..., Cancel
Meetings..., Reject Meetings..., or Inquiry... dialog will appear. Here a note can be entered (e.g.,
explaining the reason for the rejection). It can be either typed in, or one (or more) of the
standard notes can be selected by double clicking on the note. Double clicking on a standard
note will copy the note into the Notes text area (at the end of it, if there is already something in).
It is also possible to attach a file (e.g., a PDF form that needs to be filled in or some other
instructions). The file will be attached to the event confirmation email and it will be also available
in the Notes section of the event.

Cancel Meetings...

Meetings: Date Published Time Location Approved

. Mon 06/03, 2013 5:30p - 7:30p Bell Tower 05/31/2013
Wed 06/05, 2013 5:30p - 7:30p Bell Tower 05/31/2013

Fri 06/07, 2013 5:30p - 7:30p Bell Tower 05/31/2013

Standard Notes: | After hours: Applicant has keys and assumes responsibility for opening, closing, a
Armory: Thank you for your continued cooperation in scheduling the Armory. Pleas
BRMG 7150: Capacity of BENG 7150 is 12. Mo extra chairs are to be brought into |
Classroom Hours: Monday through Friday all classrooms are scheduled between 7

| Motes:

| Attachment: Choose File | No file chosen

¥ Send email confirmation  Cancel Meetings | Back |

Usually, a pending event can be either approved, rejected, or cancelled. Once approved, a
meeting can be only cancelled. An event manager can only approve, reject, or cancel meetings
of the rooms that are managed by one of his/her department. It is possible that an event may
required multiple approvals (of different event managers) if it is requesting meetings in rooms of
different departments (e.g., a centrally managed classroom and a departmental conference
room).



Operations

e Edit Event (Alt+E)
o Go to the Edit Event screen to change information about the event (but not
meetings)
m  Only available for Event Manager, Administrator, or Main Contact
e Previous (Alt+P)
o Go to the Event Detail screen for the event that was before the current one in the
Events screen
e Next (Alt+N)
o Go to the Event Detail screen for the event that was after the current one in the
Events screen
e Back (Alt+B)
o Go back to the previous screen

Approval Workflow & Permissions

e Requested meeting is in a pending state.

o Arequested meeting may be approved automatically when requested by an
event manager with the Event Location Approve permission if in a room of the
event department of the manager and the More > Approve New Meetings toggle
is checked.

e Pending meeting can be approved, rejected (Event Meeting Approve permission),
cancelled (Event Meeting Cancel permission), or inquired (Event Meeting Inquire
permission) by an event manager.

e Pending meeting can be deleted (Event Meeting Delete permission) or cancelled (Event
Meeting Cancel permission) by the requestor or an event manager.

e Approved meeting cannot be deleted or rejected, it can only be cancelled (by the
requester or an event manager).

e Cancelled and rejected meetings are kept in the database, but their status can no longer
be changed.

o Deleted meetings are also deleted from the database. If all meetings of an event
are deleted, the event is deleted as well.

e Cancelled and rejected meetings are only visible on the Event Detail and Edit Event
page, and on the Events page with the following Event Filter settings:

o Mode: Cancelled / Rejected

o Mode: My Events

o Requested By: ...

e Meetings in the past can be requested or deleted only with the Event Edit Past
permission. They can be approved, rejected, or cancelled only with the Event Approve
Past permission.

e Events in a room that is not managed in UniTime (it does not have an event department
defined) can be only requested by a user with permission Event Any Location.


http://help.unitime.org/Events
http://help.unitime.org/Events

Rooms can be overbooked only by a user with the Event Location Overbook permission
(for an event manager the room also has to be from the appropriate event department).
Special events can be requested by someone with Event Add Special permission,
course related events by Event Add Course Related and unavailabilities by Event Add
Unavailable.
Users with Event Set Expiration permission can set event expiration date.

o All pending meetings will get automatically cancelled on midnight after the

expiration date.

Class events can be edited with Event Edit Class permission (e.g., course coordinators
or schedule managers may be given such permission) or some or all of its meetings can
be cancelled with Event Meeting Cancel Class permission. There is also Event Meeting
Inquire Class permission that allows sending inquiries about the class event.
Examination events can be edited with Event Edit Exam permission (e.g., examination
managers may be given such permission) or some or all of its meetings can be
cancelled with Event Meeting Cancel Exam permission. There is also Event Meeting
Inquire Exam permission that allows sending inquiries about the examination event.



Add Event

The Add Event screen is used to request an event. An event can have just one meeting, or
there can be multiple meetings that are on the same or on different days, times, and/or
locations. Each meeting can be also approved, cancelled, or rejected separately and it is
possible to add additional meetings or cancel / delete some or all of the existing meetings later
on as well (using the Edit Event page). The only limitation is that all the meetings must be from
the same academic session.

UNI
@ time

Event

Academic Session:

Event Name:

Sponsoring Organization:
Event Type:

Expected Attendance:

Main Contact:

Additional Emails:

Additional Information:

Attachment:

Meetings

& Date
Fri 0712, 2013

Summer 2013 (PWL)

Practice Climb the Bell Tower
Select...

Special Event

20

First Name:  |Tomas

Middle Name:

Last Name:  |muller

Email: muller@purdue.edu
Phone: +1 765 494 3900

support@unitime.org

Do not forget your climbing gear ;-)

Choose File | No file chosen

Published Time
5:00p - 8:00p

Add Event®

Muller, Tomas

™ Send email confirmation ~ Create Event Back

Lookup

More Contacts...

A

Standard Notes...

Add Meetings | More v

Capacity Approved

1 new meeting

Location
Bell Tower

¥ Show deleted, cancelled, and rejected meetings.

™ Send email confirmation | Create Event Back




Each meeting of a requested event is in a pending state (i.e., it is waiting to be approved) until
the appropriate event manager approves, cancels or rejects the meeting. During this time, the
owner of the event can delete or cancel the meeting. Once an event is approved, it may only get
cancelled. Meetings that are deleted will disappear from the event, but cancelled or rejected
meetings will leave a trace (e.g., you can see the cancelled or rejected meetings on the Event
Detail page). If all meetings of an event are deleted, the event is deleted as well. Each operation
done to an event is also logged in the Event Notes section of the Event.

Each event must have a name and a main contact (with an email). There also needs to be at
least one meeting of the event. Besides of a name, an event can have specified a sponsoring
organization. If a sponsoring organization is provided, an email confirmation will be sent to the
email defined with the sponsoring organization as well. While this field is optional, event
requests that are backed up with a sponsoring organization may get approved more easily.
Expected attendance is also optional, but it may help justify the size of the requested room or
rooms.

Events can be of several types. Most events requested in the event management are Special
Event type events. These events do not hold any relation to other classes, examinations, or
events; they just block a time (or times) in a particular room (or rooms). Besides of Special
Events, there are also Course Related Events that can be linked with one or more classes
and/or courses. This allows to see potential student conflicts on the event, and the event (when
approved) will also show on student's personal schedules. A course related event may also
require all students to attend the event, which means that the event would show for the affected
students when there is a conflict with another course related event or in the examination
timetabling. Usually, only event managers, schedule deputies, and course coordinators are able
to request course related events though. Course related events are therefore quite useful for
various (individually scheduled) help sessions and similar class / course related activity. Finally,
event managers can also request Not Available type of an event. Such events can be used to
mark unavailable times in the rooms. There is no approval process for these unavailability
events and these events show as grayed out are on the timetable grid.

Cleaning m

8:00p - 9:00p




Besides of the three types above, there are also Class Events and Examination Events.
These events cannot be created directly in the event management and they are linked with the
appropriate class or examination from the course and examination timetabling part of UniTime.

It should be also noted that while even pending meetings block a room from other events to be
created, in course and examination timetabling, only approved event meetings are considered.
So, it is possible to let people request events in classrooms while a course timetable is still
being developed. Once the course timetabling is finished and a timetable is committed, these
requests (pending special events) can be processed: not-overlapping events can be approved,
overlapping (conflicting) events will need to be moved or rejected.

Only event managers and administrators can request an event on behalf of some other users. In
such a case, the "Lookup" button appears and can be used to find a particular user (see the
People Lookup dialog on the right side). Event managers and administrators can also lookup
additional contacts. Other users can only add additional email addresses, which will be carbon
copied on all the confirmation emails about the event.

People Lookup

Name: |d
Name Email Phone Department Source
Curriculum, Manager  demo@unitime.arg Timetable Managers
Deputy, Schedule demo@unitime.org Timetable Managers
Doe, Joe S demoi@unitime.org Student Instructional Planning Instructors, Staff, Event Contacts
Exam, Manager demo@unitime.org  unknown Timetable Managers, Event Contacts
Guest, Adam demo@unitime.org Timetable Managers
Manager, Event demo@unitime.arg Timetable Managers
Room, Large Lecture  demo@unitime.arg Timetable Managers
Root, Abraham demo@unitime.arg Timetable Managers
Student, David Students

Additional information may be provided. Event managers and administrators can use one or
more standard notes. To do so, click on the "Standard Notes" button, find and double click the
appropriate standard note.



