Active Data Calendar FAQs

Answers to questions we've received regarding the Active Data Calendar

® Space Reservation Questions

® Gener
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How do | only make a facility request in the calendar? | don't want an event to be published in the calendar.

What is the difference between "Save Event" and "Release Event"?

What are setup and tear down times?

How do I find information about a room or who owns the room?

How do | know if | have successfully added a room to my event to be requested?

How do | know if my Dean/VP has given me a rate category?

How do | know if a Space Manager has received my facility request?

How do | know of a Space Manager has approved or denied my facility request?

I've received an email that says "Facility Requested for Event placed in Review/Wait List Status”, what does that mean?
| Calendar Questions

How do | become a calendar administrator?

The calendar is telling me that my event description exceeded 8000 characters, but it's not very long. What do | do?

Can | change day and/or time for an event once registration has opened?

I want people who register for my event to be automatically approved. How do | do that?

Is there a way to change the "from" email address from an event registration confirmation email?

I'm making my own form and | see six different types of emails. When are these sent out to the registrants?

Can | style the confirmation, approval, and other emails sent to the registrant for an event?

When | syndicate a list using "Specific Events" with a marketing template, | am restricted to five events. Can | show more?

Space Reservation Questions

How do | only make a facility request in the calendar? | don't want an event to be published in the calendar.



® When you add an event to the calendar, you have the option of leaving "Publish on Selected Calendar(s)" on "Select". This will not publish this event to anywhere in the calendar and only make a
facility request.

Add Event - General Details

*Event Name:

*Department:

Baruch Computing and Technology Center (BCTC) v

Publish on Selected Calendar(s):

Select ¥ Highlight This Event

*Category(s)/Subcategory(s):

*Event Description:
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What is the difference between "Save Event" and "Release Event"?

Modify Event - Preview and Finalize Event |

Event Details

Save Event
* Release Fvent
Go to Event Notification Page

Do not notify category or event subscribers of th

®* The "Save Event" option will not publish your event to the calendar or send a facility request to a Space Manager. An event should be saved when you have not received the rate category from
your Dean/VP yet (Any rate category other than "TBD by Dean or VP") or if you are missing event information and wish to fill it in at a later time.

® The "Release Event" option will send a facility request to the Space Manager and publish your event to the calendar (if it's a public/private event).

If your event has a rate category of "TBD by Dean or VP" and it is released with a facility request, it will not be approved by the Space Manager. Your Dean/VP will give you a rate
category for your event after you send them the event information. Steps for this can be found at Space Reservation Workflow - Event Organizer (Step 4 on the linked section).


https://www.baruch.cuny.edu/confluence/display/calendar/Active+Data+Calendar+Space+Reservation+Workflow#ActiveDataCalendarSpaceReservationWorkflow-step1

How do | see availability in a room before adding an event?
® You can use the "Facilities Calendar" to see availability in a room before adding an event. This link is available at the top of the page when you login to the calendar.

Please note that classroom availability is not accurate as academic schedules are not loaded into the system.
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For information on how to use the Facilities Calendar, please see Active Data Calendar Training Guide - Using the Facilities Calendar

What are setup and tear down times?
® The setup time and tear down times depend on who own the room. If the room is owned by Conference Services, please do not modify these times. If the rooms are owned by anyone else, the

setup time is how much time before the event you need to be in the room to set up and prepare. The teardown time is how much time after the event you need to be in the room to breakdown and
clean up.

Available Room(s)

Availability Level: Matching 1 Occurrences

Location - Building: garuch College - Information & Technology Building (Library Building)
Matched/ Room . . Tear
Select Unmatched Room Type Setup Option Capacity | Setup Down
] Atri e e - 7
rd 1/o Afrium Backo - B?om and Lounge Conference | | Theatre/Rows of Seats ¥ 170 120 120
Rooms 750 and 760
Setup Time: | 2 hours v Select Minutes ¥ | Tear Down Time: | 2 hours v Select Minutes ¥ | |Setup Count: I1 70

Setup Notes:

How do | find information about a room or who owns the room?

