Tasks in 25Live
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Tasks in 25Live - Who, What, When, and Why??

Who can use tasks?

Schedulers: Authority to assign selected locations and resources
Service Providers: Provide resources and services — equipment, facilities assistance, etc.
Individuals: Approve or acknowledge (be aware) of certain aspects of the event or approve

miscellaneous tasks

What are tasks?

Tasks are “jobs” related to scheduling or event management that 25Live tracks
You can give tasks, and you can receive tasks

Tasks DO NOT generate emails

When should you use tasks?

Automatically notify service providers that their resources and/or services are needed
Some scheduling practices require official approval for certain aspects of events

Single source for tracking event communications and tasks

Why should you use tasks?

To communicate automatically and proactively with those involved in an event
Tasks help to simplify and streamline your work

Completed tasks are tracked within the 25Live event record and are searchable within 25Live



Three Types of Tasks

Assignment

e Automatically generated
e Requests that a Location or a Resource be assigned

e Once assigned, the Location/Resource is reserved

Notification

e Automatically generated

e Communicates that Location or a Resource has been scheduled

To Do

e Customized communication

e Case by case basis



Viewing Tasks

Upon signing in to 25Live, a window will be displayed that indicates any Overdue Tasks that you
might have:

|&" Find Available Locations

| know WHEN miy event should take place -- help me find a location!

| know WHERE iy event shoul

7 Overdue Tasks [

13

A

You have 17 Qutstanding Tasks that are Overdue and
require your attention.

Click to View Your Overdue Tasks

w Your B Close ©

k| No Events in which you are the Scheduler

k| No Events in which you are the Regquestor

¥ Tasks ©
+| ¥You have No Tasks on Today's Agenda
) 18 Outstanding Tasks

* 21 Flagged Tasks

| 0 Tasks Assigned By You

You can either:
1. Click on “Click to View Your Overdue Tasks” or
2. Click on Close

After choosing Option 1 above, your Overdue Tasks will be displayed:

‘_&‘" Home ‘ |Q’ Event Wizard ‘ \g Events ‘ | W Locations | “ Resources | |L~, Organizations ‘ | 7] Tasks ‘ ‘ [F) Reports ‘

| overview of Tasks || Tasks Agenda | | Advanced Task search |

f Overview of Tasks

Choose Which Tasks To View

Overdue
Qutstanding
Flagged

Completed
Assigned By Yous All

Assigned By You: Completed

Assigned By You: Denied -

Choose Visible Columns ] | 2| Create "To Do" Task | {f) Refresh
Event Title Task Item Actions Respond By First Date Referance Assigned By
Test - Csueb-affiliate Picnic Test - CSUEB-afiliate Picnic ) H-GROUNDS STAFF / In Progress &b Approve? / @ Da Sep 03 2015 Sep 252015 2015-AAHSXE Carter, Ruth
Test-concert Non-csueb Test-Concart Non-CSUEB ] H-GROUNDS CLEANUP /1n Progress & Approve? / | D Sep 03 2015 Sep 252015 2015-AAHSXF Carter, Ruth
Resource Test Resource test ©) u-TABLES / In Progress &5 approve? / F Dany? Sep 022015 Sep 012015 2015-AAHSXE Dobbin, Andy
Test - Csueb-affiliate Picnic Test - CSUEB-afiliate Picnic J) u-BBQ / n Progress &b Approve? / @ Da Sep 022015 Sep 252015 2015-AAHSXE Carter, Ruth
Test - Csueb-afiliate Picric Test - CSUEB-afiliate Pienic °) H-TABLES /1n Progress & Approve? / R D Sep 022015 Sep 252015 2015-AAHSXE Carter, Ruth
Test - Csusb-affiliate Picnic Test - CSUEB-afiliate Picnic Z) H-TRASH CAN / In Progress & Approve? / @ De Sep 012015 Sep 252015 2015-AAHSXE Carter, Ruth
Test - Csueb-affiliate Picnic Test - CSUEB-afiliate Picnic ) H-RECYCLING BINS / In Progress &b Approve? / @ Da Sep 012015 Sep 252015 2015-AAHSXE Carter, Ruth
Tast-concert Mon-csueb Test-Concert Non-CSUEB "] H-TRASH CAN / In Progress & Approve? / @ Da Sep 01 2015 Sep 252015 2015-AAHSXF Carter, Ruth
Test-concert Non-csueb Test-Concert Non-CSUEB ) H-RECYCLING BINS / In Progress & Approve? / @ De Sep 012015 Sep 252015 2015-AAHSXF Carter, Ruth
Ath - Test Csueb Special Event Ath - Test CSUEB Special Event ) H-CUSTODIAL STAFF /1n Progress & Approver / @ Dany? Aug 31 2015 Sep 06 2015 2015-AAHSWW Carter, Ruth