Standard Motes

| [ARer hours: Applicant has kays and assumes responsibility for opening, closing, and any clsan-ug.
srmory: Thank you for your continued cooperation in schaduling the Amaory. Please Inok &l the dates i
BRNG 7150 Capacity of BRNG 7150 is 12. No extra chairs &me to be brought into the room. Room is ul
Classmoom Hours: Monday throwugh Friday all classrooms ane scheduled betwean T:30 arm and 10030 pr

| |Evart After Hours; For assistance during your afier-hours event, please conlact the Purdue Police af 44
Fa Ewening Lange: Your request (s being rejected at this time bacausa wea are nol schaduling large roon
FIRE: Thera i no lﬂl’:‘l'—’l’:ﬂ wehicle park g & cwing on tha Kirk Flaza. Evenls bringing wehicles onto the
MSEE: MSEE Atrum then: is no haating of food or seating within the lobby pamitbed. Occupancy is 24
Mo conf: This is a conference room for Department mesetings and staff taining vse only, 11 is not avala
no sched yel: Your request has been rejected due to the fact we ana not achaduling for this tem yel. Y

A file can be attached to an event request as well. This can be used to provide a filled in form or
some approval if needed. The need to provide such a file can be listed as a note on a particular
room. Such note will show up below the requested meeting in the Meetings table.

Meetings Add Meetings | More v |
e 1 Date Published Time Location Apprnved
Fri 01/07, 2011 5:00p - 6:00p EDUC 102 new meeling
Fri 01/07, 2011 5:00p - 6:00p MALL new meeling
i The use of MALL is resfricted. Please fill in this PDF form and aftach it o your event request‘, MALL

If allowed (permission Event Set Expiration), an event can have an expiration date. If set, all
pending meetings will get automatically cancelled at midnight after the expiration date. This
could give event managers the ability to tentatively book a room for a particular event. All the
meetings that are not approved by the event expiration date are automatically cancelled. It is
also possible to change or remove the expiration date later on using the Edit Event page.

Event managers have the option to choose whether a confirmation email will be send or not by
checking the Send email confirmation checkbox. The checkbox only applies to the particular
operation (i.e., the creation of a new event in this case), not to the event as a whole. For the
next operation (e.g., using Edit Event page, or approving the event from the Event Detail or the
Events page), the Send email confirmation checkbox will be also available. For normal users, an
email confirmation is always sent (unless it is disabled globally for everyone by having the
application property unitime.email.confirm.event set to false).

Meetings

If there was a selection made on the Events or Event Room Availability page before the Add
Event button was clicked, the selection should automatically show up in the list of Meetings.
Additional meetings can be also requested using the Add Meetings button. If a meeting is
conflicting with another meeting, the conflicting meeting will show up in red below the requested
meeting. Such meeting will need to be removed from the request or moved to some other time



and/or room as usually only event managers and administrators are allowed to overbook a room
(i.e., request a meeting that is conflicting with another, already existing meeting).

One or more meetings can be added for the event by clicking the Add Meetings button. When
clicked, the following dialog will appear. The meeting selection works in two steps: first, the user
needs to select possible dates, start and end time for the event, and a room filter for the
possible rooms where the meeting (or meetings) can take place. Next, the availability matrix will
be shown and the individual meetings can be selected from the combination of selected dates x
rooms. Only event managers and administrators are able to select meetings that are in a conflict
with some other meeting (i.e., there is a red text in the appropriate box).

Add Meetings...

Next
Dates: May 2013 June 2013 July 2013 August 2013
Sun|l~|on|‘rne Wed| Thu| Fri [ Sat Sun|Hon|Tne‘wed‘Thu| Fri [Sat Sun|Mon|Tue Wed|Thu| Fri | Sat Snn‘Hon‘Tue|wed Thu| Fri |Sat
17 1 21 3|4 21 1 26 1|2 |3]|4 5|6 30 1§2)3
18:@/89101122234:6/8z7:89‘.0;‘.‘.2‘_3314>6189‘_0
19 | 12| 13| 14| 15|16 | 17|18 23| 9 |01l |12 |13|14]|15 28|14 (15|16 |17 (18| 19|20 32|11 |12|13|14)| 15|16 17 ;
20 (15 (20|21 (22| 23| 24|25 24| 1617 )18 | 19|20 |21 22 29| 21| 22 | 23 | 24| 25|26 | 27 33|18 |19 |20)|21|22|23|24 .
21 (26| 27| 2829|3031 25| 2324 | 25| 26 | 27| 28| 29 30| 28 (293031 34|25 |26 | 27| 28|29 | 30|31
26 | 30
Times: From:|5:00 pm To:|8:00 pm
Locations: _
Next

The first page consists of selection of dates, times, and locations. Dates can be selected by
mouse. You can click on a particular day, on a week, on a day of week, or on a whole month.
Second click will unselect the selected day. When clicking on a week, a day of week, or a whole
month, the selection will iterate between all working days since today, all working days, all days
except holiday, all days, and no days. It is usually not possible to request a meeting on days
before today (though there is a permission that can override that). It is also possible to use
arrow keys to navigate through the calendar and space key to select / unselect a particular day.
It is possible to select only dates from the academic session that was selected on the Add Event
page. Times define starting and end time of the requested meeting(s). It is possible to use a
mouse to select particular times, or the times can be entered by keyboard. While the
suggestions are only in 15 minute increments, it is possible to type in a time with 5 minute
increments. The "From:" and "To:" time text fields recognize time in various formats (e.g., 7:00
pm can be entered as 7p, 19, 700pm, etc.), the "To:" time can be also entered in the number of
minutes or hours from the start time (e.g., 1h for 1 hour, 90m for 90 minutes). The Locations
component is explained here (the possible locations are filtered by the same Room Filter as on
the Events page). It is useful to keep the Only events locations chip (together with some
additional restrictions) in the filter as these are the rooms in which an event can be requested.
Once the Next button is pressed, the following page will appear.


http://help.unitime.org/Events/Room_Filter
http://help.unitime.org/Events

Add Meetings...

Previous More » Select
ARMS Kirk ARMS Siegfried Bell Tower Ross Garden
Plaza Plaza . .
. . Qutside Qutside
QOutside QOutside , ,
, , Locations Locations
Locations Locations
1 seats 1 seats
1 seats 1 seats
Tuesday Construction P...
' 06/25/2013
5:00p - B:00p
Tuesday Construction P...
O7/02/2013
5:00p - 8:00p
Tuesday Construction P...
O7/09/2013
5:00p - B:00p
Previous More » Select

Here, the availability of the requested rooms during the requested dates and time is shown, and
it is possible to select the actual meetings. The selected meetings are the blue boxes. A
selection can be made using a mouse or a keyboard (use arrows to navigate, enter to select a
meeting). A selection is confirmed by clicking on the Select button. The boxes with red text are
conflicting, you can see more information about the conflicts while hovering over the appropriate
box.

Tuesday, DTID.’L'QME- 5:00p - 8:00p
Ross Garden (Outside Locations, 1 seats)
Conflicts with:

[ Construction Project Special 7:30a - 10:30p

More information about a room can be seen while hovering over the room (first line in the
example above).



Bell Tower (Outside Locations)
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It is also possible to get back to the previous page by clicking the Previous button. If there are
more rooms available, the « and » buttons will appear to iterate through all of them. The rooms
can be also sorted by name, capacity, or availability. The axes can be swapped (showing days
horizontally and rooms vertically) and the conflicting information can be expanded to show more
details in the grid. These operations are available when clicking the More button.

More ¥ Select

. Sort by Capacity
i Sort by Name
E t Sort by Availability

T Swap Axes
Expand All

Once the selection is made, the new meetings will appear in the Meetings table on the Add
Event page. It is possible to use the Add Meetings... dialog multiple times, e.g., to be able to
request meetings with different times on one event. The requested meetings can be removed
from the list by selecting them (click on the check box at the beginning of each line) and clicking
Remove under the More button.



The Meetings table can be sorted by each of the columns (click on the column header to
change the way the table is sorted), some columns may be removed from the table (click on the
column header of the first column, or on the More button).

Event managers may choose whether the meetings in their rooms will be automatically
approved or not. The meetings will get automatically approved when Approve New Meetings
option is toggled under the More button. The last setting of the toggle is remembered. Note that
the toggle is only available if there is at least one new meeting that can be immediately
approved. Note that if a new meeting is going to be approved right away, there is new approval
instead of new meeting in the Approval column.

More v

Select All

+ Add Meetings ...
X Remove All
Modify ...

Setup Times ...

& Published Time
O Allocated Time
O Setup

O Teardown

O Capacity

O Approve New Meetings

If a room (or all rooms of a particular type and department, e.g., all centrally managed
classrooms) has a break time defined (see Event Statuses page), the break time translates into
a teardown time of a newly requested meeting (in the appropriate room). This means that, for
instance, if a 8 am - 9 am meeting is requested in a room that requires 10 minute break time,
the allocated time will be 8:00 am - 9:00 am, but the published time will be 8:00 am - 8:50am.
This is particularly useful for classrooms as all classes usually have a break time defined (see
Time Patterns) and it can be a good practice to extend this policy (e.g., there are always at least
10 minutes between two consecutive classes) to other events as well.

