Generating Space Utilization Reports in

25Live Pro

Purpose: To create reports collecting utilization data for space management purposes such
as managing your space use policy or submitting your institutional capital budget request.

Audience: 25Live Functional Administrators and Senior Management

Log into your 25Live Pro User tool. Both an Event and a Location search are needed for

your reports.

You first need to create your Event search. It is recommended to create two different
searches used in looking at your space utilization. Your first event search used in this
analysis will be your credit generated academic courses. Your second search should be all
events. A college environment is more than classes. There are student events, athletic
events, community events and other staff activities. Therefore, it is good practice to review
how ALL your rooms are being used. However, for the purpose of submitting utilization for
your Capital Budget, only the "academic courses and class related activities" will be used for

that analysis.

Navigate to the Search screen from Dashboard.

i 25Live Pro (& EventForm  [3] Tasks  25Live Testuser =More

Quick Search
[\ Search Events
@ Search Locations
& Search Resources

A, Search Organizations
I YYour Starred Event Searches

| Your Starred Location Searches

‘Your Starred Resource Searches

‘You do not have any Starred Resource Searches!

Your Starred Reports

You do not have any Starred Reportsl

Find Available Locations

I know WHEN my event should take place -- help me find a location!
OR

I know WHERE my event should take place - help me choose a time!

n/ Create an Event

Your Upcoming Events

You are not associated with any upcoming events

‘Your Event Drafts

@ No Event Drafts in which you are the Scheduler

@ No Event Drafts in which you are the Requestor

Tasks
[*] 0Outstanding Tasks
9 0Flagged Tasks

[£] 0 Tasks Assigned By You

e—— O Go to Search Nothing recently viewed 2 @Hep

Your Starred Events ~

You do not have any Starred Events!

Throughout this site you can mark any Event as "Starred" by clicking its o
icon.

Your Starred Locations A~
You do not have any Starred Locations!

Throughout this site you can mark any Location as "Starred” by clicking its
< icon

YYour Starred Resources ~

You do not have any Starred Resources!

Throughout this site you can mark any Resource as "Starred" by clicking its
icon

8} Customize Dashboard

The next step will be to choose Events from the drop down box and select the Advanced
mode and click to Add Criteria.
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Nothing recently viewed $ @Heb

Select Object: | Saved Searches (optional) v

Quick Search .Advanced

Add Criteria
Add Group - Search has not been saved
[ Your Starred Events Reset | Export Results | Save As

General

K Events -

Folders.
Cabinets
Create Date

Event Types
Event States

4 Organizations

5. In this example | chose to use Event Types associated with Campus Solutions as one criteria
variable. Utilization for academics should only be credit generated courses from Campus
Solutions. | also added the term code as a Keyword to make sure I'm pulling from the
correct quarter. If you were running a utilization report for "All Events" then the easiest
pathway for that event search would be to choose both Instruction and Event Cabinets as
the search criteria. Your Academic search should be separate from your All Event search.
Once you select Search and view results, then select "Save As" to save your search.
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COLLEGE -~ —

Nothing recently viewed $ @Hep

Select Object: ) Events v | Saved Searches (optional) ~
Quick Search . Advanced
Event Types X
| Include Any s
% Section X Section-CE
X Study Session
and ¥
Keyword X
Keyword | 2227

Add Criteria

Reset | Export Results

(ISl Calendar / A Datee Future Only [ENINEES C @®Hep

420 Matching Events

6. The next step is to create your Location Search. You can select the Advanced search to see
all the criteria options but you can also leverage Categories to filter your search. The
Categories filter should have your locations filtered by Campus, Building and Type. You
should have a "Classroom" type that can be used for you classroom search. You should also
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have one or more "Lab" types that can be selected for you Lab location search. When you
search using these criteria options, always vet the results to make sure the list is accurate
before you save the search.
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.
CLOVER

Nothing recently viewed $  (@Hep
Select Object Saved Searches (optional) v
Quick Search Advanced

Search Locations X @

(® Hintl Type - to use SeriesQL.

Features + Layouts + Capacity

between  and

Create New Location | Reset | SaveAs

Nothing recently viewed $ @Heb
Select Object: g Locations ~ | Saved Searches (optional) v
Quick Search
Search Locations b4 @
o Hint! Type :: fo use SeriesQL
/ Create New Location | Reset | Save As

W‘ Features + Capacity
X
Study Room Building - 15 Library Building - SHC Lobby/Atrium/Foyer
Building - 02 Building - 16 Campus - Lakewood Lounge
Building - 03 Building - 17 Campus - South Hill Maintenance/Food Service
Building - 05 Building - 19 Metor Pool/Vehicle
Building - 06 Building - 20 Computer Lab-Dedicated Multipurpose/Tabling
Building - 08 Building - 21 Computer Lab-Open Office
Building - 10 Building - 23 McGavick Center Conference Room Office Support N
ER

