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Event Management Reports 

SYARLST - Building Room Schedule Report 
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SYACLST - Building Room Schedule Report- No page Break 
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SYASLST - Building Room Schedule by Start Date  

  

  

SYAEXTR - Building Room Data Extract  
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SYARCHR – Event Management Room Chart 

 

 

SYAICHR - Instructor Chart 
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SYASDLT – Single Day Building Room Schedule by Start Date 
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SYASCLT – Single Day Building Room Schedule – No Page Break 

 

 

SYARCCA – Room Schedule by Creator, Contact or Agency 
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SYAJENT – Event Notification – Manual Request 
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SYACFLT – Schedule Conflict Report 
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SLIAEVN – Event Available Room Query 
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SLAEVNT – Entering Events 
Step 1: Go to the form SLAEVNT and click on the ‘Create’ Button on the right hand side (RHS) 

 

Step 2: An ‘ADD’ is displayed automatically on the Event Number field. Fill in the details  

 Description, select System (Student) from the drop down menu. 

 

 

Step 3: Select Event type from drop down box or enter the Event Type. For e.g. ‘MEET’ for Meeting. 
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Step 4: Enter or search for the Agency ID, from the ‘Non-Persons’ Search. This is optional. 

 

Note: The Event Agency IDs start with ‘EV’. So Event customers can be queried using EV% to display the 

existing IDs and selected. ( i.e. Press F9, Enter EV% in ID field and press F10 to display existing records.) 

 

The Agency name can be selected from the displayed records as follows- 
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Step 5: Enter Contact ID and Campus. The Contact ID is optional as well.  

 

Save the record. The event number is assigned automatically. (A0037 as shown below.) 

Step 6: Go to the next block to schedule the meeting times and location.  

 

The fields to be entered are 

1. Session Indicator. The sessions start with ‘E1’. Session indicators must be 

unique. You may use E2, E3, etc. 

2. Start Date. It can be either entered 12/07/2010 or selected from the 

Calendar icon, which displays the calendar as shown below. - 
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3. End Date 

4. Day/Days of the meeting, from the radio buttons. (Note: According to the 

dates selected, the radio buttons will be enabled/disabled.) 

5. Begin Time (military format –0900, 1430 etc) 

6. End Time 

7. Building – The drop down can be clicked to display the building search 

option, as shown below.  

 

 

 

Note: Click on the Building search, to search for buildings in a campus. 

           Click on the Available Room Search to search for available rooms. 

 

Building Search – SLABQRY. Select the Building by querying or scrolling down for the building. 
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Room Search – SLIAEVN. This is the Available room query form, that lets you enter/select criteria like 

Building, Campus, Capacity etc.  
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Building can be entered or selected from the drop down as shown below - 

 

If looking for a particular campus’s buildings only, for example, for Cañada, enter a 3% in the query as 

follows – and click on ‘Find’ to search for buildings in Canada. 
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After entering/selecting the necessary criteria like Campus, Capacity etc., (optional) go to the next block, 

for Room Attributes – 

 

Enter/select the Room attribute and go the next block, where the available rooms are displayed, 

according to the criterion that was entered. If no criterion was entered, then all the available rooms are 

displayed. 

 

More sessions can be added to an event, as shown below - 
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SPAIDEN – Create Agency (Customer) IDs 
Step 1: Enter an Event Customer ID, starting with the letters ‘EV’. It can be alphanumeric. (9 char limit.)   
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Step 2: Enter the Name in the Non-Person block, at the bottom of the page. Save/F12 to proceed to the 

next tab. 
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Step 3: In the E-mail tab, to enter the E-mail Type, select the ‘EVNT’ email type from the drop down list 

box/List of values.  

 

 
 

Note:  The above information (ID/PIDM/EMAIL) is required. Other information like address etc. is not 

required/optional. 
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Step 4: Enter the customer’s Email ID and check the ‘Preferred’ check box and save. 

 

 

 