Meetings Add Meetings | More v |

@ Date Published Time Allocated Time Setup Teardown Location Approved
Mon 08/23, 2010 8:00a - 8:50a 8:00a - 9:00a 0 10 EDUC 105 new meefing



To change setup / teardown times, select a meeting (or meetings) and use the Setup Times...
option under the More button. The following dialog will appear where the setup times and break
times can be changed.

Setup / Teardown Times
Setup Time: 0

Teardown Time: |10

Ok Cancel

Course Related Event

When a new course related event is being created, a Courses / Classes section will appear.
Here one or more classes, course configurations, course offerings, or instructional offerings can
be entered.

Courses / Classes

Subject Course Number Config / Subpart Class Number
(- s (A ¢] (A s (e ¢)
(- s (A ¢] (A t) (e ¢]

Students are required to attend this event.

When a class is entered, students of the class are expected to attend the course related event
etc. The difference between course offerings and instructional offerings is important when a
course is cross-listed. In this case, an instructional offering means students from all courses that
are cross-listed, a course offering means students only of the selected course offering. The
Students are required to attend this event toggle is important when the course related event
(once approved) should show as a conflict with other events of the same students. Such an
event (approved course-related event which requires students to attend the event) will also
show as a conflict in examination timetabling if there is an exam placed in an overlapping
examination period and there are some students in common.

Once there is at least one class, configuration, or offering selected in the list of Courses /
Classes, the Enrollments section will appear at the bottom of the page. Here, all students that
are attending the selected classes / courses are listed. If some of the students have a conflict
with one or more meetings that are added on the new event, the conflict part of the table will
appear as well listing all the conflicting events (including their names, types, and conflicting
meeting or meetings).



Enrollments

Student Course Priority Area Clasf Major Lec Requested Enrolled Conflict Type Date Time Room

Student, Andrew ALG 101 1. A 02 M3 1 089/22/2010 09/22/2010

Student, Brian  ALG 101 1A 02 M3 1 09/22/2010 08/22/2010

Student, George BAND 101 6. A 01 M2 1 09/22/2010 09/22/2010 CHM 101 Rec 11 Class 08/23 Mon 8:30a - 9:20a EDUC 102
PHYS 101 Rec 4 Class 08/23 Mon 7:30a - 8:20a EDUC 104

Student, Larry BAND 101 6.A 02 M1 1 08/22/2010 09/22/2010 GER 101 Lec 1 Class 08/23 Mon 7:30a - 8:20a EDUC 103

Total Enrolled: 4

Note that unless the new course-related event is approved and requires student attendance, the
student conflicts will only show on the new course-related event. When the event requires
student attendance and it is approved, the conflict with the new course-related event will show
on the other event as well.

Not-Available Event

Note that unless the new course-related event is approved and requires student attendance, the
student conflicts will only show on the new course-related event. When the event requires
student attendance and it is approved, the conflict with the new course-related event will show
on the other event as well.



Edit Event

The Edit Event screen provides interface for changing an existing event. This includes changing
its properties (name, sponsoring organization, contacts, etc.) as well as adding new meetings,
deleting / canceling, or modifying existing meetings.

. 2
UNI Edit Event
% Muller, Tomas
Event  Send email confirnation  Update Event | Cancel Event Back
Event Name: Practice climb of the Bell Tower
Sponsoring Organization: Select...
Event Type: Special Event

Expected Attendance:

Main Contact: First Name: | Tomas Lookup

Middle Name:
Last Name: | mMuller

Email: muller@purdue.edu

Phone: +1 765 494 3300 More Contacts...

Additional Emails:

Additional Information:

<

Standard Notes...

Attachment: Choose File | No file chosen

Expiration Date:

Meetings Add Meetings | Mare ¥
@ Date Published Time Location Capacity Approved
Mon 06/03, 2013 5:30p - 7:30p Bell Tower 105/31/2013
Wed 06/05, 2013 5:30p - 7:30p Bell Tower 1 05/31/2013
Fri 06/07, 2013 5:30p - 7:30p Bell Tower 108/31/2013

Show deleted, cancelled, and refected meetings.

™ Send email confirmation = Update Event | Cancel Event | Back |

Changes to the event are only made after the Update Event button is clicked. If all meetings
can be cancelled or deleted, it is also possible to cancel or delete all meetings of the event by



clicking the Cancel Event or Delete Event button. Back button will return on the Event Detail
page of the event.

Most of the page works the same as the Add Event page, however, it is not possible to change
type or an academic session of an existing event.

Meetings

One or more meetings can be added for the event by clicking the Add Meetings button. See
the description of Add Event page for more details. Existing meetings can be also deleted (when
allowed and if they have not been approved yet) or cancelled (if allowed). To do so, select the
appropriate meeting and choose Delete option or Cancel option under the More button.

It is also possible to modify one or more meetings. To do so, select meetings that need to be
modified (note that all the meeting in the selection have to have the same time) and click on
Modify... option under the More button. One meeting can be also modified by clicking on the
meeting directly. The following dialog will appear:

Modify Meetings...

Next
Dates: May 2013 June 2013 July 2013 August 2013
5un|Mnn‘TuE Wed| Thu( Fri | Sat 5un|Mnn|TuE‘Wed‘Thu| Fri [ Sat Sun|Mon|Tue Wed| Thu( Fri (Sat 5un|Mﬂn|Tue‘WEdThu Fri [Sat
17 1|2]3]|4||2n 1| |26 1|lz|3]4fs5]6]|]|30 ifz2]3s
1856/8915112223456:827189:0:::2:331456f8910
19| 12 [ 13| 14 | 15[ 16| 17| 18 23| 9 101112 |13 14| 15 28| 14 15|16 |17 | 18| 19| 20 32| 11| 12| 13|14 | 15| 16|17 ;
20(19|20|21| 22|23 |24 (25| 24|26 | 17|18 19|20 (20 |22| 29|20 (22| 23|24 |25|26|27| |33|28|29| 20| 21| 2223|024 -
21 (26| 27| 28| 29|30 |3 25 (23|24 | 25|26 27|28 |29 [30[ 2829|3031 3425|2627 | 28| 29| 30| 3
26 | 30
Times:  From: 5:30 pm To: 7:30 pm
Locations: Bel\ Tower
Next

The dialog is the same as the Add Meetings... dialog (described in great detail in the
documentation of the Add Event page), however, the selection is pre-populated with the
meetings that are to be modified. You can see that the selected dates, time, and locations
correspond to the dates of the selected meetings. Also, if nothing is changed, the next page
contains the selection that corresponds to the meetings that are being modified.


http://help.unitime.org/Add_Event

Once the Select button is clicked, all the changes made in the Modify Meetings... dialog are
reflected to the selected meetings. Meetings that corresponds to the blue boxes that were
unselected on the second page will get deleted (if possible) or cancelled (otherwise). New
meetings will be added. If the time was changed, all the selected meetings will get deleted (if
possible) or cancelled (otherwise) and a new set of meetings will be added as it is generally not

Modify Meetings...

Previous More » Select
Bell Tower
Qutside
Locations
1 seats
Monday
06/03/2013
5:30p - 7:30p
Wednesday
06/05/2013
5:30p - 7:30p
Friday
06/07/2013
5:30p - 7:30p
Previous More » Select

allowed to change date, time, or room of an existing meeting.

Modify Meetings Example

1) For instance, let's start from the following set of meetings. Please note that the second

meeting is in a different room than the others.

Meetings

&

Date

Mon 02/18, 2013
Tue 02/19, 2013
Wed 02/20, 2013
Thu 02/21, 2013
Fri 02/22, 2013

2) When More > Modify

Published Time
5:00p - 7:00p
5:00p - 7:00p
5:00p - 7:00p
5:00p - 7:00p
5:00p - 7:00p

Location
GRIS 166
GRIS 170
GRIS 166
GRIS 166
GRIS 166

Add Meetings ‘ More v ‘

Capacity Approved
42 new mesting
42 new mesting
42 new mesting
42 new meseting

42 new mesting

... is clicked, the appropriate dates, time, and locations are filled in:



Meodify Meetings...

Dates: January 2013 February 2013 March 2013 April 2013 May 2013

Sun|Mon|Tue Wed| Thu| Fri | Sat 5un‘Mon‘Tue|wed|Thu Fri | Sat 5un‘Mcn‘Tue|wed|Thu Fri | Sat Sun|Mon| Tue|Wed Thu( Fri | Sat 5un|Mcn‘Tue Wed| Thu| Fri [Sat
53 2 3| ¢|5[]a 2| |8 12|13 1|2|3fa|s5|e8|]|2z 1j2fa3fs
1|6 718]9 0 12 5|34 5|8 718 |9 9|34 5|8 718 |9 14| 7 | 8 | 9 (10|11 ]|12|13 18| 5 | 6 7|89 |w]1
2 3 4 5|18 7 8 |19 6 1011|1213 |14|15]|16 10|10 j1141213 1415} 16 15 | 14 | 15 | 1§ 7 8|19 |20 19 | 12|13 |14 | 15| 16| 17 | 18
3 | 20|21 |22)|23|24| 25|26 7|17 |18|19)20|21 22|23 11 | 17 | 18 | 19|20 (21|22 | 23 16 | 21 | 22 | 23| 24 25| 26 | 27 2015 (20| 21| 22(23|29)25
4 |27 | 28(29)30|(31 8 |24 | 25|26 |27 28 12 | 24 | 25 | 26 (27 | 28 | 29 | 30 17 | 28 | 29 | 30 21| 26| 27| 28| 29| 30| 31

13 | 3

7Selected
7Nut5&lected
T Not in Session
.T Classes Start/End
FFinals
—;‘Huliday

11 | Break

Times:  From:|5:00 pm To:|7:00 pm
Locations: |[EERERIGRIS 166 o GRIS 170
| Next |

3) If you Next is clicked, you can see that the correct meetings are selected. Clicking on Select
button would not change anything, the same 5 meetings will be in the list of meetings.

