Guide: Using the 25Live Room Seek feature
to add/change room on course

CLSS and 25Live have released a new feature that will allow schedulers to pick a General Assignment Room (if available)
if a room change is needed after room placements have occurred. This feature will allow schedulers to see what rooms
are available based on the day/time, enrollment max/capacity, and any specific room attribute features they would like
for the room (optional). Below is a guide on how to use the 25Live Room Seek feature.

There are two ways that the 25Live Room Seek feature can be used.

1. Change an existing classroom on a course after room placement. No specific room features being requested.
a. See pages 1-5 for instructions.

2. Search for a “General Assighment Room” using the Room Attribute/Features under “Room Needs.”
a. See pages 6-12 for instructions.

Option 1:
Change an existing classroom on a course after room placement. No specific room features being requested.

1. Inthe Edit section screen of the section needing/wanting a new “General Assignment Room”, click on the 25Live
Room Seek button.

Edit Section — ENVS 104-001: Environmental Science: Global Sustainability (CRN: 45540; CLSS ID: 539)

Section Information

Trle/Topic | Env Sci: Global Sustainability (Defauit Val v Part of Term | Full Term - 1 (1/24/22 to 5/19/22 v
Section # Campus  Main Campus v
Credit Hrs | 3 Delivery | Classroom Based v
Status | Active v Schedule Print | Yes v
Permission | {None Assigned v Instr_ Activity | Lecture v
Session | Day Session v Cross-list With | Select section W
Restrictions Fleld of Study - All #
Section Attributes 4 Course Attributes
Instructor 4 Room 25Live Room Seek Schedule
Kennard, Deborah (700276388 o q
‘ H 214 - Ho 2 36) v = MWF 9am-9:50am X
Enroliment 0 current, 15 prior Section Notes b4
Maximum Waltlist
Comments

% Bridge Tools X Cance




2. Once 25Live does a search, the following box will appear.

25Live Room Seek Q
ENVS 104-001: Environmental Science: Global Sustainability (CRN: 45540; CLSS ID: 539)
Campus: Meets: Enroll Max: Room Features:
Main Campus MWF 2am-9:50am 36 None

1/2472022 - 5/19/2022

” Available, Meets All Criteria Available, Criteria Not Met Not Available —
Room $ Capacity ~

H 226 - Houston Hall 226 36
@ EH 302 - Escalante Hall 302 40
@ H 213 - Houston Hall 213 42
E EH 318 - Escalante Hall 318 58
DH 211 - Dominguez Hall 211 59
@ DH 111 - Dominguez Hall 111 99
@ H 138 - Houston Hall 138 100
H 139 - Houston Hall 139 100
@ MC 155 - Maverick Center 155 110

3. There are three different tabs listed in the 25Live Room Seek box. These tabs are listed below with a brief

description.

e Available, Meets All Criteria Tab

o There is a room with the exact match on day/time, enrollment max capacity, and requested

room features.

e Available, Criteria Not Met

o The capacity of the room may smaller than the course’s enrollment maximum or the room is

missing a requested room feature.

e Not Available

o Rooms not available on campus for the requested days/time of course because there is

another class or event scheduled during the requested time.

4. |If there is a classroom listed under the “Available, Meets All Criteria” tab that fits the needs of the course, click

on the green “Select” button to choose that classroom.



a. Be sure to pay attention to the capacity of the room you are selecting. If you change a room, you will
still be required to select a space that is at or only slightly larger than the class’s Enrollment Max.

25Live Room Seek e X

ENVS 104-001: Environmental Science: Global Sustainability (CRN: 45540; CLSS ID: 539)

Campus: Meets: Enroll Max: Room Features:

Main Campus MWF 9am-9:50am 36 None

1/24/2022 - 5/19/2022
Available, Meets All Criteria Available, Criteria Not Met Not Available
Room $ Capacity ~

"Se.m Y H 226 - Houston Hall 226 36 =

@ EH 302 - Escalante Hall 302 49
‘ m H 213 - Houston Hall 213 42

m EH 318 - Escalante Hall 218 58

m DH 211 - Dominguez Hall 211 59

m DH 111 - Dominguez Hall 111 99

m H 138 - Housten Hall 138 100
! m H 139 - Houston Hall 139 100

m MC 155 - Maverick Center 155 110 =

X Cancel

5. The new room you selected will now show in “Room” section on the main screen. Click the Green “Save Section”
button to save the change.