17 Matching Tasks Page 1 of 2

Nex

t Last




Viewing Tasks (continued)

After choosing Option 2 above, your Home Page will be displayed. To view tasks, click on the
Tasks tab or choose any item listed near the bottom of the display:

<] Tasks @©

#| ¥You have No Tasks on Today's Agenda
"] 18 Outstanding Tasks
* 21 Flagged Tasks

] 0 Tasks Assigned By You

It's a good practice to choose “"Outstanding Tasks” so that they can be worked first and in a

prioritized manner.

Below is an example of some Outstanding Tasks:

B Home | |[&f Event Wizard | | i) Events | | ¥ Locations | | & Resources | | (3 Organizations 7) Tasks | | [[) Reports

Overview of Tasks | | Tasks Agenda | | Advanced Task Search

él QOverview of Tasks Choose Which Tasks To View

Choose Visible Columns [¥] | 7] Create "To Do" Task | () Refresh | &)

Title Task Item Action: Respond By First Date Reference

Test - CSUEB-affiliate Picnic ] H-CHAIRS d Apy 7 f Q Den Sep 04 2015 Sep 25 2015 2015-AAHSXE
b ] H-GROUNDS STAFF & ap / | pen Sep03 2015 5ep 25 2015 2015-A8HSXE
B ] H-GROUNDS CLEANUP B an Q Sep03 2015 ep 25 2015 2015-ARHSXF
2 ] H-TABLES B an 9 Sep022015 Sep 01 2015 2015-AAHSXE
B = wesq & an Q Sepo2 2015 ssp2s 201 2015-ARHSXE
Test - CSUEB-affiliat: c ] H-TABLES &b ap 9 pe Sep 02 2015 Sep 25 2015 2015-AAHSXE
Test - CSUEB-afiliate Picnic ] H-TRASH CAN b ap ? f @ Deny Sep 012015 Sep 25 2015 2015-AAHSXE
Test - CSUEB-affiliate Picnic "] H-RECYCLING BINS &b Approve? / W Deny Sep 012015 Sep 25 2015 2015-AAHSXE
Test: Non-CSUEB ] H-TRASH CAN b ap 2/ @ pany Sep 012015 Sep 25 2015 2015-AAKSXF
Test: Non-CSUEE )] H-RECYCLING BINS Active / In Progress b Approver / @ Deny Sep 012015 Sep 25 2015 2015-AAKSXF

Next Last

From here, you can also choose different kinds of tasks to view.

Choose Which Tasks To View

Overdue: Tasks assigned to you and due today or within

Cverdus the past 30 days and not yet completed
Outstanding
Flagged Outstanding: Tasks assigned to you and due within the

past 30 days and not yet completed
Completed

Flagged: Tasks that you haven’t acted on yet, or that you

Azsigned By You: All
returned to a flagged status

Assigned By You: Completed

Assigned By You: Denied - Assigned by you: To yourself and others

You can choose an Action (Assign/Deny) from this display or you can click on the Event to see
more detail prior to selecting an Action.



What do the GREEN and RED symbols indicate?

e Assignment Task &) Assign? /
— Location
— Resource

Q Ceny?

e Notification Task .
—  Location E_/_,J‘l Acknowledge?
—  Resource '

e To Do Task
— Created by you and by others
— Case by case basis

Cﬁ Complete? [
[gnore?

What Happens If...?