7. Once you have vetted your search results, you want to select the "Save As" and add the
term date or term code for your search since some locations change from year to year.
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Nothing recently viewed $  @Hep
Select Object: @ Locations ~ | Saved Searches (optional) M
Quick Search ] Advanced
Search Locations X @
O Hint! Type = fo use SeriesQL.
Create New Location | Reset | Save As ‘ Search
Calegories + Fealures + Layouls + Capacity

@ Matching Any between  and
() Matehing All

X Classroom

(I5 8 Calendar Availability Availability Weekly C @Heb

106 Matching Locations i eGcG—

Name Vv | Formal Name — | Gategories Features Layouts Max Capacity — | Default Capacity
ﬁ CP0020101 Building 2 - 101 classroom Building - 02. Campus - Lakewood AV-LCD Monitor/Fixed, Flooring- Asls 20 20
Classroom Carpeted, Furniture-

Tables/Chairs/Movabl

ﬁ{ CP0020111 Building 2 - 111 Classroom Building - 02, Campus - Lakewood Furniture-Tables/Chairs/Movabl Asls 12 12
Classroom

8. When you have vetted and saved both Event searches (Academics and All Events) and your
Location searches (Classrooms and Labs), you ready to run your utilization reports. Go to
Reports > Other Reports > Location Utilization Summary - Excel report and then add
your report parameters.

Location Utilization Summary ¥ (O ViewSample

Delivery Option - Required View this report now

Report Parameters

Start Date - Required Mon Oct/10/2022

End Date - Required Fri Oct/14/2022

Start Time - Required 8:00 am

End Time - Required 5:00 pm

Pad Time - Required 0

Event Search - Required Fall 2022 Term Utilization

Location Search - Required Classrooms ¥

Day(s) of Week Sunday Monday
Tuesday Wednesday
Thursday Friday

Saturday

Sum Bound Head Counts O Yes @ No

# Run Report
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9. When the reports are generated in Excel there will be several columns of data. All the
columns offer insight into how your locations are used and each column is defined in the
worksheet. The two columns needed for utilization reporting are the room capacity and
contact hours. These columns will need to be summed (total # of seats and total # of contact
hours) and then plugged into the OFM Availability of Space/Campus Utilization template to see
your total weekly contact hours for the term.

Location Utilization - Excel sample report

Totsl Possibie  Totsl Blackout  Total Hours Tirre LiNzation Cigss Seat Station  Net UtliZation
Space Name | Max Capacity Fill Ratio Hours for Space Hours Used |Cormact Hours %) Unifzation (%) Ukilization (%) %)
ARTS 101 5 55 [ ] 22.92 a 3638 Q n o
ARTS 102 15 o 53 ] 1402 133 L] 657 0.25 002
ARTS 103 5 [ [ n o a o i} n I
ARTS 104 b 100 53 ] o a 0 [i] ] 0
ARTS 10% 10 G2 &3 ] o a o a n o
BAC 100 20| ] &3 0 3042 375 45.23 045 0.3 0.14
HAD 102 5 o] &3 ] 35.83 57 5688 7.2 3.63 2.06
i Reg. Hesd  Evm Hoad Seiocied Mead  Howrsper  Numberof  Tofal Hours Time Utiization
BAL lspace Mame  Event Name Reservation Name Count Count Coumt Maeting Kestings Used Comtact Hours (%)
DAC I ARIS 101 THIR 11102 201040 41005-1 i} 14 i} 335 3 9.4 ] 15 48
BAL LARTS 101 THTR 111 03 201040 410061 0 14 o 2.83 2z 5.67 ] a.93
RAC RIS 101 [HIR 11104 200040 A1007-1 0 i [ 183 2 3.87 u 582
BAC L ARTS 101 THTR 221 01 201040 43054 1 0 5 o 183 7 167 n .87
RAD: ARTS 102 MUSH 17401 201040 40751-1 2 10 2 117 1 117 2.33 1.85
BAC (aRTS 107 THTR 111 01 201040 410041 0 9 o 135 3 175 n 595
BAD S pay 100 ACSC 464 01 201040 412151 0 18 o 135 3 3.75 0 5.95
BAC: :pacy 100 BETH 301 01 201040 |-131ﬁﬁ-1. I 1] 0 v] 1.83 2 36T n 5.82
BAL ZRAG 100 BETH 301 02 201040 43167-1 a ] o 183 2 3.67 0 582
BAD Igay 100 EDUC 345 01 201040 403761 i} 5 i} 035 1 0.25 H] 0.4
BAL S pa 100 EDUC 35001 201040 403771 0 20 o 1.83 2 3.57 ] 5.82
DA g 100 ELIUC 381 U1 201040 13160-1 1] 5 V] s 1 025 u .4
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