Edit Section — ENVS 104-001: Environmental Science: Global Sustainability (CRN: 45540; CLSS ID: 539)

" section Information

Title/Topic | Env So: Global Sustainability (Default Val v Partof Term  Full Term - 1 (1/24/22 1o 5/19/22) v
Section & 001 Campus  Main Campus v
CreditHrs 3 Delivery Classroom Based v
Status | Actve v Schedule Print  Yes v
Permission | (None Assigned) 2 Instr. Activity ~ Lecture v
Session | Day Session v Cross-list With ~ Selact section v

Restrictions Field of Study - All #

Section Attributes s Course Attributes

Instructor ’ Room {7 25Live Room Seek | Schedule

Kennard, Deborah (700276388)
e ) - H 226 - Houston Hall 226 (36) v| £ MWF9am9:50am x

Enroliment 0 current, 15 prior Section Notes 4
Maximum Waitlist 5
36 30

Comments

——
X Cance:  Save Secoon >




6. Insome cases, there may be limited availability of classrooms and the 25Live Room Seek will produce a “No Results
Found” message under the “Available, Meets All Criteria” tab. This could be due to one of the following:

a. The course is being offered at a popular time of prime time

b. Enrollment capacity that is too large for spaces that are available during the days/times selected

25Live Room Seek 9 X
ENVS 104-001: Environmental Science: Global Sustainability (CRN: 45540; CLSS ID: 539)
Campus: Meets: Enroll Max: Room Features:
Main Campus TR 11am-12:15pm 70 None

1/24/2022 - 5/19/2022

‘Available, Meets All Criteria Available, Criteria Not Met Not Available

Room £ Capacity «

7. If the first tab results in “No Results Found”, check the “Available, Criteria Not Met” tab to see if there is a room
available under this tab. Rooms listed under this tab will have either have a smaller capacity than the course’s
Enrollment Max and/or will be missing one or more requested room features.

In the example below, there are rooms available with capacities smaller than the current Enrollment Max of 70.

H 205 has the closest capacity (68) but has a deficit of 2. H 205 can be selected but the enrollment capacity of
the class will need to be lowered on the main screen of the course before it is saved.

25Live Room Seek © X
ENVS 104-001: Environmental Science: Global Sustainability (CRN: 45540; CLSS ID: 539)
Campus: Meets: Enroll Max: Room Features:
Main Campus TR 11am-12:15pm 70 None

1/24/2022 - 5/19/2022

Available, Meets All Criteria Available, Criteria Not Met Not Available

X Cancel

Room 2 Capacity ¢ Deficit ~ Missing Features $

m H 205 - Houston Hall 205 ‘ 68 2 . -
' E EH 302 - Escalante Hall 302 40 30

@ H 209 - Houston Hall 209 30 40

E MC 163 - Maverick Center 163 30 40

E WS 117 - Wubben Hall and Science Center 117 30 40

m DH 203 - Dominguez Hall 203 25 45

m DH 204 - Dominguez Hall 204 55 =

m H 232 - Houston Hall 232 24 46

m WS 147 - Wubben Hall and Science Center 147 24 46 2

- -




8. To see more information about any room on your Room Seek results (including available room features and a
picture), click on the room name hyperlink. This will open up 25Live in a new tab and display the Details page
for the selected room.

25Live Room Seek @ X
BUGB 231-002: Survey of Business Law (CRN: 46607; CLSS ID: 1588)
Campus: Meets: Enroll Max: Room Features:
Main Campus W 5:30pm-8;15pm 30 None

1/2472022 - 5/19/2022

Available, Meets All Criteria Available, Criteria Not Met Not Available

Room 2 Capacity ~
a
m H 135 - Houston Hall 135 35
m H 234 - Houston Hall 234 35
36
m H 214 - Houston Hall 214 36
m H 226 - Houston Hall 225 36
m WS 202 - Wubben Hall and Science Center 202 38
m EH 128 - Escalante Hall 128 40
m EH 131 - Escalante Hall 131 40 &
X Cancel
W pH21a 1Y
Dominguez Hall 214 - Ernest D. Buesher Family Classroom
Details List Availability (Daity) Avallability (Weekly) Caiendar
Comments A Layouts A Images ~
none Default Layout: As-is Viewing Layout Image: As-is
Name Img Cap
Default instructions ~
Max %
none Capacity
As-is @ | 36
Features ~
Categories A
**Classroom - Flat Floor - Tables/Chairs (36)
*L.C.0. Projector W/Screen Main Campus
*Lecture Station (SMART) *Dominguez Hall
*Whiteboards: 5-6 Total General Use Classroom
*Windows (3)
Electrical Outlets (15) Related Spaces A

Flooring - Carpet
nonea




Option 2:

Search for a “General Assighment Room” using the Room Attribute/Features under “Room Needs”.