Assignment Task

Assign = Location/Resource IS assigned

Deny = Location/Resource IS NOT assigned

=

Notification Task

Acknowledge = action noted. Does not affect reservation

To Do

Complete = action noted. Does not affect reservation

1o o'

Ignore = action noted. Does not affect reservation




Seeing more Event Detail prior to Approval/Denial

When the event Detail is displayed, select “View the event’s Task List”

Event Details

Event Name:
Event Title:
Event Type:
Reference:
Alien UID:
State:
Organization:
Scheduler:
Requestor:
Head Count:
Tasks Completed:
Approvals:

Assignments:

To Do's:

Event Custom Attributes:

Test - Csueb-affiliate Picnic
Test - CSUEB-affiliate Picnic
Special Event
2015-AAHSXE

Confirmed

&5 OFFICE OF CSCI
l_ﬂ, Carter, Ruth

1}3: Carter, Ruth
150 expected

1=
o/o
0/0

View this event's Tazk List

1 - Advertisement Accepted Yes
Requirements:
Advertizsing
Food
The Task List is displayed.
View: | Only Tasks Assigned To You ¥ {3 More Actions... = @ Refresh a ﬂ
Tasks for "Test - Csueb-affiliate Picnic” |
From 12:00 PM to 02:00 PM on Fri Sep 25 2015,
Related Location(s): SCI EAST PICMIC
Notifications: Locations & Rescurces ( =
| v-BBOQ Status: Active Flagged?: ™ Expand All Tasks in this Section
) H-CHAIRS Status: Active Flagged?: [* Collapse All Tasks in this Section
| H- . i ., [
"] H-GROUNDS STAFF Status: Active Flagged?: d Approve All Your Tasks in this Section
~| H-RECYCLING BINS Status: Active gged®: [
d Fla : Q Deny All Your Tasks in this Section
| H-TABLES Status: Active Flagged?: [* R
* Flag All Your Tasks in this Section
] H-TRASH CAN Status: Active Flagged
Unflag All Your Tasks in this Section
¥| H-CUSTODIAL SERVICES Status: Cancelled Flagged®: [*

Select “More Actions” and Expand All Tasks to show more information.



Viewing the instructions for locations/resources

To see more event information, click on the expand button within the occurrence.

 veaits |

¥ More Actions... @Refresh @ 4

Event Preferences

The following rescurce preferences were registered:

4 H-CUSTODIAL SERVICES [Quantity: 1] Remove preferences

Event Occurrences

Start Date Start Time End Date End Time Assignments

Fri Sep 25 2015 12:00pm Fri Sep 25 2015 3:00pm L ‘ (

Expand this Occurrence

The event details are listed along with any instructions for the locations/resources.

Event Occurrences

Start Date Start Time End Date End Time Assignments
Fri Sep 25 2015 12:00pm Fri Sep 25 2015 2:00pm B ‘
Setup Start: 11:00am Takedown End: 4:00pm
Location: y SCI EAST Layout: Activity
PICNIC
Rescurces: .‘. H-BBQ Quantity: 2

Instructions: Please place the BBQs near the 3 food setup tables

A H-CHAIRS Quantity: 160
Instructions: Please place 8-2 chairs per table

‘ H-GROUNDS STAFF Quantity: 1

‘ H-TABLES Quantity: 18

Instructions: Please place 3 tables end-to-end near the BBQ for foed setup, and the remainng 15 tables need to be in 3 rows with & tables end-to-
end in each row

& H-TRASH CAN Quantity: 4
Instructions: Make sure the trash cans are emptied in a timely manner

4 H-RECYCLING BINS Quantity: 2

Instructions: Recycling bins are required




Complete Assignment Task

Tasks for "Test - Csueb-affiliate Picnic"

From 12:00 PM to 03:00 PM on Fri Sep 25 2015.
Related Location(s): SCI EAST PICNIC

Notifications: Locations & Resources More Actions... =]
T r-eBQ Status: Active Flagged?: [*
Respond By Date: Sep 022015 73

<——___Comments that others have inserted. These are only visible to
the participants in the task’s workflow.