Modify Meetings...

Previous More = Select

GRIS 168 GRIS 170
Classrooms Classrooms
42 seats 42 seats

Monday
02/18/2013
5:00p - 7:00p
Tuesday
02/19/2013
5:00p - 7:00p
Wednesday
02/20/2013
5:00p - 7:00p
Thursday
02/21/2013
5:00p - 7:00p
Friday
02/22/2013
5:00p - 7:00p

Previous More ¥ Select




4) Lets make some changes... Note that there have been added two more days, the time was
shifted by 15 minutes, and the room filter was broaden a bit.

Modify Meetings...

Next

Dates: January 2013 February 2013 March 2013 April 2013 May 2013

Sun|Men Tue Wed| Thu( Fri | Sat 5un|Men|Tue‘wed‘Thu Fri [sat 5un|Mon|Tue‘wed‘Thu Fri [Sat Sun|Mon(Tue Wed Thu| Fri | Sat Sun|Mon|Tue Wed| Thu| Fri [Sat
53 1]lz2|3fa]s a 2z 8 1]z 13 1]z 3|4]|s5]|86 17 12fa3)4
1 ] 7 8 9 |1w0]11]12 5|3 4 5 6 7 a 9 9|3 4 5 6 7 a 9 14| 7 a 9 |10(11f12]13 18 | 5 6 7 8 91011
2 (13|14 15| 16[17 18] 19 6 |10 2|13 14|15 16| |20f10f11 1213 1a)15]| 16| 15|14 | 15|16 |17 | 18|19 (20 (19|12 |23 (14 (25|26 27 28
3 (20|21 |22 |23(24]|25(26 717|819 |20 | 21]|22]|23 11| 17|18 (19|20 | 21|22 23 16| 21 (22| 25 | 24 | 25| 26 | 27 2019|2021 (22| 25|24 25
4 27| 28|29 | 30|31 B |24 | 25|25 | 27 | 28 12| 24 | 2526 | 27 | 28 | 29 | 30 17 | 28 | 29 | 30 21 |26 (27| 2825 | 30| 31

13 | 31

Selected
Not Selected
Not in Session

Classes Start/End

1 | Holiday

11 | Break

13
7
29 | Finals

Times: From: |5:15 pm To: 7:15 pm

Locations: i G e
Next

5) Now, on the next page, you can see that the original meetings are still there... Clicking on the
Select button would only shift all of them by 15 minutes, regardless the differences in dates and

rooms on the previous page of the dialog.



Moedify Meetings...

Previous More Select
GRIS 166 GRIS 170 GRIS 160 GRIS 276 GRIS 280 GRIS 180
Classrooms Classrooms Classrooms Classrooms Classrooms Classrooms
42 seats 42 seats 35 seats 42 seats 66 seats 88 seats
Monday NUCL 55300 L... STAT 11300 R... [HIST 33400 L...
02/18/2013
5:15p - 7:15p
Tuesday SLHS 46000 L... [IE 689700 Lec ... |AGEC 33300 ...
02192013 Big Brothers, ...
5:15p - 7:15p
Wednesday NUCL 55300 L... Potential Activ... [HIST 33400 L...
02/20/2013
5:15p - 7:15p
Thursday SLHS 30600 L... AGEC 33300 ...
02/21/2013
5:15p - 7:15p
Friday HIST 33400 L...
02/22/2013
5:15p - 7:15p
Monday NUCL 55300 L... STAT 11300 R... [HIST 33400 L...
02/25/2013
5:15p - 7:15p
Tuesday SLHS 46000 L... [IE 69700 Lec 1 |AGEC 33300 ...
02/26/2013
5:15p - 7:15p

Previous More Select

6) Let's move some meetings... The first meeting was removed, the second meeting was moved
to a different room, and two more meetings were added during the next week.



Modify Meetings...

Previous More * Select
GRIS 1686 GRIS 170 GRIS 160 GRIS 276 GRIS 280 GRIS 180
Classrooms Classrooms Classrooms Classrooms Classrooms Classrooms
42 seats 42 seats 35 seats 42 seats 66 seats 88 seats
Monday NUCL 55300 L... STAT 11300 R... |HIST 33400 L...
02/18/2013
5:15p - 7:15p
Tuesday SLHS 46000 L... |IE 69700 Lec ... |AGEC 33300 ...
02/19/2013 Big Brothers, ...
5:15p - 7:15p
Wednesday MUCL 55300 L... Potential Activ... |HIST 33400 L...
02/20/2013
5:15p - 7:15p
Thursday SLHS 30600 L... AGEC 33300 ...
02/21/2013
5:15p - 7:15p
Friday HIST 33400 L...
02/22/2013
5:16p - 7:16p
Monday NUCL 55300 L... STAT 11300 R... |HIST 33400 L...
02/25/2013
5:15p - 7:15p
Tuesday SLHS 46000 L... |IE 69700 Lec 1 |AGEC 33300 ...
02/26/2013
5:15p - 7:15p

7) This is the output (after Select button is clicked).

Meetings

]

Date

Tue 02/19, 2013
Wed 02/20, 2013
Thu 02/21, 2013
Fri 02/22, 2013
Mon 02/25, 2013
Tue 02/28, 2013

Published Time
5:15p - T:15p
5:15p - T:15p
5:15p - 7:15p
5:15p - 7:15p
5:15p - T:15p
5:15p - 7:15p

Previous More Select
Add Meetings More ¥

Location Capacity Approved

GRIS 160 35 new meeting
GRIS 166 42 new meeting
GRIS 166 42 new meeting
GRIS 166 42 new mesting
GRIS 170 42 new meeting
GRIS 170 42 new meeting



Room Availability

The Event Room Availability screen lets the user set up dates, times, and location parameters in
a similar manner as the Add Event screen. After clicking Search button, the user can see a time
grid with information about availability of each of the locations matching his/her criteria. It is then
possible to highlight available times and request those times for an event.

UNI Event Room Availability ®
=
Muller, Tomas
Administrator
Filter AddEvent| Clear | Search
Academic Session: . spring 2013 (PWL) »
Gi/0172013 - 051272013
Dates: January 2013 February 2013 March 2013 April 2013 May 201.
sun|u|nnm.w-¢nm Fri |sat Sun‘l‘hn'nth'ﬂm Fri| sat mn‘mr;‘;uMTnu Fri|sat Sun|Mon|Tue wea| Thu| Fri | sat sun‘lilnn‘lu.wm
53 1fzf3fe|s||a 128 1|z |13 1l2|3fals|s]||12 1
1|s|7|8|a|w|u|z||s|3|4|s|s|7|a|a||o|[3|a|s|e|7|a|a||1a|7|8|9|w|u|r|3||18]s5]|s]|7]|8
2 |13|w|15|16|17|18|19| |6 |20|1|r2f13f2afas|a6| 20f0frrfrz)13faaf1s|16] |25]|1a|15]| 16|17 18| 19| 20| 29[22 13| 14]15
3|20z | 22|23 2e| 25| 26| | 7| 17| 18| 1o|20(20|22|23| [2af17|18|19|20| 20|22 23| 16|21 |22| 23|24 |25|26|27| |20] 1920|2122
a |27 |28f29f30 | B |24|25[26[27 |28 12 (24|25 (26|27 28|20 |30 |17 |28 |20 |30 21| 26| 27| 28| 29
13| 31

tocaiors: R 201 X

Print | Sort by v

HAMP 2101 (45) Classrooms
Mon 01/07 Tue 01/08 Wed 01109 Thu 0110 Frio1A1

HK 48600 20800-001 (Lecture) HK 49600 20800-001 (Lecturs) HK 49600 20800-001 (Lecture)
:30a - 8:20a :30a - 8:20a 2302 - 8:208

HIC 20000 20404-001 (Lecturs) HK 20000 20404-001 (Lecturs) HIC 20000 20404-001 (L acturs)
30a - 9:208 30a - 9:20a 30 - 9:208

30 anroled, 25 imt 50 onvotad, 25 amt: 30 onvoted, 26 it
Padanuth, Sookonlall HK 38500 45260-002 (Laciure) Padanth, Sookenall HK 38500 45250002 (Locure) Padanth, Sookenial
8:00a - 10:15a 0:00a - 10:15a

25200020500 053 ocure) [ 45 ¢ 32000 20506.003 (Loctume) e, Stophanta L e
oo 2 % 200

9:30m
7 enolled, 30 dimit
Baiey, Kelley C Waller

'HIK 32000 59548004 (Lecure) A0 32000 20808 002 L ockes)
0:30a - 11:45a.