1. Inthe Edit section screen of the section needing a new “General Assignment Room”, click on the pencil icon next
to Room Needs.

a. Room Needs will only appear if the room listed on the course is “General Assignment Room”.

Edit Section — ENVS 104-001: Environmental Science: Global Sustainability (CRN: 45540; CLSS ID: 539)

Section Information

Title/Topic | Env Sci: Global Sustainability (Defauit Val v Partof Term | Full Term - 1 (1/24/22 10 5/19/22) v
Section # 001 Campus | Main Campus v
CreditHrs |3 Delivery | Ciassroom Based v
Status | Active v Schedule Print | Yes v
Permission | (None Assigned) v Instr. Activity | Lecture v
Session | Day Session v Cross-list With | Select section v

Restrictions Field of Study - All #

Section Attributes R4 Course Attributes

None Selected None Assigned

Instructor s Room " 25Live Room Seek Schedule

Kennard, Deborah (700276388) Py
General Assignment Room v & MWF3am-9:50am X

Room Needs #

Enrollment 0 current, 15 prior Section Notes 4
Maximum Waitlist =
{ |36 30 X [
Ccomments

YRR . <. s-cico

2. Click on green plus sign to add a requested room attribute/feature.

Room Needs g X
Riiie o | {umm




3. Select the room attribute/feature(s) needed for the course. Multiple features can be selected, if needed, by
clicking on the green plus sign and adding a new room attribute/feature.

a. Note: the more room attribute/features selected, the more limited the rooms available may be.

Room Needs ® X

Attribute 4+
@

-~

Flat Floor — Tablet Chairs

! )

~ Computer Lab - Mac -
| Computer Lab - PC

Flat Floor — Fixed Seating

Flat Floor — Tables/Chairs A

&=

Fiat Floor—Alt Layout/Seating

Tiered — Fixed Seating

L.C.D. Projector w/Screen

L.C.D. Television Monitor

Lecture Station (SMAR.T)

Podium - Deskiop

Madiom  Odamdin~

4. Once all needed room attribute/feature(s) are selected, click on the green “Accept” button.

Attribute [+
Flat Floor - Tablet Chairs v 8
Whiteboards: 3-4 Total v @

X Canc v Accept

5. Next, make sure that the room attribute/feature(s) saved to the class by looking under Room Needs (Circled in
Red in picture on next page).

b. Ifitlooks correct, click on the “25 Live Room Seek” button to search for available rooms (Blue Arrow in
picture on next page)



Edit Section - ENVS 104-001: Environmental Science: Global Sustainability (CRN: 45540; CLSS ID: 539)

Section Information

Title/Topic - Env Sci- Global Sustainability (Default Val v Partof Term  Fuii Term - 1 (1/24/22 to 5/19/22) v
Section# 001 Campus  Main Campus v
CreditHrs 3 Delivery = Cassroom Based v
Status  Active v Schedule Print  Yes v
Permission | {None Assigned) v Instr. Activity  Lecture v
Session | Day Session v Cross-list With ~ Select section v

Restricuons  Fleid of Study - All #

Section Attributes . s Course Attributes
Instructor s Room 25Live Room Seek Schedule

Kennard, Deborah (7002

General Assignment Room = £ MWF 9am-9:.50am X
Room Needs #
Flat Floor - Lhairs
Whiteboards: 3-4 Tota
Enroliment 0 current, 15 prior Section Notes K
Maximum Waitlist > i
3% 30 |
Comments

% Bridge Tools X Cancel W Save Secvion

6. Once 25Live does a search the following room availability box will appear. The first tab (Available, Meets All
Criteria) will show you rooms that have all requested room features and also are available on the selected
day/time and have a capacity that will hold the Enrollment Max of the course.

25Live Room Seek a8 X
ENVS 104-001: Environmental Science: Global Sustainability (CRN: 45540; CLSS 1D: 539)
Campus: Meets: Enroll Max: Room Features:
Main Campus MWF 9am-9:50am 36 Flat Floor - Tablet Chairs, Whiteboards: 3-4
1/24/2022 - 5/19/2022 Total

< Available, Meets All Criteria > Avallable, Criteria Not Met Not Available

Room $ Capacity ~

m H 214 - Houston Hall 214 6

w

X Cancel




7. If one of the rooms listed under the “Available, Meets Criteria” tab works for the course, click on the green
“Select” Button. (Also click “Save Section” on the main screen to actually save the room change.)