® When searching for rooms on the "Scheduling & Facilities" tab, the results of your search will show all of the rooms that are available for your event. You can click on the room name to show
information about the room such as photos of the room if available and who owns the room.


https://www.baruch.cuny.edu/confluence/display/calendar/Active+Data+Calendar+Training+Guide#ActiveDataCalendarTrainingGuide-UsingtheFacilitiesCalendartoseeroomavailabilitybeforeaddinganevent

Available Room(s)

Availability Level: Matching 1 Occurrences

Matched/

Unmatched Room

Select

170 Atrium, Rackow Room and Lounge -
= Rooms 750 and 760

/o President's Dining Room - Room 761

10 |Roomzss These links are clickable

10 Room 763

1f0 Room 765

Setup Time: | 2 hours v Select Minutes ¥ | Tear Down Time: | 2 hours T Select Minutes ¥ | Setup Count: I1 70

Setup Notes: | |

If you click on "Atrium, Rackow Room and Lounge - Rooms 750 and 760", you will see the following room information shown below.



Location: Baruch College

Information &
Building: Technology Building

(Library Building)

Atrium, Rackow Room
Room: and Lounge - Rooms

750 and 750
Room Phone/Extension: Room Feature(s)
Room Link: Feature Count MNotes
Room Address Computer 1
Address 1: 151E. 25thst, Padium
Address 2: Projector B
City: Projector 1

Screen
State: . .
e
Zip/Postal Code: &
. Tag -

County: Conference 1 IGMORE - for internal use
Phone: Services
Fax:
LIRL:
Internal Notes: The only setup option

for the Atrium space is

reception style with

capacity of 125,

Mewman Conference

Center
Facility Owner(s)
Room Permissions: Locked
Facility Cwner(s)  |coutinho, Crescentia T h h
3 MooreBrown, Vivian ese are t e r00| I I owners

Rivera, Rossann
)
m— — .

How do | know if | have successfully added a room to my event to be requested?

® You can look at the "Schedule Facility Booking(s)" area on the "Scheduling & Facilities" tab. This will show all the rooms you are requesting for your event. Please note that if this is a new event, this
event must be released (make sure that a rate category is set by the Dean/VP) to make the request to the facility owner.

If you did not book a room for your event date(s), there would be a tab named "Unbooked" with the number of dates that are unbooked in parentheses. In the image below, 14-266 was successfully
added to be requested for the event.



Schedule Facility Booking(s):

Foom 14-266 (1)  Add More Rogms

Facility gitt'.:c'_‘n

Baruch College - Mewman Yertical
Campus - Foom 14-266 (view) Classroo

RESET SEARCH

If you are unsure on how to correctly book a facility, please follow the instructions here: Active Data Calendar Training Guide - Scheduling & Facilities Tab
How do | know if my Dean/VP has given me a rate category?
® Your Dean/VP will email you the rate category after you've sent them the details of your event (See: Space Reservation Workflow - Event Organizer (Step 4 on the linked section) .

How do | know if a Space Manager has received my facility request?

® An event will send a facility request if the following things are true:

© Your event has been released, not saved. This option is set when you preview the event. A saved event will not send a request to the Space Manager.

Modify Event - Preview and Finalize Event |

Event Details

Save Event
* Release Event

Go to Event Notification Page

Do not notify category or event subscribers of th

Facilities Resources m

© You have a room booked for your event date(s). You can verify whether or not you have correctly selected a room on the "Scheduling & Facilities" tab in the "Schedule Facility Booking(s)"
area. If you see Unbooked anywhere, it means you have not booked a room for your date(s).

If you have correctly selected a room, it will be displayed like below:


https://www.baruch.cuny.edu/confluence/display/calendar/Active+Data+Calendar+Training+Guide#ActiveDataCalendarTrainingGuide-Scheduling&FacilitiesTab
https://www.baruch.cuny.edu/confluence/display/calendar/Active+Data+Calendar+Space+Reservation+Workflow#ActiveDataCalendarSpaceReservationWorkflow-step1

Schedule Facility Booking(s):

Foom 14-266 (1)  Add More Rogms

— Setup
Facility Option
Baruch College - Mewman Vertical

Campus - Room 14-266 {view) Classroo

RESET SEARCH

If you are unsure on how to correctly book a facility, please follow the instructions here: Active Data Calendar Training Guide - Scheduling & Facilities Tab
© You can check the facilities calendar to see if the room(s) is in Approved or Pending status.

Room: . Setup . Tear Down  User: . Setup Tear Down
) ) download print repot
. Closed Pending Review Approved

Expand Gantt Vie

<
Tuesday, Mar 29, 2016

Location:  Baruch College

Building: MNewman Vertical Campus

Room Name 5:00 AM | 6:00AM | 7:00 AM | B:00 AM | 9:00 AM | 10:00 AM | 11:00 AM | 12:00 PM | 1:00 PM | 2:00 PV

¥ Room 14-270 ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ Union Day - DC 37

How do | know of a Space Manager has approved or denied my facility request?