, 90 fimt
HIC 23300 68885-005 (Lecture) Hanco scaossos ) Hcamsmesos o)
11:30a - 12:20p
anrolisd, 35 it
12pm Emﬁwm HK 31900 20508-001 (Lecture) Q,Mﬁ,,m HK 31900 20506-001 (Lecture) mma,.um
noon - 1:15p naon - 1:15p.
9 enmlled, 30 fimit 9 enrolled, 50 lmit
HIC 22600 20451-004 (Lecture) Batay, Kaloy C Walsr 'HK 22600 20451-004 (Lecture) Batiay, Kaloy C Walter HK 22600 20451-004 (Lecturs)
12:30p - 12:30p - 1:20p 12:30p - 1:20p
35 enrolled, 35 lmit 35 enrolled, 35 limit 35 enmled, 35 lmit
Rl Gao, Haiuan Gao, Hajuan Geo, Hajjuan

HK 22600 20450-003 (Lecture) HK 22600 20449-002 (Lecture) HK 22600 20450-003 (Lecture) HK 22600 20448-002 (Lecture) HK 22600 20450-003 (Lecture)
1:30p -2:20p 1:30p - 2:45p 1:30p -2:20p 1:30p - 2:45p 1:30p -2:20p
35 enmlled, 35 lmit 34 enmlled, 35 fint 95 enrolled, 35 limt 34 enrolled, 35 lint 35 enmlled, 35 fimit
ELUl Eemonds, Katelyn Rebecca Gao, Hajjuan Esmonde, Katslyn Rebeccs. Gao, Haljusn Esmonds, Katsiyn Rebacca
HK 22500 20447-002 (Lecture)
230p -3:20p

3 zzﬁuu zu«muz (Lecture) HK 22500 20447-002 (Lecturs)
2:30p - 3:20p.

30 eroted, 25 ime 30 enrollad, 25 mit 30 enmlled, 25 fimit
3pm | T HK 88700 80280001 (Lecture) Pham, Hanh My HK 68700 60280-001 {Lecture) Pham, Hanh My
3l —msp : 3:00p - 4:15p :
HIC zzsnn nnawm (Lecture) HK 22500 47031-004 (Lacturs) = . HK 22500 47031-004 (Lecturs)
3: anp 3 ﬂﬂprl‘.ﬂﬂp - 3:30p - 4:20p
enolled, 25 lmit 30 j, 25 limit
4pm E-mnds x.le!w Rebecca F_wnum!u‘ Kalalyn Rebecca. Esmonde, Katelyn Rebecca

I‘ECI 57541!1 84760-001* {Lecture) H( 225‘“‘1 Zﬂﬂﬁﬂﬂi (Lecture) I‘EG\ 57500 64760-001* (Lecture) HK 22500 20448-001 (Lecture)
:30p - 5:45p 4:30p -5:45p
o sa.mu-dzum 15 eovotid, 40 i 30 enrolled, 25 limit
P Hounn-l.n-nks Rosenthal, Frank § Pham, Hanh My

Version 3.4.246 built on Wed, 26 Jun 2013 © 2008 - 2013 UniTime LLC, This UniTime instance is not registered.
distributed under GNU General Public License.

Add Event Print Sort by v

Dates can be selected by mouse. You can click on a particular day, on a week, on a day of
week, or on a whole month. Second click will unselect the selected day. When clicking on a
week, a day of week, or a whole month, the selection will iterate between all working days since
today, all working days, all days except holiday, all days, and no days. It is also possible to use
arrow keys to navigate through the calendar and space key to select / unselect particular day.
Only dates from the academic session selected in the Academic Session selection box can be



selected. Times define starting and end time of the requested availability table (the requested
area is marked by yellow background in the table). It is possible to use mouse to select
particular times, or the times can be entered by keyboard. While the suggestions are only in 15
minute increments, it is possible to type in a time with 5 minute increments. The from and end
time text fields recognize time in various formats (e.g., 7:00 pm can be entered as 7p, 19,
700pm, etc.), the end time can be also entered in the number of minutes or hours from the start
time (e.g., 1h for 1 hour, 90m for 90 minutes). If no times are entered, the availability defaults to
7:30 am - 5:30 pm time window. The Locations component is explained in the Events chapter
(the possible locations are filtered by the same Room Filter as on the Events page). It is useful
to keep the Only event locations chip (together with some additional restrictions) in the filter as
these are the rooms in which an event can be requested. Once the Search button is pressed,
the availability table(s) will appear.

When two or more dates are selected, there is one table for each room matching the room filter
(one after another). If there is only one date selected, all the rooms that match the room filter
are displayed in one table. The last selection is reflected in the page URL (page can be
refreshed without losing the last selection) and remembered in the browser cookies.

UNI Event Room Availability ®
Ve e

Muller, Tomas
Filter Add Event |  Clear Search

Academic Session: «|spring 2013 (PWL)

Dates: January 2013 February 2013 March 2013 April 2013 May 2013
"

efuerfruisd ] euln]rumpied o e o] [ [ramfoe rusfusclroa] e[| [ e raeue] el rueed el e o

s{3fals|e|7|afoa|]s|3]|a|s|e|7|s|o|[ra]7]a]o]r0ofn|ra|]]|1s 67|89 |w|n

13 (14| 15] 16| 17| 18

53
1
2 (13|15 || 17[ea]ae] |6 {20]ss|s2|s|rafis[rs]{a0]s0fsfsafusfrafss|rs][as]aa|ss]se]s7|18]1e]2n][1]::
3
a

s
2

20 2|22 2sf2a|as]2s] [ 7|07 sa]uo]20] o] 2afan] [aa] 7] a]so|20]as|oz|as| [a6]2s]22]2n]2a]2s|26[27] [20] 2020 2] 22]25]24]25
2

27|28 29|30 31 8 |2a] 2526|2728 1224 | 25| 26| 27| 28] 29| 30| [17] 28 [ 20 50 21 27| 28| 29[ 30|

Times: From: 7:30 am To:|6:00 pm

Locations: [Event x| [FAMEX]

“ 20
'CE 56000 65121-001 (Lecture| CE 59700AS 65455-086 (Lec] ire CE S9700AN 59904-001 (Loc| CE 30300 54001-001 (Lectun{ MA 15800 84010-011 (Lectun! HK 20000 20404-001 (Lecture]

450134800 20760001 Lot A 37500 22140.0¢1 L ciur (Ce 50700M67041.091 (Loct] (CE 31100 65464.001 (Loctur] CE 58700L 12772-008 (Loctu[CE 48700U 33758.001 (Lsct Enginering Infomation Sasal HK 23300 66865005 (Locture
HANP 2117,
25 onrold, 32 fmk,

tom
SE 33000 41370001 (CE 54500 85402.001 &mwmzwx q .a.m
2om i i
47300 1. bore|Purdue’

&szwosuhw bo
‘CE 59700WS 65478087 (Lat! IDE 48500 21106002 (Labo

rjmm‘ »
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Add Event|  Print | Sortby v




The availability grid allows for a mouse selection of available time that can be used to create a
new event when Add Event button is clicked. The mouse selection is in light blue, and it can be
deleted by clicking on the little x in the top right corner. It can be also dragged around the
timetable grid or changed by moving its corners or edges. Multiple selections can be made
across the requested rooms, times, and dates, however, the selection is lost when the Search
button is clicked or the page is left. It is generally not possible to make a selection (and request
meetings) on the dates that are in past (before today). Such dates are slightly grayed out.

PHYS 223 (115)

Man 01/07 Tuae 01/08

Bam Tue 01/08 8:00a - 9:30a (90 ming) PHY S 223 b

ECE 20200 171068002 (Lacturs
Bam

NUTR 52000 62698-003 (Lecture
10am

Each meeting is displayed as a box, featuring its name, time, date, and a few additional
information. The shades are used to display setup (on the top of the box) and teardown (on the
bottom of the box) times. In the above example, the ECE 20200 class event is scheduled from
8:30 am to 9:20 am, but it occupies the room till 9:30 am. This means that the following meeting
in this room cannot start earlier than 9:30 am, and there is a 10 minute buffer for the students to
move between classes and/or events. On the events, we distinguish between Published Time
(time printed on the event, i.e., 8:30 - 9:20) and Allocated Time (time blocking the room). The
difference between these two times are displayed as Setup Time (at the beginning of the
meeting) and Teardown Time (at the end of the meeting).




Additional information about a particular meeting can be seen in a small yellow tooltip window
that is displayed in the bottom left or right corner when the mouse is hovering over the

appropriate box.

It is possible to change the order of the displayed rooms. To do so, click Sort by button and
select the sort criterion (capacity, name, availability, or distance when nearby locations are
searched as well). To print the room availabilities, use the Print button. It gives a better results
than printing the page directly as the availability grids are formatted to better fit the printed

page(s).

If allowed, clicking on a meeting will open the Event Detail page for the appropriate event.