25Live Room Seek 9 X
ENVS 104-001: Environmental Science: Global Sustainability (CRN: 45540; CLSS ID: 539)
Campus: Meets; Enroll Max: Room Features:
Main Campus MWF 9am-9:50am 36 Flat Aloor - Tablet Chairs, Whiteboards: 3-4
172412022 - 5/19/2022 Total

Available, Meets All Criteria Avatlable, Criteria Not Met Not Avallable

Room $ Capacity «

.

8. If there is something about the available room(s) that doesn’t work for the instructor or the course itself, click
on the “Available, Criteria Not Met” tab to see what other rooms are available at your selected days/time.

a. Remember: Rooms listed under this tab will have one or more missing feature(s) or may have a capacity
smaller than the Enroliment Max.

b. The “Capacity” and “Deficit” columns will indicate if the available room is smaller than the Enrollment
Max.

c. The Missing Features column will display which the specific requested room attribute/feature(s) that are
not available in the room.

25Live Room Seek e X

ENVS 104-001: Environmental Science: Global Sustainability (CRN; 45540: CLSS ID: 539)

Campus: Meets: Room Features:
Main Campus MWF 2am-9:50am Flat Fioor - Tablet Chairs, Whiteboards: 3-4
1/24/2022 - SA92022 Total
Available, Available, Criteria Not Met Not Available
DH 111 - Dominguez Hall 111 90 - Whitaboards: 3-4 Total, Fiat Floor - Tablet -
Chairs
DH 211 - Dominguez Hall 21 59 . Whiteboards: 3-4 Total Flat Floor - Tablet
Chalrs
EH 302 - Escalante Hail 302 a0 Whiteboards: 3-4 Total, Flat Floor - Tablet
Chairs

m
4 I
(

8 - Escalante Hall 318 38 5: 3-4 Total, Flat Floor - Tablet
Chairs
M 138 - Houston Hall 138 10C . Flat Fioor - Tablet Chairs
H 139 - Houston Hail 139 100 - Flat Fleor - Tablet Chairs
H 213 - Houston Hail 21 4 Whiteboards: 3-4 Tota
H.226 - Housron Hall 22¢ 6 Whiraboards: 3-4 Tora 24
X Cancel




“Select” Button.
a.

If one of the rooms listed under the “Available, Criteria Not Met” tab works for the course, click on the green

Note: If a room with a lower capacity than the Enroliment Max is chosen, the enrollment capacity of the

class will need to be lowered in the main screen of the course before it is saved.

25Live Room Seek

Campus:
Main Campus

Available, Meets All Criteria

Room 2

02 - Escaiante Hall 3

38 - Houston Hall 138
39 - Houston Hall 139
} - Houston Hall 213

G - Houston Hall 226

DH 111 - Dominguez Hall 1

302

Meets:
MWF 9am-2:50am
1/24/2022 - 5/19/2022

Avallable, Criteria Not Met

Capacity

99

ENVS 104-001: Environmental Science: Global Sustainability (CRN: 45540; CLSS 1D: 539)

Enroll Max:

36

Not Available

Deficit &

Room Feartures:
Fiat Floor - Tablet Chairs, Whiteboards: 3-4
Total

Missing Features $

Whiteboards: 3-4 Total, Fist Floor - Tablet

Chairs
Whiteboards: 3-4 Tota
Chairs
Whiteboards: 3-4 Total,

Chairs

Total, F

Whiteboards: 3-4

Chairs

Flat Floor - Tablet Chairs

Flat Floor - Tablet Chairs

Total

Whiteboards: 3-4

Whitehoarrds: 3-8 Toral

% Cancel

10. If both of the “Available, Meets all Criteria” and “Available, Criteria Not Met” tabs show “No Results Found”,
there may be too many room attributes features listed restricting the search and/or no rooms are available for

the selected day/time.

a.

Try the search again using less room attribute features and see if any rooms become available. Click on

the “Cancel” button which will go back to the course edit screen where the “Room Needs” attributes

can be changed.

