Instructions for Using CuestaView

CuestaView is Cuesta College’s new room informasigstem. With it you can view room availability
and features (size, furniture, equipment, etd.you are a Scheduler you may also reserve a room f

future use(See pages 9-12 for instructions on making reseimat)

Accessing CuestaView

1. Launch a web browser (i.e. Internet Explorer, BixefSafari, etc.).

2. Go to:calendar.cuesta.edu
The CuestaView screen will display.

Navigating CuestaView

1. Click on the desired tab (Events,
Locations, My Requests, or My

By Date | Catalog | My Reminders

Workflow)
2. Click on the desired Option (WhICh { Events for the Week of Oct 26 2008
varies based on tab selection).

Events Locations My Requests My Workflow

view as

The screen will reflect the selection.
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Events Locations My Requests My Workflow

By Date | Catalog | My Reminders

Tabs Events Locations My Requests My Workflow

By Date | By Name | Map

Events Locations My Requests My Worl.dow
Mew Request | Pending | Approved
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Viewing Events

View Event by Date

The “By Date” option displays events (and theirdtion) occurring on specific dates.

1. Click theEvents tah
2. Click option,By Date.
Click on the event name for more event detail.
Click on the room name/number information on room.

Click on the Day/Week/Month buttons to specify thenber of days viewed at one time.
Change the date by clicking on a specific calewdde, the left/right arrows or the “Go to

Today” link.
Click a Filter to display specific types of events.

Microsoft Internet Explorer

Events Locations My Requests My Workflow
By Date | Catalog | My Reminders

Event names

Day/Week/

Month
/ buttons

& Rooms

CANCELLED

Workishops w
CANCELLED
ED

— Change date

e [jlters

|
- [T 1113 K tosalinnanet 7

Using CuestaView Page 2 of 12

Revised: May 11, 2009



View Event Catalog
The “Catalog” allows viewing room usage based oassl or specific event.

1. Click theEvents tah
2. Click the optionCatalog.
The Event Catalog screen will appear.

7} Cuesta College: Event Catalog - Microsoft Internet Explorer

Fie  Edt Yiew Favortes Jooks  Help

Lookup News Help

Events Locations My Requests My Workflow

By Date | Catalog | My Reminders

Event Catalog

Index

Academic Terms

Academic Term Fall 2008 (76)
Academic Term Fall 2009 (75)

Academic Term Spring 2009 (75)
Academic Term Summer 2009 (75)

Nonacademnic Events

Nonacademic Event 2008 (21) Nonacademic Event 2009 (20}

Alltimes are local for Pacific Time, Ui, (Pacific), Ganada (Pacific & Yukan), Mexica (Baja M),
Questions? Comments? Please contact the Webmaster.
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3. Click the desired Academic Term or Nonacademic Even
A category list will appear.

i Cuesta

7 Cuesta College: Event Catalog - Microsoft Intemet Explorer

Event Catalog - Microsoft Intemet Explarer

File Edit Yiew Favoites Tools Help File  Edit View Favoites Took  Help
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Lookup News Help

Lookup News Help
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Events Locations My Requests My Workflow
By Date | Catalog | My Reminders

Events Locations My Requests My Workflow

By Date | Catalog | My Reminders

Event Catalog

Event Catalog

Index > Academic Term Fall 2008

Subjects

Index > Nonacademic Event 2008

Groups

academic Skills (41)

Ag Technology (3)

American Sign Language (13)
Announcements (0}
Anthropolgy (8)

Architecture (17)

Art (65)

Astronomy (7)

Automotive Technelogy (14)
Biclegy (42)

Broadcast Communications (3]
Business {53)

Chemistry (23)

Computer Appl/Office Adm (37)
Computer Information Systems (13)
Construction Technology (17)

Health Education (17)

History (32)

Hospitality (3)

Humanities {0)

Interior Design (7)

Journalism (6)

Leadership (4)

Legal (2)

Library /Info Technology (0}
Licensed Vocational Nursing ()
Mathematics (138)

Medical Assisting (5}

Music (47)

Nursing Assisting (3)

Nursing Registered Assoc. Deg. (3}
Nutrition (5)

Advancement Event (2)
Announcement Events (1)
Athletic Event (76)
Committee Event (22)
Community Event (33
Community Pragrams (95)
Faculty Event (32)

