How to Use Webviewer

Instructions

To View Events by Date (this is the default view once Webviewer is opened)

	To see...
	Click this...

	Event details
	The name of the event. A separate window appears with information about the event.  NOTE:  If an event appears as ‘reserved’ the space is being used, however the event sponsor had requested that the event not be published or the space is being used for a BSU class.  If there are email addresses or web links in the event description, you may click them and be directly linked to an email dialogue box or the associated web site.

	Location details
	The location. A separate window appears with information about the location features and possible layouts. 

	Another date or dates
	One of the following: 

· Day, Week or Month on the calendar to see events for one day, one week, or one month. 

· Go to Today beneath the calendar to see events beginning today. 
· Any date on the calendar to see events beginning on that date.   NOTE:  the calendar is set to view only 90 days from the current date.
· The right or left arrows to move forward or back in time.   Note that events that occurred in the past only appear if there are multiple dates associated with the event that run into the current time frame.

	Another list of events
	Any of the filter links at the bottom left of the page. (You may need to scroll down to see the filters list.)

	A specific event
	The Event Quick Search selection box. Then do this: 

1. Choose a type of search (Reference or Name) from the drop-down list. 

2. Choose a match method for any Name search (Is, Starts With, Contains, or Ends With). A reference search always looks for an "Is" match. 
3. Type all or part of the name based on your choices in steps 1 and 2.   NOTE:  searches are case sensitive
4. Click Go. 


Locations (general information)
	Click this tab...
	To...

	By Date
	See what's happening today, or on a specific date or dates.  NOTE:  the calendar will only view events 90 days out from the current date.

	By Name
	See what's happening in a particular location.

	Map
	See a map of your campus.


Locations by Date
	To see... 
	Click this...

	Location details
	The location name. A separate window appears with information about the room's features and possible layouts (where applicable).

The matrix icon next to the location name to view activity for that location only. 

	Event details
	The event name, or on the Locations By Date day view, the colored box for the event.  NOTE:  If an event appears as ‘reserved’ the space is being used, however the event sponsor had requested that the event not be published or the space is being used for a BSU class.

	Another date or dates
	One of the following: 

· Day, Week or Month on the calendar to see events for one day, one week, or one month. 

· Go to Today beneath the calendar to see events beginning today. 
· Any date on the calendar to see events beginning on that date. 

· The right or left arrows to move forward or back in time. 

	A specific space, building or side of campus:
	You can do this one of two ways:

1. Select the building or side of campus you wish to look up on the bottom left side of the screen.  Then select the space.  NOTE:  the spaces are sorted according to the space code not the space name (ie:  RCC 201, LIBLEC etc.  To see a list of spaces and their codes go to: www.bridgew.edu/conferences)
     2.    The Space Quick Search selection box. Then do this: 
a. Choose a match method for any Name search (Is, Starts With, Contains, or Ends With). 

b. Type the full or partial space name, based on your selection in step 1.   NOTE:  searches are case sensitive.
c. Click Go. 


Locations by Name
	To see...
	Click the...

	Events scheduled for a location
	Appropriate section of the alphabet under Locations at the lower left of the page, then click the location name in the expanded list.   NOTE:  the spaces in this view are sorted according to the space code not the space name  (ie:  RCC 201, not Campus Center Council Chambers or LIBLEC, not Maxwell Library Lecture Hall)

	Information for a different time span
	One of the following: 

· A number to see events for that number of weeks. 

· Go to Today beneath the calendar to see events beginning today. 
· Any date on the calendar to see events beginning on that date. 

· The right or left arrows to move forward or back in time. 

	Details about a specific event
	Colored box for the name.  NOTE:  If an event appears as ‘reserved’ the space is being used, however the event sponsor had requested that the event not be published or the space is being used for a BSU class.

	Details about a location
	The location name. A separate window appears with information about the room's features and possible layouts. 

	A specific space
	The Space Quick Search selection box. Then do this: 

1. Chose a match method for any Name search (Is, Starts With, Contains, or Ends With).  The space is searched according to the space code not the space name  (ie:  RCC 201, not Campus Center Council Chambers or LIBLEC, not Maxwell Library Lecture Hall)
2. Type the full or partial location name, based on your selection in step 1.   NOTE:  searches are case sensitive.
3. Click Go. 