® |f a Space Manager has approved or denied your request, you should receive an email like the one below.


https://www.baruch.cuny.edu/confluence/display/calendar/Active+Data+Calendar+Training+Guide#ActiveDataCalendarTrainingGuide-Scheduling&FacilitiesTab

To:

Ca

Subject: Calendar Event Facility Request for Baruch College has been Approved
Attachments: mE\rent.ics (828 B)

Your event room reservation facility request has been approved for the following event

Event Name: Sample Event

Facility Request Approved
Event Start/End Date: 5/31/2014
Event Start/End Time: 9:00 AM - 11:00 AM

Booking ID: 315000000000176
Location Name: Baruch College
Building Name: 137 East 25th Street
Room Name: Room 8§31

Room Setup Option:

® You can also check the "Change Log" to see if aroom has been approved or denied. This page is shown after you select an event to modify on the "Modify/Cancel/Delete" page.

Modify Event - General Details

*Event Name:
Internal Event Comments Log x

kvent There are no comments for this event.

*Department:

Baruch Computing and Technolagy Center (BCTC) T
Add New Comments

Publish on Selected Calendar(s):

Select ¥ Highlight This Event

*Category(s)/Subcategory(s):

If a Space Manager has approved/denied a facility, you should see something like this in the change log:

Event Modified By:
Event Modified Date/ Time: 2/25/2014 41 PM

Details: The room "Room 785" was approved for the 3/14/2014 1:00 PM occurrence.,



® You can check the facilities calendar to see if the room(s) is in Approved or Pending status.

R.oom: . Setup . Tear Down User: Setup Tear Down

UD\NI;|DEﬂ print repot
. Closed Pending Review Approved '

Expand Gantt Vie

<
Tuesday, Mar 29, 2016

Location:  Baruch College

Buildi MNewman Vertical Campus
Room Hame 5:00 AM 6:00 AM 7:00 AM 8:00 AM 9:00 AM | 10:00 AM | 11:00 AM | 12:00 PM | 1:00 PM | 2:00 PM
¥ Room 14-270 ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ Union Day - DC 37

I've received an email that says "Facility Requested for Event placed in Review/Wait List Status", what does that mean?

® |f you received an email similar to the one shown below, it means that another event requesting the same facility within a period of time that overlaps with your event has been approved for the room.
This room is no longer available for your event.

You should modify your event and request another room or change the start/end times for your event to a time in which the room is available.

From:

Ta:

Cc

Subject: Facility Requested for Event placed in Review/Wait List Status

b

An event that you added included a facility request that was approved for booking for another
event owner. Your facilitv request has been placed in Review status. You mav modify or delete
vour event or maintain vour facilitv request in Review status which places the facilitv request on a
waiting list for the facility if it should become available at a later time.

Facility: Baruch College - 137 East 25th Street - Room 831
Event Name:

Event Start/End Date: 4/9/2014

Event Start/End Time: 8:30 AM - 1:30 PM

The URL for accessing the Calendar administration area for adding/managing events is:
http-//ersdev0] baruch cunv edu/calendartestlogin aspx

General Calendar Questions

How do | become a calendar administrator?
® Request for access can be sent by unit or department head to the BCTC Help Desk. Training will be provided by BCTC.\

How do | add a new location to my event?

® |f the room is not listed in the system, please put the location for the event within the event description. If you own a room and wish to allow others to request it in the system, please contact the BCTC
Help Desk.



The calendar is telling me that my event description exceeded 8000 characters, but it's not very long. What do |1 do?

® When you paste content from Word or other websites into the event description, it will bring over code on the back-end that you don't see. You can clean this up by using the format stripper option
shown below. It's advised you select the bottom-most option first (Strip Word Formatting) and work your way up if the calendar continues to give you this error.

(F-9-0- 4 BamB
|Ef Strip All Formatting ®

o Strip Css Formatting
if  Strip Font Elements
@f  Strip Span Elements

wF  Strip Word Formatting

Can | change day and/or time for an event once registration has opened?
® Event day/time information can not be changed once at least one person has registered for an event. Attempting to modify an event date with registrants will indicate "There are active

registrants tied to this event. No scheduling changes can be made to an event while there are active registrants." As an alternative, the event owner can indicate the information change within the
event description and send an email to all currently registered users. If you wish to cancel the event and reschedule it, you should inform the current registered users.

