(' CITY COLLEGES Sharing 25Live Events to others
/ of CHICAGO

Users can share requested events to others within 25Live to CCC colleagues and people outside of
CCC. There is an option to attach an Outlook file to the email so that the event will populate within
Microsoft Outlook.

1 open Clty CO”egeS Of Chicago Webpage Faculty & Staffil  Direclories 1 Wani To... Colleges

at ccc.edu. _ —

- Academic Calendar Employee Portal OneDrive

Academic Catalog Faculty Forms OpenBook

. . AV Request HR Self Service Policies

Click on Event/Room Scheduling under Brightspace Human Resources _ Print Job Request
. CCC Alert Inspeclor General

FaCU Ity & Staff d ! reCtO ry CCCWorks Intranet Special Assignment Heques

Curmculum Development Library Sysiem Supportive Intervention Team

Email my.ccc.edu Taleo Recruiting

Employment at City Colleges Mavigate Tenure Documents

Event Calendar Travel and Expense Reimbursement
Union Contracts
Workforce Connecls

2 From the landing page, choose your main  .oue
Campus, Schedule Events and Rooms with 25Live

Faculty and Staff Room Requests

3 On Campus using CCC Internet:

e Click on SignIn i 25Live Pro Guest | Signin| =More

You should automatically enter the system.
Or you will need to sign in using your CCC
username and password.

4 Click on the “Go To Search” or

“Events” under Your Upcoming Events on
your Dashboard. Your Upcoming Events A

2 Events ih which you are the Requestor

[;"‘J 2 Events ih which you are the Scheduler
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5 Click on your Event name.

6 Click on “More Actions” found in the upper
right of the webpage.

7 Click on Email Event.

8 Check any of the boxes under Related
Recipients, if required.

Enter the email address[es] under
Additional Recipients.

Check the iCal File checkbox if you want the
recipient to add the event to their
Microsoft Outlook calendar.

9 Click “Send”.

END OF PROCESS.
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2 Matching Events
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More Actions

Manage Bindings Create Task

Print Repart Email Event Subscbe Conapse

Edil Eveni o Retated Evenis
Email Event
Relaied Recinients: Recipiants: Attach:
To GG BCC TO | usemame@ccc.edu Default Invoice: Event Invoice (Related)
Self
cc NPT 1 Event C n (Related)
~ iCal File
Ri i
equestor v, BCC
Separate multiple email addresses with
Scheduler commas. To choose from a list, click To,
CC or BCC
Anyone with Assignment
Tasks
Anyone with Notification
Tasks
Event Owner
Subject
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