25Live Room Seek o X
ENVS 104-001: Environmental Science: Global Sustainability (CRN: 45540; CLSS 1D:
Campus: Meets: Enroll Max Room Features:
Main Campus MWF Sam-9:50am 36 Flat Floor - Tablet Chairs, Whiteboards: 3-4 )
1/24/2022 - 511942022 Total, LC.D. Teievision Monitor
Avallable, Meets All Criteria Avallable, Criteria Not Met Not Available
Room $ Capadty ~
NO Reswts Found
X Cance! )

10



b. If the search comes back as “No Results Found” again after removing room features, the days/times for
the course are in prime-time slot and no rooms are available. You could click “Cancel” to go back to the
main screen and change the day/time of the course and use Room Seek again to see if a room is
available at a different time.

11. The “Not Available” tab will show what rooms are not available based on the restrictions of days/times, capacity
of the course, and/or the room attribute feature(s) selected.

25Live Room Seek e X

ENVS 104-001: Environmental Science: Global Sustainability (CRN: 45540; CLSS ID: 539)

Campus: Meets Enroll Max Room Features:
Main Campus MWF Sam-2:50am 36 Flat Floor - Tablet Chairs, Whiteboards: 24
11242022 - 5/19/2022 Total, L.C.D. Teievision Monitor

Available, Meets All Criteria Available, Criteria Not Met Not Available _

Room = Capacny &
DH 104 - Domingusez Hail 104
DH 110 - Dominguez Hall 11 76
DH 203 - Domwngues Hall 203 2
OH 204 - Dominguez Hall 204

DH 212 - Dominguez Hall 212 26

DH 214 - Dominguez Hall 214 36

mn
I
n
u
o
X
I
A
E

X Cance

12. To view the room attribute features of a specific room, click on the blue room link. This will take you to the
25Live website on a new tab. (Note: this can be done under any of the tabs on this screen.)

25Live Room Seek e X
ENVS 104-001: Environmental Science: Global Sustainability (CRN: 45540; CLSS ID: 539)
Campus: Meets: Enroll Max: Room Features:
Main Campus MWF 9am-9:50am 36 Flat Floor - Tablet Chairs, Whiteboards: 3-4
1/24/2022 - 5/19/2022 Total, LC.D. Television Monitor
Available, Meets All Criteria Available, Criteria Not Met Not Available
Room = Capacity &
DH 104 - Dominguez Hall 104 65 =
DH 110 - Dominguez Hail 110 76
DH 203 - Dominguez Hall 203 25
DH 204 - Dominguez Hail 204 25
DH 212 - Dominguez Hall 212 46
DH 214 - Dominguez Hall 214 36
DH 217 - Dominguez Hall 217 24
DH 315 - Dominguez Hail 315 25
EH 126 - Escalante Hall 126 i
EH 128 - Escalante Hall 128 40
£H 131~ Feralante Hall 131 an 2t
% Cancel

11



When 25Live opens in a separate window, click on the “Details” tab. This tab will show a picture of the room and the
room features associated with that room.

@ oH21a 7Y

Dominguez Hall 214 - Ernest D. Buesher Family Classroom

List Availability (Daily) Availability (Weekly) Calendar

Comments A Layouts

A Images A
none Default Layout: As-is Viewing Layout Image: As-is
Name Img Cap
Default Instructions A
Max 36
none Capacity
Asis @@ ] 34
Features A~
Categories A~
**Classroom - Flat Floor - Tables/Chairs (36)
*L.C.D. Projector W/Screen Main Campus
*Lecture Station (SMART) Dominguez Hall
*whiteboards: 5-6 Total General Use Classroom
*Windows (3)
Electrical Outlets (15) Related Spaces A

Flooring - Carpet
none

You can also click on the “Availability (Weekly)” tab to see what other courses are scheduled in that classroom and/or to
see what days/times it might be available.

a. Note: You may need to change the Week/Date (circled in red below) to view the courses in a future
semester, as that grid usually defaults to the current week.

ﬁ H 205

Houston Hall 205 - General Classroom

e

More Actions

Details List Availability (Daily) Availability (Weekly) Calendar
‘ Legend ‘ Include Requested Weeks:| 1 @ pays | C
i Monday Tuesday Wednesday Thursday Friday
b nwis ne wnw wia wew
7:00 AM
8:00 AM
ENVS 101004 ENVS 101008 ENVS 701004
9:00 AM ESSL 290 020 | ES5L290 020
10:00 AM HST W00 HIST 101 001 HIST 901001
MASS 110 002 MANG 201003 MASS 110 002
BI0L 105 001 0L 905 001
MUSA 347 001 MUSA 347 001
HIST 151006 MIST 151008
socozeoo0z | S0C0260 002
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