I want people who register for my event to be automatically approved. How do | do that?

® You cannot use the "Standard Form" when you add registration to your event. This form sets all event registrants to pending. You must create your own custom form within the "Registration” tab. On
Step 2 of creating the custom form, there is an option to set new registrants to approved.

& PUBLIC CALENDAR [l main menw 7 HELP "ﬁ LOGOUT ABOUT

ERE
ALENDAR

PAYMENT: Add - Modify/Delete - View FORMS: Add - Modify/Delete - View REGISTRANTS: Active - Archive - Types EXPORT: Add - ModifyDelete - View

Add Form - Registration (Text Configurations) Step: 1F1 3

Form Name:

Set New Registrants to: IADWOVEd - I - ™ send email reminder | 5 Minutes |+ I before the event.

Is there a way to change the "from" email address from an event registration confirmation email?

® Yes. This is not possible if you are using the "Standard Form" for your event registration, but if you are using a custom form, you can modify your form and change the email address. See image below.
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FORMS: Add - Modify/Delete - View REGISTRAMTS: Active - Archive

Modify Form - Registration (Text Configurations) Step: 1F1 3

Form Name: ‘\Wayne Form

Set Mew Registrants to: IADproVEd hd I I 5end email reminder I 5 Minutes | = I before the event.

Description: (Internal Use Only)

Form Text Email Text

Text to appear at top of form: Select Email: | Select ;I
Flease complete the fields below in order to register for this event. All fields

marked with an (*) are required fields for completion. Email Opening Text:

Text to appear at bottom of form, above buttons:

Flease verify that you have completed all required fields above and then
use the buttons below to either submit your registration request or you may
cancel out of this registration process,

i

Email Closing Text:

Text to appear on preview/payment selection screen:

[This screen allows you to preview your registration submission one final
time before finalizing your submission. We encourage you to print out
this screen for your records. You will also receive an email notification
with your registration information once you dick the final submission
hutton helow.  Your reaistration suhmission is nat comnlete until voo dick

-
-
s

Text to appear on final confirmation page: e
Event Registration — Thank You!

‘You have successfully completed your event registration request. You Send emails from: Iwhere'.rer@grnﬂil.cnm

will receive an email shortly with the details of your registration. Please
save the email for fuhure reference and in rase wou need to withdraw

Form Buttons (dick name to see image)
Submit

Choose File | Mo file chosen

Back

Choose File | Mo file chosen

Finish

Choose File | Mo file chozen

Reset

Choose File | Mo file chozen

Cancel

= e




| mmlr\luﬁbﬂchmn |
| Cancel " Back [RRRTERERE]OFNISH |

I'm making my own form and | see six different types of emails. When are these sent out to the registrants?

Email Text

Select Email:

Select

ir this event. All fields

Email Opening Text: Registration Confirmation
Registration Approved
Registration Denied
Registration Deleted
Registration Cancelled

Registration Reminder

15 above and then
N request or you may

“ | Email Closing Text:

Registration Confirmation - This is sent out when you have users set to "pending"” instead of "approved". This is the email they receive after registering, but before you approve them. No confirmation
email will be sent out if you are automatically approving users, they will receive the approval email instead.

Registration Approved - This is sent out when you approve the user if you have users set to "pending". If you have users set to "approved"”, they will automatically receive this email but will not receive
a confirmation email. See above for confirmation email.

Registration Denied - This is sent when you reject a user in the registrant management screen.

Registration Deleted - This is sent when you delete a user in the registrant management screen.

Registration Cancelled - This is sent out when you cancel an event that has registered users.

Registration Reminder - This is sent out when you have enabled reminder emails for the form.

Can | style the confirmation, approval, and other emails sent to the registrant for an event?

The calendar will only allow for text for these automated emails. However if you are sending an email to all the registrants through the Registrant Management page, you can send styled messages by checking
off "HTML Email".

*Message Subject: ActiveData Admin wanted you to know about this event at Baruch College
*Create Custom Email Message: HTML Email
Bryansala-9-0- 295008 88 [x x %
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When | syndicate a list using "Specific Events" with a marketing template, | am restricted to five events. Can | show more?

® Add the following to the end of the URL given with the javascript code.

&nunber =20

So it should look like this:

<script |anguage="javascript" src="http://ww.baruch. cuny. edu/ cal endar/ Event Li st Syndi cat or. aspx?event | D=1036, 1035, 1027, 1037, 1028, 1006, 1029
&adpi d=5&nunber =999" ></ scri pt >
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