Field Use Event (2)
Holidays-Breaks-Flex Days (5)
Maintenance Event (3)
Mandatory Event (47)

North County Campus Event (47)
Presidential Event {12}
Professional Event (4}

R25 Training Event (2)

Revenue Event (0}

San Luis Obispo Campus Event (36)
Student Event (60)

Student Services Event (53)

Union Event (7

Youth Programs/ Yess (5)

Al times are local for Pacific Time, LS 4. (Pacifich, Canada (Pacific & ukon), Menico (8aja N.).
Questions? Comments? Please contact the Webmaster.

4 L'_I il B
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4. Click on the desired subject or group.
A list of subjects or events will appear.
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oft Internet Explores

Cuesta College: Event Catal

Eile  Edit

Yiew Favortss  Tooks  Help

crosoft Intemet Expl

Lookup News Help
My Requests My Warkflow

| My Reminders

Events
By Date

Locations
| Catalog

Event Catalog

Lookup News Help

Events My Requests My Workflow

Locations
By Date | Catalog | My Reminders

Event Catalog

Index > Academic Term Fall 2008 > American Sign Language

Sections
ASL 215A 0 - Beg Sign Language
ASL 215A 0 - Beg Sign Language
ASL 215B 0 - American Sign Language 11
Asl 215a 0 - Beg Sign Language
Asl 215a 0 - Beg Sign Language
Asl 215a 0 - Beg Sign Language
Asl 215a 0 - Beg Sign Language
Asl 215a 0 - Beg Sign Language
Asl 215a 0 - Beg Sign Language
Asl 215b O - American Sign Lang 11
Asl 215b 0 - fmerican Sign Lang 11
Asl 215c 0 - Sign Language
Asl 215d 0 - American Sign Lang Iv

All times are local for Pacific Time, U..A, (Pacific), Ganada (Pacific & Vukon), Metica (Baja M),
Questions? Comments? Please contact the Webmaster.

Rl | >

Index > Nonacademic Event 2008 > Union Event

Meetings
CCCUE Negotiation Prep - CCCUE Megatiation Prep
CCFT Committee - CCFT Committee
CCFT Council of Reps - CCFT Council of Reps
CCFT Member Meeting - CCFT Member Mesting
Cecue Meeting - CCCUE Meeting
Union Executive Board Meeting - Union Executive Board Meeting

Wworkshop
calpers Workshops - CALpers Waorkshop

Al times are local for Pacific Time, LS 4. (Pacifich, Canada (Pacific & ukon), Menico (8aja N.).
Questions? Comments? Please contact the Webmaster.
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5. Click on the desired subject or event.
A pop-up displaying “Meetings On or

Today” and/or “Meetings Before Today” will

appear.

6. Click the plus sign (+) to the left of the desired

option.

A schedule listing will appear for that
subject/event.

Using CuestaView

After

esta College: Event Detai oft Internet Expl

ASL A

Beg Sign Language

2008-5250BL
Organization: ASL

Reference:

Meetings On or After Today

Meetings Before Today

Alltimes are lacal for Pacific Time, U..4. (Pacific), Canada (Pacific & Vukon), Mexice (Baja N.J.
Questions? Comments? Please contact the Webmaster.

—iolx|

oft Internet Expl

esta College: Event Det:

ASL A

Beg Sign Language

2008-5250BL
Organization: ASL

Reference:

B Meetings On or After Today

Date Start End Time Location Reservation Comments
Time

Mon Now 03 02:30 AM 09250 4100- 70273-1

2008 £ 4117

wWed Nov 05 08:30 &M 09:50 4100- 70273-1

2008 A 4117

Mon Now 10 08:30 &M 09:50 70273-1

2002 AM

Wed Nov 12 08:30 &M 09:50 4100- 70273-1

2002 AM 4117

Mon Now 17 08:30 AM 09:50 4100- F0273-1
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Viewing Locations

View Event by Date
The “By Date” option displays events (and theirdtion) occurring on specific dates.

1. Click theLocations tab.

2. Click option,By Date.
Click on the event name for more event detalil.
Click on the room name/number information on room.
Click on the Day/Week/Month buttons to specify thenber of days viewed at one time.
Change the date by clicking on a specific calewdde, the left/right arrows or the “Go to
Today” link.