Rescurce (Juantity:

Assigned To:
& Rios, Jose Approve? / Deny?
Notified [FYI]:
L Captain A, Web In Progress
] H-CHAIRS Status: Active Flagged®: [*
Dates Assigned: All Respond By Date: Sep 042015 '

Comments: ticket® =or
Resource Quantity: 160

Assigned To:
D) Rios, Jose Select Approve or Deny

Notified [FYI]:
(i Captain A, Web In Prograss
| B-GROUNDS STAFF Status: Active Flagged?: [*
Dates Assignad: All Respond By Date: Sep 022015 "%

Comments: (none) e

Resource Quantity: 1

Assigned To:
o Rios, Joze Approve? [ Dany?
Notified [FYI]:
5 Captain A, Web In Progress
“] H-RECYCLING BINS Status: Active Flagged?: [*
Dates Assigned: All Respond By Date: Sep 012015 78

Comments: (none) =t

Resource Quantity: 2

Assigned To:

& Rios, Jose Approve? / Deny?

Notified [FYT]:

After Selecting the Action, the task will be at the bottom of the task list showing its new status

| H-CHAIRS Status: Approved Flagged?:
| H-GROUNDS STAFF Status: Approved Flagged?:
¥| H-CUSTODIAL SERVICES Status: Cancelled Flagged?®: [

Many times, an event has a notification task associated with it which notifies the event
coordinator about a specific event scheduling action. The task list above shows resources that
need either approval or denial. These tasks also require an Acknowledgement by the event
coordinator.

It is important to remember that when selecting Deny, nothing is cancelled or removed from
the event.



Complete Notification Task

Similar to the Assignment Tasks, the Notification Tasks can be completed either in the Task
Overview or on the Task List within the Event tab.

From the Task Overview, Select "Acknowledge” or click on the Event to view more information
prior to completing the Acknowledgement Task.

Overview of Tasks || Tasks Agenda | | Advanced Task Search

| El overview 'Of Tasks Choose Which Tasks Ta View

Overdue
Outstanding
Flagged

Completed
Assigned By You: All

Assigned By You: Completed

Assigned By You: Denied -
Ewvent * | Title Task Item Status
Test - Csueb-affiliate Picnic Test - CSUEB-affiliate Picnic | H-BBQ Active / In Progress ( lﬂ) Acknowledge?
Test - Czueb-affiliate Picnic Test - CSUEB-affiliate Ficnic ”| H-CHAIRS Active / In Progress
Test - Csueb-affiliate Picnic Test - CSUEE-affiliate Picnic ”| H-TABLES Active / In Progress lf) Acknowledge?
Test - Csueb-affiliate Picnic Test - CSUEB-affiliate Picnic ”| H-TRASH CAN Active / In Progress lﬁ Acknowledge?
Test - Csueb-affiliate Picnic Test - CSUEE-affiliate Picnic ”| H-RECYCLING BINS Active / In Progress d Acknowledge?
Test - Csueb-affiliate Picnic Test - CSUEE-affiliate Picnic ”| H-GROUNDS STAFF Active / In Progress d Acknowledge?
Test-concert Non-csueb Test-Concert Non-CSUEB j Food Active / In Progress lﬂ) Approve? [ Q Diany?
Test-concert Non-csueb Test-Coencert Nen-CSUEB | 1 - Fire Marshall Active / In Progress lf) Acknowledge?
Test-concert Non-csueb Test-Cencert Nen-CSUEB | 3 - Posting/Advertising Policy Active / In Progress lf) Approve? / Q Deny?
Test-concert Non-csueb Test-Concert Nen-CSUEB ”| Contract Active / In Progress d Approve? / Q Deny?

10



Complete Notification Task (continued)

From the Task List within the Event tab, Select "Acknowledge” for each Notification Task.

ot | [ N

| View:lOnll,' Tazks Assigned To You ¥ | B Edit this Event | Event State: Confirmed - |ﬁ More Actions... = |@ Refresh |

Tasks for "Test - Csueb-affiliate Picnic" ‘ [

From 12:00 PM to 03:00 PM on Fri Sep 25 2015.
Related Locatien(s): SCI EAST PICNIC

MNotifications: Event ‘ More Actions... [~

"] 2 - Posting/Advertising Palicy Status: Active Flagged?: [*

"] Food Status: Active Flagged®: [*

Notifications: Locations & Resources ‘ More Actions... ]

