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Express Scheduling
allows 25Live users to
schedule simple
events/meetings in
conference rooms.

The Express
Scheduling widget is
found on the front page
of the standard 25Live
Dashboard.

Conference Rooms
Through 25Live Express Scheduling
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Determine a date and
time of your
event/meeting.

Express Scheduling

Date / Time
FRI JAN 05 2024

10:00 am
To

11:00 am

Duration:
1 Hour

Available express
locations will populate
based on the date/time
inputted.

Express Locations

Search spaces w
Q) Search spaces
UW1 303 (Bothell Founders Hall 15 =
WA 302 Conferance Room —
Cap: 8)
UW1 205 (Bothell Founders Hall ¥y
{UW1) 305 Conference Room —

Cap: 8)

UWZ 327 (Bothell Commons Hall ¥

Event Name &
Complete

the reservation.

e After clicking “Save”,

the event is made and
confirmed.

Event Name

RESERVATION
COMPLETE!

“Open in Form”
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e Set an Event Name for

If you click “Open in
Form”, you can include
more information about
your reservation. You
can also make it a
reocurring
event/meeting.

Note: Reservations will automatically be placed under “Tentative” status, but the event is still confirmed.