Click a Filter to display specific locations.

2} Cuesta College: Locations by Date - Microsoft Intemet Explorer
FEie Edit Yiew Favoites Tools Help

ool News He
Events _Locations_wy Requests wyWorkow Day/Week/

By Date [ By Name | Map Month
/ buttons

4 Events for the Week of Sun Oct 26 2008 p

Viewe as a list

Event names Peac2700  Peac2700  Peac2700  Peac2700
——— 08130 AM 09:00 AM 08:30 AM 09:00 AM 08:30 AM
& Rooms - Rk R ——— Change date

11130 AM 12100 BM 11:30 AM 12,00 PM 1
PEAC2700XL Peac2700Xl PEAC2700XL Peac2700Xl  PEAC270 0 XL
nnnnnnnnnnnnnnnnnn 1200-1200 1200-1200

12:30 P 12100 B 12:30 PM 1
Peac2700X  Well 0000l Peac2700%l  Well 000X Pe
nnnnnnnnnnnnnnnnnn 1200-1200 1200-1200

—  Filters

12120 P 01130 PM 12120 1 01:30 PM 12130 PM
d2050%|  Peac270 0
1200-1200 1200-1200 1200-1200 1200-1200 1200-1200
04100 pM 04:00 PM
Peac 270 0 Peac 270 0
1200-1200 1200-1200
05:30PM 05:30 PM
Peac 2700 Peac 270 &
1200-1200 1200-1200

All tmes are local for Pacific Time, U..A, (Pacific), Canada (Pacific & Vukon], Metice (Baja M),
Quastions? Camments? Please contact the Webmaster.

& ]

View Location by Name
The “By Name” option displays events occurring apeecific location, in increments of weeks.

1. Click theLocations tab.

2. Click the optionBy Name
3. Click a date and/or a “number of weeks” button.
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23 Cuesta College: Lacations by Name - Miciosoft Internet Explorer 1ol x|

Ele Edt View Favoites ook Help ‘,#

e ore B B v I Number of
Weeks
buttons

Locations By Name

Please select a location from the list on the right,

All times are local for Pacific Time, U.5.A, (Pacific), Canada (Pacific & Yukon), Mexico (Baja M.
Questions? Comments? Please contact the Webmaster.
L—— Change date

26 27 28 20 30 31 1

€ to Today

= | ocations

/|
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4. Select a location from theocations list in the lower-right.
The list will expand revealing specific locations.

Zj Cuesta College: Locations by Name - Microsoft Intemnet Explorer
File Edt Miew Favoites Tools Help

Lookup News Help 9

Events Locations My Requests My Workflow
By Date | By Name | Map

Locations By Name

Please select a location from the list on the right.

Al times are local for Pacific Tims, U.S.A. (Pscifie), Canads (Pscfic 2 Yuken), Manico (832 M),
Quastions? Commants? Pleass contact the Webmastar,

222090 1 2 3 4
5 910 1
12013 14 15 16 17 18

26 27 20 29 30 31 1

o to Today

3100-3100
310031008
3100-3101
2100-3102
3100-3103
3100-3104
3100-3105
3100-3106
3100-31064
3100-3107
2100-3108
5100-3109
3100-2110
3100-3111
210031114
3100-3112
21002113
3100-3114
3100-3115
3100-3115A
3100-3115B
3100-3116
3100-3117
3100-3118

3100-3119
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5. Click on the desired location.
A grid for the date range will appear with shadexkes denoting times the location is reserved.
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6. Click on a shaded box for information regarding #nzent.
A pop-up window will display event information.

View Map

The “Map” option displays maps of our
campuses.

1. Click theLocation tab.
2. Click the optionMap.
3. Click the desired campus.
A map of that campus will be displayed.
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Searching for an Event or Location
You can search for a specific event based on teeteame, the event reference number or its logatio

1. Click Lookup.
The New Quick Search window will be displayed.

2. Select one of these three options:

Event Name

a. Select relational text from the Event Name dropddsim

b. Type all or part of the event name in the blank fitd.
NOTE: The search is case-sensitive! Typing ‘coungelill not bring back
‘Counseling’.

c. Click theGo button.