”] v-BBQ Status: Active Flagged?: [* [
Dates Assigned: All Respond By Date: Sep 02 2015 '@

Comments: FM-100200 =7

Resource Instructions:

Flease place the BEBQs near the 2 food setup tables
Resource Quantity: 2

Assigned To:
L'IB Rigs, Jose In Progress
NMotified [FY1]:
& captain A, Web
7] H-RECYCLING BINS Status: Active Flagged?: [*
Dates Assigned: All Respond By Date: Sep 01 2015 ['&

Comments: (none) e
Resource Instructions:
Recycling bins are required
Resource Quantity: 2
Assigned To:

.15 Rios, Jose In Progress

Notified [FYI]:
Eﬂ Captain &, Web

11



Creating an event-related “To Do"” Task

On the Details tab of the event, click on More Actions and then select, Create “To Do"” Task

Start Date

Fri Sep 25 2015

Setup Start:
Location: g SCI EAST
PICNIC
Rescurces: dh H-BBQ

Instructions:
& H-CHAIRS

Instructions:

The following
& H-CUSTODIAL

Start Time
12:00pm

11:00am

Layout: Activity

Details

'&dj More Actions... =

@

@ Refresh

Ey

B =

[

o

Not Starred (Add to Starred?)
Delete this Event

Create "To Do" Task

.0

Email Event Details

'] Print a Report for this Event

£l Subscribe to this Event

Make "Details” my default view when loading individual Events

gnments

e

Takedown End:

Please place the BBQs near the 2 food setup tables

Pleaze place 8-% chairs per table

<] Create "To Do" Task

Associated Event:

"To Do" Name:

"Teo Do" Comment:

Due Date:

Assigned By:

Assigned To:

Test - Csueb-affiliate Picnic

Picnic Reminders

Fri Sep 25 2015 s
Rios, Jose

Ramirez, Terri

Choose from Associated Contacts...

OR
terri Search

Choose frem Search Results...

Ca
"
Ramirez, Terri
P

Create

4:00pm
Quantity: 2
Quantity: 160

Fill in the information for the “To Do" task.

Choose the contact who should receive
this “To Do" task for this event.

) When the "To Do" Task is complete, click
on Close or Create Another “To Do" Task.

<] Create "To Do" Task

12

Success!

Your "To Do" Task has been created.

Create Another 'To Do’ Task

Close




Viewing “To Do"” Tasks

When the user, who was assigned the “To Do" Task, logs on 25Live they will have Outstanding

Tasks

£5 Organizations | | 7] Tasks | | [ Reports |

[& Find available Locations

I know WHEN my event should take place — help me find a location!
2 Recently )

OR —

£ Test - Csu

I know WHERE ry event should take place — help me Choose a time! 7

w4 Your Stan

You doe not hay

Create an Event

Throughout th
+| Your Events @ | S
&Y Your Stan
&l No Events in which you are the Scheduler —
& No Events in which you are the Requestor ‘ou do not ha
Throughout th

| Tasks © |
on Today's Agenda &; Your Stan

32 Outstanding Tasks You do not hay

[* 4 Flagged Tasks

Throughout th
|#] 0Tasks Assigned By You

After clicking on their outstanding tasks, their task list is displayed.

|§\‘“ Home ||@Eventmzard ‘

| Events | | W Locations ‘ |‘ Resources | |g’_';;0rganizations | | | Tasks ‘ | [¥) Reports ‘

J Overview of Tasks || Tasks Agenda H Advanced Task Search |

?l Overview of Tasks Choose Which Tasks To View

Overdus o
Outstanding

Flagged

Completed

Azzigned By You: All

Assigned By You: Completed

Assigned By You: Denied -
Choose Visible Columns [¥] | ] Create "To Do" Task 0 Refresh g
Event Title - Status Actions Respond By First Date Reference Assigned By
Test - Csueb-affiliate Picnic Test - C5UEB-affiliate Picnic & ”J Picnic Reminders ):ti'.le { In Progress !ﬁ Complete? / Q Ignora? Sep 252013 Sep 25 2015 2015-AAHSXE Rios, Jose
Science Festival Science Festival ] H-CHA! Active / In Progress & Approve? | @ Deny? Aug 112015 Sep 052015 2015-AAHSVY Wallace, Lucero
Summer Concert summer concert | H-CHAIRS Active / In Progress & approve? | @ Deny? Aug 09 2015 Aug 08 2015 2015-AAHSUK Carter, Ruth

