25Live! Event Management System v. 23
Anyone
Job Aid

How to Create a To Do

You can create To Dos in the 25Live system to document and monitor required activities. For example, if you need to
have your authorized signer approve your event billing, you can create a To Do in 25Live!for this task. These
instructions will guide you in creating a To-do.

# Steps lllustrations
1. To begin, you will need to search for your event. From the ;‘::f';‘;:‘ ,5,-') e T (D e g e
Events tab, Vour e BVt Searches Featured Event

All of Your Event Searches Your Starred Events

(] Select Pre-Defined Groups Public Event Searches Events In Your Starred Locations

Events Using Your Starred Resources
Your Starred Location Searches Events Sponsored By Your Starred Organizations
Events Spansored By Organizations To Which You

e Select Events You Are Scheduling Al of vour Location Searches
Belong

X 5 Ry Public Location Searches
e Click ﬂ ( Events You Are Scheduling@
(_ # Run @

2. When you search results appear [h) searcH For Events | -
Search by Keyword: | 2013 history o
¢ Scroll through the events to desired one [ | S
e Click the Event Name, such as Spring 2013 History T T e ] ——
Forum = 2013-AAAIEH H;%L e (Private) Requestor

HOMANITIES

3. After the event opens, click thel & Mere Actons... = | | et | [ prng |

 Edit this Event | Event State: Tentative + (I {3 More Actions... v) (©) Refresh ‘ (7] | x| |

4. From the menu, select Create “To Do” Task G More Actions... ~ | @ refresh | @

12? Starred (Remove from Starred?)

Copy this Event

sa Establish Relationships

[#] Delete this Event

( Create "To Do" Task )

% Email Event Details

Print a Report for this Event 3

F’:’ Subscribe to this Event

©
B

Zl Create "To Do" Task

5. The Create “To Do” Task window appears.

Associated Event: Sth Annual Gender Matters

"To Do” Name: |

“Te Do” Comment: ||
Due Date: EoN

Assigned By: Scheduler, Student Union

Assigned To: Choose = Contact

Contacts Associated with this Event... [ =]
or

Search for Contacts...

6. Inthe “To Do” Name
o Enter a name for the To Do, such as Billing "TO DO" Name: B||||ng Request Form fO”OW'UD

Request Form follow-up
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7. Inthe “To Do” Comment, "To Do" Comment: | Check to see if I received the BRF from

 Enter your reminder information from the X department]

8. Inthe Due Date,

Due Date:  5/77/2013

e Enter your desired date or use the A to select a
date

9. For the Assigned To, you have two options for assigning
a “To Do.”

Assigned To: Chooss 3 Contact below. ..

o’ Contacts Associated with this Event... [ ¥ ]
0

R

e Option 1: Contacts Associated with this Event
(Figure 1), see step 10

9 Search for Contacts...
OR </

e Option 2: Search for Contact (Figure 2), see step
11

10.  Option 1: Contacts Associated with this Event (Figure 1) | Contacts Associated with this Event...

e Choose a contact using the down arrow for Scheduler, Dorel
Contacts Associated with this Event Gcheduler, Student Union)
. Service Provider, ITS1
e Select the desired contact Service Provider. SRM1 < )

e Click

e Skip to step 12

11. | Option 2: Search for Contact (Figure 2)
student Search

e Click Search for Contacts...

Choose from Search Results...
Cabinet, Student Affairs

e Enter your search criteria

e Select the desired contact Scheduler. Student U”iOFDe
« Click | Create | -/

o ” H
12. | If your “To Do” was created successfully, you will Succasst

receive a message shown on the left. Your "o D" Task has been created.

If you want to create another “To Do”, then click the

Create Anather ToDo'Tesk| ot herwise, click .

Create Another To Do’ Task
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