The event(s) will be displayed.

Event Reference

a. Type all or part of the event reference numbeheltilank text field.
The event reference number, which consists of-tigidyear followed by 6 letters
(.e.2008-AAABCD), is assigned automatically whHendvent is booked.

b. Click theGo button.

The event(s) will be displayed.

Space Name

a. Select relational text from the Space Name dropdistin

b. Type all or part of the location name/number inkkank text field.
Typically the “Space Name” consists of the buildmgnber followed by the room
number (i.e. 1000-1032).

c. Click theGo button.

The event(s) will be displayed.
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For Schedulers Only

My Requests

Submitting a Request (Reserving a Room)

The “New Request” option permits submitting a regfifer an upcoming event. This can include a
"simple" event that occurs within a single timergpar an event that repeats. For example, a simple
event might begin on May'&t 7 PM and end on Juné' &t 1:00 PM. An event that repeats might be a
series of meetings that occur at the same timeéverdifferent dates.

1. Click theMy Requeststab.
A login screen may appeatr.

If necessary, enter yoltsernameandPassword and then click theog On button.

Click the optionNew Request

The New Request form will display.

4. Complete as many fields on the form as approprigtenot use any special characters in any
fields, (i.e. ', #, &, etc). Your request may pobcess through even though you may receive a
request confirmation.

w N

In this field... Enter this information... Required?
Event Name A descriptive name for the event - one that you'll remember. yes
Event Type The type of event (choose from the drop-down list if it's available). yes
Sponsoring The organization that is sponsoring the event (choose from the drop-down list
Organization if it's available). yes
Expected Head The estimated attendance.
Count yes
Start/End Date/Time | The start date and time. Please enter this information only for the 1¥ day of

your reservation. Use Repeat dates below that for additional occurrences. yes

(Note: All occurrences of the event will be booked for 24/7 time if you enter

different start and end dates.)
Repeat dates For an event that has this repeat pattern... | Select...

Does not repeat The None radio button
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In this field...

Enter this information...

Required?

Repeats on a random schedule

The Ad Hoc radio button and
specify a repeat date. Press
Enter to add the date to the list.
Repeat as needed.

Repeats daily, or every specified number
of days

The Daily button and select the
number of days between
occurrences and the length of
time for the number of
repetitions.

Repeats weekly

The frequency, one or more
weekdays, and the length of time
or the number of repetitions.

Space Preference

The room you want. Use one of the following options:

Click the specific Space radio button, and select a space from the

drop-down list.

Click Any Space In radio button, and select a space grouping from

the drop down list.

Click the Other radio button, and type your preference.

(Note: The room will be held only after a scheduler approves your request.)

Resources

The quantity of any of the resources you want.

Custom Attributes or
Requirements

Any additional characteristics and requirements appropriate to the event.

Comments Any comments about the event that you want the scheduler to know about.
(Note: Your comments will be protected by R25 security.) Comments do not
show on CuestaView.

Description Information that describes the event activity & shows up on CuestaView

5. Click Next at the bottom of the page.

The Event Request Summary will be displayed.

NOTE: Click Reset to start over.
6. Review summary details. If satisfied, clikibmit Request Otherwise, click Make Changes.

Once you submit your request, you will receiveanail with the details of your request, and a
staff person will schedule the event or contactfgoumore information. After the event has been

approved, it appears on your calendar of personvaine reminders.

View Pending Requests

The “Pending” option permits viewing, modifying, @eleting your current event requests.

1. Click theMy Requeststab.
A login screen may appeatr.

Using CuestaView
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If necessary, enter yoltsernameandPassword and then click theog On button.

Click the optionPending
The Pending requests will be displayed.
4. If you wish to edit a pending request, clielit next to the desired event.

w N

View Approved Requests
The “Approved” option permits viewing your approvedent requests.

1. Click theMy Requeststab.
2. Click the optionApproved.
A login screen may appear.

3. If necessary, enter yollsernameandPassword and then click theog On button.
The Approved requests will be displayed.
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View Event My Reminders
The “My Reminders” displays a calendar of your peral event reminders.

1. Click theEvents tah

2. Click the optionMy Reminders.
A login screen will appear

3. Enter yourUsernameandPassword and then click theog On button.
The My Reminders calendar will display.
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