13



Completing “To Do"” Tasks

At this point, the user can click on the Task Item to view the "To Do" task or they can Select the

Event.
71 Edit To Do’ Task 7]
Associated Event: Test - Csueb-affiliate Picnic
Clicking on the Task Item, "To Do Name: [Picnic Reminders
displays the Edit “To Do" Task "ToDo”Comment: |Remember o clean out the 88Qs st
window. Due Date: [Frj Sep 25 2015 a8,

Assigned By: Rios, Jose

Assigned To: Ramirez, Terri

Contacts Associated with this Event... ¥

Clicking on the Event, re-directs you .
to the event, where you can then

click on the Tasks tab. Click on the

Event again and this is where the Edit
“To Do" Task can be completed.

OR

Search for Contacts...

Test - Csueb-affiliate Picnic

View: | Only Tasks Assigned To You ¥ .,d} More Actions... = @ Refresh @ Lﬂ

mn

Tasks for "Test - Csueb-affiliate Picnic

From 12:00 PM to 03:00 PM on Fri Sep 25 2015.
Related Location(s): SCI EAST PICNIC

To Do's More Actions... ]

| Picnic Reminders Status: Active Flagged?:
First Date: Sep 25 2015 Respond By Date: Sep 25 2015 Uiy
Comments: Rememberto clean out the BBQs first =it

Assigned To:

o

14




Creating an Independent “To Do"” Task

At times, it might be helpful to have a “To Do" list that lists tasks that are not related to an
event. To do this, click on the Tasks tab and Select Create “To Do" Task.

Overview of Tasks || Tasks Agenda || Advanced Task Search

i E Overview Of TaSkS Choose Which Tasks To View

Overdue
L

Outstanding
Flagged

Completed
Assigned By You: All

Assigned By Yo

Assigned By You: Denied -
Choose Visible Columns [ | 4] Create "To Do" Task Refresh | @
Event Title Task Item Status Actions Respond By First Date Reference Assigned By
Resource Test Resource Test | 1- Fire Marshall Active / In Progress (_°] Acknowledge? Sep 08 2015 2015-AAHSXT Floater, Test
Resource Test Resource Test | 4- Minors Policy Active / In Progress (_°J Approve? [ Q Deny? Sep 08 2015 Sep 08 2015 2015-AAHSXT Floater, Test
Test - Csueb-affilizte Picnic Test - CSUEB-affiliate Picnic ) H-CHAIRS Active / In Progress (_°J Acknowledge? Sep 25 2015 2015-AAHSXE Carter, Ruth
Vbt - Test Csueb Special Event VET - Test CSUEB Special Event 7 veT-0124 Active / In Progress & aporover / 9§ Deny? Sep 032015 Sep 18 2015 2015-AAKSWZ Carter, Ruth
Vbt - Test Csueb Special Event VBT - Test CSUEB Special Event ”| H-STAFF FOR VBT Active / In Progress (5 Acknowledge? Sep 18 2015 2015-AAHSWZ Carter, Ruth
Vbt - Test Non-csueb Special Event VET - Test Non-CSUEE Special Event 7 veT-0124 Active / In Progress & approver / & Deny? Sep 032015 Sep 152015 2015-AAKSWY Carter, Ruth
Test - Csueb-affiliate Picnic Test - C5UEE-affiliate Picnic ”| H-GROUNDS STAFF Active / In Progress (5 Acknowledge? Sep 252015 2015-AAHSXE Carter, Ruth
Test-concert Non-csueb Test-Concert Non-CSUEB ”| H-GROUNDS CLEANUP Active / In Progress (5 Acknowledge? Sep 252015 2015-AAHSXF Carter, Ruth
Test - Csueb-affiliate Picnic Test - CSUEB-affiliate Picnic Zl u-BBQ Active / In Progress (5 Acknowledge? Sep 252015 2015-AAHSXE Carter, Ruth
Test - Csueb-affiliate Picnic Test - CSUEB-affiliate Picnic ”| H-TABLES Active / In Progress (j Acknowledge? Sep 252015 2015-AAHSXE Carter, Ruth

7 Create "To Do” Task @ Fill in the information for the “To Do" task.

Associated Event: Test - Csueb-affiliate Picnic

"To Do" Name: [Picnic Reminders '/ Choose the contact who should receive
[

this “To Do" task.