Operations

Search (Alt+S)
o Display availability grid for the dates/times/locations specified in the Filter

Add Event

o Go to the Add Event page to fill in necessary information about the event
o If a selection was made on the availability grid(s), the appropriate meetings will

MName:
Section:
Type:
Title:
Mote:
Date:

ECE 20200

17106-002

Lecture

Linear Circuit Anly Il
Evening Exams Required
01/07/2013

Published Time: 8:30a - 9:20a
Allocated Time: 8:30a - 9:30a

Location:
Enroliment:

Instructor:

Approved:

PHYS 223
88 of 110

Decarlo, Raymond A
Dexter, Diana L
Madir, Zeeshan

08/18/2012

appear in the Meetings table of the Add Event page.

Clear

o Clear the filter and start over




Event Timetable

Room / Subject / Curriculum / Departmental / Personal Timetable page is a variant of the Events
page that allows to see a timetable of a particular room, subject area or one of its courses,
curriculum or one of its classification, department, or a person.

NI Subject Timetable®

[ tenee

Filter Add Event Clear Search

Muller, Tomas

Academic Session: Spring 2013 (PWL)

Event Filter:

Room Filter:

Resource Type: Subject Timetable =

Subject: AAE 20400

Aeromechanics Il events for Spring 2013 (PWL) Print Export More ¥
All Matching Rooms All Matching Weeks

Name Section Type Title Date Published Time Location Capacity Instructor / Sponsor

AAE 20400 42578-002 Lecture Aeromechanics || MWF 01/07 - 01/18, 2013 11:30a - 12:20p WTHR 104 140 Tsutsui, Wataru

]
]

MWF 01/23 - 03/08, 2013 ¢
MWF 03/18 - 04/26, 2013

AAE 20400 58068-003 Lecture Aeromechanics || MWF 01/07 - 01/18, 2013 3:30p - 4:20p ARMS 1109 60 Sun, Chin-Teh
MWF 01/23 - 03/08, 2013 ¢ H i
MWF 03/18 - 04/26, 2013 ¢ H }

3

]
'
H
H ]

]

Add Event Print Export More ¥

Besides of the ability to filter events and rooms (see description of the Event Filter and Room
Filter), the page allows to select a particular resource type. Besides of a Room Timetable (in
which case the page works exactly like the Events page and a particular room can be selected
in the Room Filter) one of the following options can be selected:
e Subject Timetable (all class, examination, and course related events of a subject area or
a course offering)
Curriculum Timetable (all class, examination, and course related events of a curriculum)
Departmental Timetable (all class, examination, and course related events of a
department)
e Personal Timetable (all events of a person)



Subject Timetable

When the Resource Type it changed to Subject Timetable, one can see all class, examination,
and course related events that are related to a particular subject area or a course offering. The
subject area or course can be entered in the Subject field.

Resource Type: Subject Timetable
Subject: AAS
African Americ AAS - African American Studies (PWL) Print Export | More v
: AAS 27100 - Intro African American Studies -
All Matching Rooms All Matching Weeks
AAS 27100A - Intro African American Studies
Name Set ) ) . Published Time Location Capacity Instructor / Sponsor
. AAS 271008 - Intro African American Studies o
AAS 27100 46587 21/07 - 01/18, 2013 10:30a - 11:20a BRMNG B242 30 Ashford, Mariedith Renee
AAS 27700 - African American Pop Culture 21/23 - 03/08, 2013} 3 3
AAS 37100 - Racism And Prejudice In Amer 03/18 - 04/26, 2013} i i
AAS 27100A 33317 AAS 37300 - Phil,Cul African Ameri J1/07 - 01/18, 2013 1:30p - 2:20p  BRNG B242 30 Krebs, Nicholas Daniel
J1/23 - 03/08, 2013 i i
AAS 37600 - The Black Mal
© Fack Hae 93118 - 04/26, 2013 ! !
AAS 271008 oags;  AS 491008 - Black Satire And Humor 1/08 - 03/07, 2013 noon-1:15p  BRNG B242 30 Moore, Heather C
AAS 491005 - Identity In Midst Of Diffemncs 319 - 04/25, 2013} H H
AAS 27700 5468t AAS 57400 - Research Methods AfAm Studies 31/07 - 01/18, 2013 11:30a - 12:20p BRNG B242 30 Gibson, Casarae Lavada
vy 01/23 - 03/08, 2013 H H
MWF 03/18 - 04/26, 2013 § i i

Curriculum Timetable

When the Resource Type is changed to Curriculum Timetable, one can see all class,
examination, and course related events that are related to a particular curriculum. Either events
for all classifications (years of study) or just one classifications can be displayed. This list can be
filtered further using the Event Filter and Room Filter.

Resource Type: Curriculum Timetable =

Curriculurm: prm|

PM-ZS5/2S15 - Ugit. pro Z5 / UEit. pro 1. stup. Z5
01 1.rot
02 2.rot
03 3.rot
04 4.roé
05 5.roé



Departmental Timetable

When the Resource Type is changed to Departmental Timetable, all one can see all class,
examination, and course related events that are related to a particular department.

Personal Timetable

The page displays a personal timetable of the user. This includes all events requested by the
user. For students, it also includes all classes and examinations he/she is enrolled and the
related course related events. For instructors, it includes all classes and examinations they are
assigned to.

Users with Event Lookup Schedule permission can lookup a timetable of another person using
the Lookup button.

A useful feature is the ability to export the personal schedule as an iCalendar URL that can be
inserted in your favorite calendar application and that always returns an up-to-date calendar for
the selected academic session. To get the URL, select the Copy iCalendar URL option under
the Export button. The following dialog appears and the url can be copied into the clipboard.

_— - -— A — S — S —_— — iy

Copy iCalendar URL

v |http:f/demo.unitime.org/UniTime/export?
I g=35hmi6ng77nuggvijulaS0ym040deodo8lmsjbbuBs3yzlzwtrphByffyy0ql55iktdb?lagp
ugw30iuujmwl3dxdvgzp2réfzggu7nekiteclctjlueblggs759h4w ler86stvyd4go9m2fd4wfi

gl



UNI Personal Timetable?

L tine

Filter Add Event Clear Search

Student, Brian

Academic Session: . Fal 2010 (woebegon)

Event Filter:

Room Filter:

Resource Type: [ Personal Timetable =]

Student, Brian events for Fal 2010 (woebegon) Print Export More ¥
All Matching Rooms All Matching Weeks

Name Section Type Title Date Published Time Location Instructor/Sponsor

ALG 101 1 Lecture Algebra | MWF 08/23 - 09/03, 2010 9:30a - 10:20a EDUC 103 DOE, JOE

MWF 09/08 - 10/08, 2010 9:30a-10:20a EDUC 103
MWF 10/13 - 11/22, 2010 9:30a-10:20a EDUC 103
MWF 11/29 - 12/10, 2010 9:30a - 10:20a EDUC 103

COoM 101 2 Lecture Communications | TTh 08/24 - 10/07, 2010 4:30p - 5:45p EDUC 102
TTh 10/14-11/23,2010 4:30p - 5:45p EDUC 102
TTh 11/30-12/09,2010 4:30p - 5:45p EDUC 102

ECON 101 1 Lecture Micoeconomics  MWF 08/23 - 09/03, 2010 11:30a-12:20p EDUC 101
MWF 09/08 - 10/08, 2010 11:30a-12:20p EDUC 101
MWF 10/13 - 11/22, 2010 11:30a-12:20p EDUC 101
MWF 11/29 - 12/10, 2010 11:30a-12:20p EDUC 101

GER 101 2 Lecture German MWF 08/23 - 09/03, 2010 12:30p - 1:20p EDUC 102
MWF 09/08 - 10/08, 2010 12:30p - 1:20p EDUC 102
MWF 10/13 - 11/22, 2010 12:30p - 1:20p EDUC 102
MWF 11/29 - 12/10, 2010 12:30p - 1:20p EDUC 102

PSY 101 1 Lecture Psychology MWF 08/23 - 09/03, 2010 1:30p - 2:20p EDUC 101
MWF 09/08 - 10/08, 2010 1:30p - 2:20p EDUC 101
MWF 10/13 - 11/22, 2010 1:30p - 2:20p EDUC 101
MWF 11/29 - 12/10, 2010 1:30p - 2:20p EDUC 101

GER 101 3 Laboratory German Tue 08/24 - 10/05, 2010 10:30a-11:20a EDUC 108

Tue 10/19-12/07,2010 10:30a- 11:20a EDUC 108
ALG 101  Offering Final Examination  Algebra | Tue 12/14, 2010 1:00p - 3:00p EDUC 102 DOE, JOE
COM 101 Lec 2 Final Examination Communications | Wed 12/15, 2010 8:00a - 9:00a EDUC 102

COM 101 Lec 4
COM 101 Lec8
COM 101 Lec8

ECON 101 Course Final Examination Micoeconomics  Mon 12/13, 2010 8:00a - 10:00a EDUC 101
GER 101 Lec 2 Final Examination =~ German Thu 12/16, 2010 8:00a - 9:00a THTR 101
PSY 101 Course Final Examination = Psychology Tue 12/14, 2010 8:00a-10:00a THTR 101
ALG 101 Course Midterm Examination Algebra | Mon 11/08, 2010 8:00p-10:00p EDUC 102 DOE, JOE
ALG 101 Course Midterm Examination Algebra | Tue 09/28, 2010 6:30p - 7:30p EDUC 102 DOE, JOE
ALG 101 Course Midterm Examination Algebra | Tue 10/26, 2010 6:30p - 7:30p EDUC 102 DOE, JOE

Add Event Print Export More ¥




Administration

Event Statuses

The Event Statuses screen provides an overview of the statuses in which a given event room
type (or a particular room of that room type) can be for a given department. This is a way to
specify what each department can do with each room type or room in the given academic
session. The page is available to not only administrators, but also to the event managers, who
can see only the lines for their departments.

