How to do a Blackout Request Scribe™

1 Navigate to 25live.collegenet.com/pro/wpi#!/home/event/form

2  Click "Select from Types"

Event Name - Required

Test

Event Title

Event Type - Required

Select from Types

Sponsoring Department or Organization - Reqguired

Search organizations

Additional Organization(s) for this Event

EDIT
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3  Click here.

Event Type - Required

Select from Types

r Organization - Reguired
R - Receatonal

| for this Event
Blended Leaming

Cenemaony

Lommencamet

Expected Head Count

4 Click the "Search Locations" field.

Locations Search

Auto-Load Starred: No . Yesg

Hide Conflicts Enforce Headoount

Search Fillers -

Saved Searches (optional) (|
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Event Resources

Resources Search
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5  Click "Reset" for any existing search such as pre-loaded Starred Locations.
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Default — | Awailability
Capacity

Higgins House - 100
ALL

Higgins House -
Dining Room

6 Click the "Search Locations" field.

ions Search

d Slarred Mo .- Yes

Conflicis Enforce Headoount

Filers -

Searches (optional)
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7  Type "blackout ENTER"

8  Click "Request"

Saved Searches (optional) > blackout

':-Z‘I Hint! Type ;- bow

Mame — | Defauh
Capacity

Event Resources

Resources Search
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9 Inthe field for Requested Location, click "Search spaces".

Saved Searches (optional)

) Hirl Type 2 bo wie SeiesOl

ustom Attributes

. Reqguested Location Search spaces

ontact Roles for this Event
questor Scheduler

Poirker, Hannah Poirier, Hannah &

ent Categories

10 Search for your desired location.

Made with Scribe - https://scribehow.com



11  Select your desired location.

Custom Attributes |

¥ Requested Location Search spaces

Q} hh g

HH GREAT HALL (Higgins W
House - Graat Hall — Cap: 60)

Contact Roles for this Event
Requesior Scheduler
Poirier, Hannah Poirier, Hannah #

Event Categories

12 Complete the request form and submit. An event coordinator will process the
request and follow up as necessary.
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