"To Do" Comment: |Remember to clean cut the BEQs first

Due Date: [ SED 35 2015 _‘

When the "To Do" Task is complete, click
on Close or Create Another “To Do" Task.

Assigned By: Rios, Jose

Assigned To: Ramirez, Terri

Choose from Associated Contacts...

OR
terri Search
7| Create "To Do" Task @
Choose from Search Results...
Pance, Terri
Ramirez, Terri 4
Success! i

Williams, Terri

Your "To Do" Task has been created. r

Create Create Another To Do’ Task

| Close

The "To Do” Task will be on the Task List of the person to which it was assigned, and the Event
will refer to “none”. After the “To Do” Task is completed, the person assigned the task will Select
the “Complete” Action; otherwise, they can Select the “Ignore” Action.

15



Tasks Agenda

e Found on the second tab within the Task tab

e Displays a calendar of events with tasks assigned to you
e Used for managing notification tasks

e You can set the date range interval and dates to view

e Typically used by service providers

e Used as a schedule

e Information based — not action based

e Does not show instructions

|§" Home ‘ ||3 Event Wizard | |£ Events | | w Locations ‘ |‘. Resources | |,._,, Organizations | | | Tasks |

| Overview of Tasks | | Tasks Agenda | | Advanced Task Search |

[_él Tasks Agenda

Dates: 4 Tue Sep 08 2015 — Mon Sep 14 2015 ¢ | Viewing Tasks: Expand All Collapse All G Actions... v @ Refresh 6

Wednesday Thursday Friday Saturday Sunday

Setup duration:
8:00:m - 9:00:2m

# Ath - Test Non-csueb
Special Event

W STADIUM

My tasks...
H-ATHLETIC STAFF

(L

H-CUSTODIAL STAFF

L L

H-GROUNDS STAFF
H-STADIUM LIGHTS

Lo

H-UNIV. POLICE OFFICER

STADIUM

[t | ¢

H-2002

16



Tasks Agenda (continued)

Another view used by service providers:

Dates: 4 Sun Sep 13 2015 W

<) )
Te Do
Tasks

0:00

iii Tasks Agenda

a0 e Can view tasks by day/week/month when
= using the Date filter
7:00 e Tasks display chronologically
8:00 Setup duration:

8:00am = 9:00an e Shows setup and take down as separate

® Ath - Test Mon-csueb Special Event

W STADIUM entries
My tasks...
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"] H-CUSTODIAL STAFF

:l H-GROUMNDS STAFF

] H-STADIUM LIGHTS
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Z sTADIUM Other tools used by service providers

¥ weoccs

e Print the event confirmation from More Actions

5:00 e Run a report from the Resource Report group
10:00
1100 — Daily operations
12:00
1:00 — Daily operations by space
2:00 .
3:00 — Daily setup report
4:00 .
w00 — Daily setup by space
E:00
7100

Takedown duration:
F:00rm - 9:00FM

# Ath - Test Non-csueb Special Event

W STADIUM

My tashks...

H-ATHLETIC STAFF
H-CUSTODIAL STAFF
H-GROUMDS STAFF
H-STADIUM LIGHTS
H-UNIV. POLICE OFFICER
STADIUM

So-aoo

B OO0

17



	Tasks in 25Live
	Tasks in 25Live – Who, What, When, and Why??
	Three Types of Tasks
	Viewing Tasks
	What do the GREEN and RED symbols indicate?
	What Happens If…?
	Seeing more Event Detail prior to Approval/Denial
	Viewing the instructions for locations/resources
	Complete Assignment Task
	Complete Notification Task
	Creating an event-related “To Do” Task
	Viewing “To Do” Tasks
	Completing “To Do” Tasks
	Creating an Independent “To Do” Task
	Tasks Agenda