UNI Event Statuses”
(2274
% Muller, Tomas Summer 2013 (PWL)
Edit
@ Department Room Type Event Status Room Note Break Time
Type Room

[E] 1128 - Space Mgmt and Acad Scheduling Conference Rooms  Authenticated Users Can Request Events Managers Can Approve Test message for SMAS conference rooms 5

1128 Conference Rooms BRNG 7150 Beware of the weremouse!

1128 Conference Recoms BRWN 3106

1128 Conference Rooms BRWN 4106

1128 Conference Rooms ENAD 327

1128 Conference Rooms ENAD 401

1128 Conference Rooms HAAS 101

1128 Conference Rooms HAAS 111

1128 Conference Rooms LWSN 1142

1128 Conference Rooms MATH 731

1128 Conference Rooms PHYS 298

1128 Conference Rooms SCHL 146

1128 Conference Rooms SCHL 238

1128 Conference Rooms SCHL B038
1128 - Space Mgmt and Acad Scheduling Special Use Rooms  Event Managers Can Request Events No Approval To request this room, please contact SMAS at 494 - 3900. 0
1128 - Space Mgmt and Acad Scheduling Building Lobbies No Event Management 0
1128 - Space Mgmt and Acad Scheduling OQutside Locations  Authenticated Users Can Request Events Managers Can Approve 0
1210 - Discovery Park Administration Conference Rooms  Authenticated Users Can Request Events Managers Can Approve 0
1210 - Discovery Park Administration Special Use Rooms  No Event Management 0
1530 - Libraries Conference Rcoms  Authenticated Users Can Request Events Managers Can Approve 0
1530 - Libraries Study Space No Event Management 0
1411 - Ctr for Prf Stds Tech&Ap Rsrch ( EXT: Tech Computer Lab Mgr) Teaching Labs Neo Event Management 0
1977 - Collaborative Classrooms ( EXT: IMPACT Room Manager ) IMPACT No Event Management 0
19879 - General Academic Classrooms ( EXT: Need Classroom Manager ) Classrooms No Event Management 1]
1978 - General Academic Laberatories { EXT: Computer Lab Manager )  Other Dept Rooms ~ Ne Event Management 0
1991 - University Reserve University Reserve  No Event Management 0
1978 - General Academic Laboratories ( EXT: Computer Lab Manager )  Computing Labs Neo Event Management 0
1992 - Censtruction Reserve Construction Reserve No Event Management 0

Edit

Details

The table of event statuses contains those pairs of "department, room type" for which the
department has at least one room of that room type available for the event management. A line
with a department can be unfolded by clicking on the small plus sign at the beginning of that line

- a list of rooms of that departments and room type will be displayed below. The table consists of
the following columns

e Department
o Department for which the room type status is specified on that line



e Room Type / Room
o Room type / Room for which the status is specified on that line
e Event Status
o The status indicates what the particular department can do with rooms of the
particular room type or with a particular room
e Room Note
o Event room note that is the default message for rooms of this type and this
department when a new event (or meeting) is being created
e Break Time
o Time for which the room needs to be blocked after the official end of an event for
this type of room and this department (similar to a break time after a class)

Clicking on the table header provides a menu for sorting and for indicating which columns
should be visible in the table. It is also possible to collapse or expand all departments/types by
clicking on the lightbulb sign in the upper left hand side corner of the table, then on Collapse All
or on Expand All.

Click on any line to get to the Edit Event Status screen for the corresponding combination of a
department and room type or room.

If a room has no event status, room note, or break time defined, the fields default to the values
that are set on the room type & department pair based on the type and event department of the
room.

Event Status

For a particular room (or a room type & department combination), one can specify whether all
users (that have the permissions to request an event -- which is all authenticated users by
default), only users associated with the appropriate department (using the room's event
department), or only event managers (also associated with the department) are allowed to
request an event.

The event status can be set to one of the following:
e No Event Management
o Event management is disabled.
e Authenticated Users Can Request Events Managers Can Approve
o Any authenticated user (with the appropriate right) can request an event, event
managers are allowed to approve an event.
e Departmental Users Can Request Events Managers Can Approve
o Any instructor or timetable manager (with the appropriate right) can request an
event in a room of her/his department(s), event managers are allowed to
approve an event.
e Event Managers Can Request Events Managers Can Approve



o Only event managers are allowed to request and to approve an event.
e Authenticated Users Can Request Events No Approval
o Any authenticated user (with the appropriate right) can request an event, event
managers are not allowed to approve an event.
e Departmental Users Can Request Events No Approval
o Any instructor or timetable manager (with the appropriate right) can request an
event in a room of her/his department(s), event managers are not allowed to
approve an event.
e FEvent Managers Can Request Events No Approval
o Only event managers are allowed to request an event, event managers are not
allowed to approve an event.
e Authenticated Users Can Request Events Automatically Approved
o Any authenticated user can request an event, the event is automatically
approved.
e Departmental Users Can Request Events Automatically Approved
o Any instructor or timetable manager can request an event in a room of her/his
department(s), the event is automatically approved.
e FEvent Managers Can Request Events Automatically Approved
o Only event managers are allowed to request and event, the event is
automatically approved.

There is a minimal set of permissions an authenticated user must have to be able to request an
event (see the default event permissions for a No Role user). For departmental users, besides
of timetabling managers, instructors of the appropriate department are also included (if the
instructor role is allowed to request an event). For the event status check, event managers are
all users with the Event Meeting Approve permission (which by default are users with the event
manager role). Administrative users with Event Any Location permission override this status
(they can request any location at any time).

Room Note

A room note shows in the tooltip of a room (many pages, whenever a mouse hovering over a
room name).



Bell Tower (Outside Locations)
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Capacity: 1
Groups: Central Campus, Morth Campus
Events: Authenticated Users Can Reguest Events Managers Can
Approve
Department: 1128 - Space Mgmt and Acad Scheduling
Mo climbing on the tower please!

While a new meeting is being requested, if a room is not available for the user, it is shown as an

unavailability on the next page of the Add Meetings... dialog
Add Meetings...
Previous | =» More
AR 106 BRNG 7150 BRWN 3106 BRWN 4106 ENAD 327 ENAD 401 HAAS 101 HAAS 111
Special Use Conference Conference Conference Conference Conference Conference Conference
Rooms Rooms Rooms Rooms Rooms Rooms Rooms Rooms
180 seats 12 seats 19 seats 19 seats 14 seats 14 seats 20 seats 30 seats
Monday To request thi...

07/22/2013

5:00p - 6:00p
Tuesday Monday, 07/22/2013 5:00p - 6:00p

07/23/2013 AR 106 (Special Use Rooms, 180 seats)
5:00p - 6:00p Conflicts with:

Wednesday ‘5‘[’3_”_”_9_ ____________________________________________________ ]_rj_fp_e_ _________ “f LT

07/24/2013 To request this room, please contact SMAS at 494 - 3800. Neot Available midnight - midnight
5:00p - 6:00p

Thursday To request thi...

07/25/2013
5:00p - 6:00p

Friday To request thi... Wei Research ...

07/26/2013

5:00p - 6:00p
Previous | » More ¥ |

Or in red below the requested meeting in the meetings table (e.g., when a selection was made
on the Event Room Availability page).



Meetings Add Meetings | More ¥

@ Date Published Time Location Capacity Approved

Mon 07/01, 2013 5:00p - 5:30p AR 106 180 new meeting
= To request this room, please contact SMAS at 494 - 3900. AR 108 180

Mon 07/08, 2013 5:00p - 5:30p AR 106 180 new meeting
= To request this room, please contact SMAS at 494 - 3900. AR 108 180

Mon 07/15, 2013 5:00p - 5:30p AR 106 180 new meeting
= To request this room, please contact SMAS at 494 - 3900. AR 108 180

If the room is available to the user, the message shows in yellow below a meeting requesting
the room on the Add Event, Edit Event, and Event Detail pages.

Meetings Add Meetings ‘ More ¥ ‘
@ Date Published Time Location Capacity Approved
Mon 07/22, 2013 5:00p - 6:00p Bell Tower 1 new meeting
£ No climbing on the tower please! Bell Tower 1
Tue 07/23, 2013 5:00p - 6:00p Bell Tower 1 new mesting
¥ Mo climbing on the tower please! Bell Tower 1
Break Time

If a room (or all rooms of a particular type and department, e.g., all centrally managed
classrooms) has a break time defined, the break time translates into a teardown time of a newly
requested meeting (in the appropriate room). This means that, for instance, if a 8 am - 9 am
meeting is requested in a room that requires 10 minute break time, the allocated time will be
8:00 am - 9:00 am, but the published time will be 8:00 am - 8:50am. This is particularly useful for
classrooms as all classes usually have a break time defined (see Time Patterns) and it can be a
good practice to extend this policy (e.g., there are always at least 10 minutes between two
consecutive classes) to other events as well.

Meetings Add Meetings | More v |
@ Date Published Time Allocated Time Setup Teardown Location Apprnved
Mon 08/23, 2010 8:00a - 8:80a 8:00a - 9:00a 0 10 EDUC 105 new meefing
Operations
e Edit

o Go to the Edit Event Statuses screen to edit all event room type departmental
statuses in one screen
Click on any line to get to the Edit Event Status screen for that event room type departmental
status.



Sponsoring Organizations

Each event can be associated with one sponsoring organization. Each sponsoring organization
can have an email address (and all event confirmation emails are also sent to this email). It is
also possible to search events by sponsoring organization.

Sponsoring organizations are defined on the Sponsoring Organizations page that is available at
Administration > Other > Sponsoring Organizations. One list of sponsoring organization applies
to all academic sessions.

T Sponsoring Organizations @

i — Root, Abraham Fal 2010 {(woebegon)

UniTime

Sponsoring Organizations Add Organization |

Mame Email

Alfa Beta Gama agb@unitime.org

Add Organization |

Standard Event Notes

A list of standard event notes that can be used by an event manager or an administrator when
approving/rejecting an event. For administrators, the page is available at Administration > Other
> Standard Event Notes in the menu. For event managers, the page is at Preferences >
Standard Event Notes.

Standard event notes provide a quick way to event managers to fill in the event note without the
need to type the same message over and over.



% Standard Event Notes @
Nichols, Jaylene M (A) Spring 2018 (PWL)
UniTime

Add | Edit |

Reference Note Applies To
Armory Armory Guidelines No dining or food is permitted in the drill floor area. This facility no longer permits events designed for children under 18. The 1128 -
capacity of the Armory is 2000 at one time. All exit doors must be unlocked. Exits and aisles must be operating and unobstructed. All decorations ~ Space
must be non-combustible or fire retardant. No open flames or vehicles are permitted in the building. Please stay away from the shooting range Management
located on the west side of the drill floor for your safety.

BRNG Capacity of BRNG 7150 is 12. No extra chairs are to be brought into the room. Room is unlocked between 8am and 5pm Monday through Friday. 1128 -

7150 Thank you for your cooperation in this matter. Space
Management

HAAS HAAS 101 and 111 only have VGA connections for the projector. 1128 -

Space
Management

KIRK Plaza There is no delivery vehicle parking allowing on the Kirk Plaza. Events bringing vehicles onto the plaza must protect the decorative concrete; 1128 -

cardboard or particle board are acceptable. Please work with either Phil Qualio (Armstrong building deputy) or Donna Ahlen (facilities manager). Space
Management

LWSN No food or drink is allowed in LWSN 1142. For questions about catering options, please send an email to events@cs.purdue.edu. Thank you for 1128 -

1142 your cooperation in using this space. Space
Management

MSEE MSEE Atrium there is no heating of food or sit-down meals permitted within the lobby. No scheduling of Blood Drives in this location. Do not use 1128 -

Atrium The Bean's table and chairs for your event. Occupancy is 200 or less. Please look at the attached file for where to place your event per the PU Fire Space
Marshall. Management

No This is a conference room for Department meetings and staff training use only. It is not available for student groups to use. Sorry 1128 -

Conference Space
Management

Outside University policy governing the use of outside spaces prohibits the placement of signs/banners on buildings or landscaping; cbstruction of building 1128 -

space entries/exits; use of amplified sound; or placement of vehicles on grass areas (e.g., Memorial Mall, Purdue Mall, or Krach Center Lawn). Thank you Space
for complying with these policies. Contact Grounds, 496-3718, for placement of tents. Checklist for Special Event Emergency Planning is found at  Management
http:ffwww.purdue.edu/ehpsfemergency_preparedness/. You may contact Emergency Planning Office at 494-0446.

Outside Requesting this space does NOT include delivery of tables or chairs. Please contact our office at 494-3900 because there is a fee of 340 to have 1128 -

table them delivered. You need to call the office if you still want your tables/chairs delivered. Space
Management
After hours Applicant has keys and assumes responsibility for opening, closing, and any clean-up. Global

Classroom Monday through Friday all classrooms are scheduled between 7:30 am and 10:30 pm, and Saturday 7:30am-12:20pm without charge. Other times, Global
Hours there will be a charge.

Event After For assistance during your after-hours event, please contact the Purdue Police at 49-48221. Global
Hours

Add || Edit |

Standard notes can be global (available to all event managers across all the academic
sessions), related to a single academic session, or to a particular department. Event managers
can only create, edit, or delete departmental notes (standard notes that apply to their
department).



% Add Standard Event Note @

Muller, Tomas Spring 2018 (PWL)
UniTime

Save | Back |
Reference: HAAS
Note: HAAS 101 and 111 only have VGA connections for the projector.
A4
Applies To: 1128 - Space Management H
Save | Back

Event Service Providers

It is also possible to create event service providers. These can be used by users when they are
requesting an event to request additional services, like catering. They can be created using the
Event Service Providers page, menu Academic Session > Other > Service Providers.

% Event Service Providers @
Root, Abraham Fal 2010 (woebegon)
UniTime

Add | Edit |
Abbreviation Name Message Email Applies To All Rooms Visible
Catering Catering  This event reguires catering. carering@unitime.org Global ® ®
For more details call 49-1234.
AV Audio/Video Special audio/video equipment is needed. audio@unitime.org  Fal 2010 (woebegon) L4 W
Security Security 0102 - Admission Office i L4
Add | Edit |

A service provider must have an abbreviation and a name. Message and email are optional. It
can be global (applies to rooms across all the academic sessions), for an academic session
(applies to rooms in the academic session), or just for a particular department. A service
provider can be used for all rooms (that it applies to), or only to a subset of rooms. When it does
not apply to all rooms (All Rooms toggle is not set), the service provider can be selected on one
or more rooms. This can be done using the Edit Room page, or on the Event Statuses page.

Now, when an event is being requested, a toggle for each service (that is applicable) is shown
on the Add/Edit Event page



Requested Services: Audio/Video
Catering
This event requires catering.
For more details call 49-1234.
Security

The Requested Services section is only visible when there are one or more service providers

defined and available. If message was provided, it shows when the service is selected. It can
contain HTML links to additional forms etc.

If the email is provided, the service provider is CC-ed on the event confirmation email when a
meeting is committed or cancelled. This also include cases when a room is automatically

approved or when a service provider is selected on the event (Edit Event page) after one or
more of its meetings have been approved.

The selected services also show on the detail page, as a column on the Events page (List of
Events, List of Meetings tables), in the event tooltip, and in the Event Filter (so one can only
display approved events requesting a particular service).

Test Event {Special Event} Edit Event ‘ Previous ‘ MNext | Back |
Event Type: Special Event
Contacts Name Emall Phone
Muller, T muller@unitime.org
Requested Services: Catering

This event requires catering.
For more details call 49-1234.

Event Detail Page

2 MName Type Date Published Time Location Capacity Requested Services Approved
Performances Special Mon 08/23 - 08/30, 2010 8:00a - 10:00a THTR 101 4 Audio/Video 0972272010

Mon 09/06, 2010 i i i !

Mon 09/13 - 10/04, 2010 } i } i

Mon 10/11, 2010 i i i !

Mon 10/18 - 12/06, 2010 § ; ; i
TEST EVENT Special Wed 01/05, 2011 8:00a - 9:00a EDUC 102 2 Catering 07/28/2017

Events Page, Requested Services column has been added



MName: Performances
Type: Special
Date: 08/23/2010 - 12/06/2010
Published Time: 8:00a - 10:00a
Location: THTR 101
Reguested Services: Audio/Video
Approved: 089/22/2010
Event tooltip
[peaii] Aporoved < [Coterng ¥ AX
Tirre
Class Final Examination Midterm Examination
Course Special (1) Mot Available
Mo
All Events (2) My Events Approved Events (1)
Mot Approved Events (1) Conflicting Events Awaiting Events
Awaiting My Approval Cancelled / Rejected (1)
SERVICE
Catering (1) =
Omaer
Reguested By: B Display Conflicts | All Sessions
Dae
From Ta
< January 2011 < January 2011
Sun (Mon| Tue |Wed| Thu| Fri | Sat Sun(Mon| Tue |Wed|Thu| Fri | Sat
52 1 52 1
i|2 (3|4 |5 |s|7|8]||2|2|3]|4|5]|86]|7|8
2|9 |10|11f12|13]| 14|15 2|9 |10|11(12|213| 14|15
3|16 (17|18 | 15| 20|21 |22 31617 18| 15| 20|21 |22
4 |23 |24 | 25| 26| 27|28 (29 4 (23|24 | 25| 26|27 |28 |29
5 | 30| 31 5 30| 31
Dav
Maonday Tuesday Wednesday (1)
Thursday Friday Saturday
Sunday
Time
After: Before:

Event Filter, a service can be selected
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